From American Association of Museums, Technical Information Service: Intellectual Property Resource Pack. Introduction: How To Use this Resource Pack

The following steps are useful in developing intellectual property policies for your museum.

Step One: Define the Issue or Problem 

The process of policy development begins with recognizing the need for written policy. Often a governing authority or director faces a decision that would be easier to make if a policy existed. The governing authority is not alone in identifying policy needs. Staff, advisory groups, audiences, and communities, can surface issues and problems needing a policy.

Step Two: Gather Information on the Issue 

Suggestion: form a task force, committee, or working group to conduct an environmental scan of materials prepared by other institutions or organizations. You don't need to reinvent the wheel, but the policy needs to fit your museum's needs.

Sources of information for inclusion or comparison include:

• Sample documents from TIS (this Resource Pack)

• Characteristics of an Accreditable Museum
• Experience from colleagues

• Research

• Local input

• Professional development and training on the subject

• State or federal laws and regulations

Step Three: Secure Recommendations from the Director 

Once information is available, the board seeks policy recommendations from the director, since the director is the staff member responsible for carrying out the policy.

Step Four Discuss and Debate at the Governing Authority Level 

Involving the members of the governing helps build understanding and consensus and assists consistent and appropriate policy development. Approval at all levels of governance and affected staff is essential to effective policy.

Questions to ask and answer about the policy:

• Is the content within the scope of the board's authority? [Reiterate the responsibility of the governing authority]

• Is it consistent with local, state, and federal law? The U.S. and the state's constitution?

• Does it support the institution's mission?

• Is it best practice?

• Is it reasonable? (Are any requirements or prohibitions arbitrary, discriminatory or capricious?)

• Does it adequately cover the subject?

• Is it limited to one policy topic? [Will it solve more than just the problem before the group?]

• Is it consistent with board's existing policies?

• Can it be administered? Is it practical? How much will it cost?

Step Five: Draft Policy 

After the board has reached consensus on policy content, the policy writer goes to work. This person must be able to write clearly, directly, and succinctly. Pomposity, verbosity, jargon, and "legalese" should be avoided unless necessary to meet legal requirements. Policy must be broadly stated with room for adjustment to fit special circumstances.

Step Six: First Review

Once in writing, the policy draft is placed on the governing authority's meeting

agenda for a first review, giving notice to everyone interested that the governing

authority has a specific policy under consideration.

Step Seven: Make Revisions

Revise the policy based on the information gained from the questions, comments, and suggestions obtained after the first review.

Step Eight: Second Review :..

The period between the first and second reviews allows time for all concerned persons to ask questions, make comments, and offer suggestions for changes and improvements.

Step Nine: Adopt the Policy 

The governing authority formally adopts the policy. Adoption is recorded in the minutes of the meeting.

Step Ten: Distribute the Policy 

Distributing the policies as widely as possible is one way to ensure implementation. Consider holding an all‑staff orientation on the new policy .

Step Eleven: Oversee Policy Implementation 

Policy oversight is a dynamic process that includes an evaluative component. Oversight is intended to make sure that the policy accomplishes its goal. Policy oversight can provide guidance on whether to continue or modify the policy and to determine future courses of action.

Step Twelve: Policy Evaluation and Revision or Modification 

Policies should be reviewed on a regular basis as a part of the board's standard operating principles. They can become out of date, unclear, or even contrary to the way in which the institution is operating. When any of this occurs the policy needs modification or elimination. The policy amendment process is the same as the policy adoption process.

Adapted from the Washington State School Directors' Association's Passport to Leadership materials

