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DOCENT MANUAL  
 

Welcome 
 
We would like to welcome you into the Docent Program at New Museum Los 
Gatos. You are the ambassadors and the face of our museum. We hope your time 
and experience as a docent is both enriching and rewarding and we thank you for 
being a valuable part of our Museum.  
 

Mission Statement 
 
Engaging community at the intersection of art, history and education through 
innovative, locally connected and globally relevant exhibits, programs and 
experiences.  
 
Museum History 
 
The Museums of Los Gatos sprang from the inspiration of Dr. Ethel Dana, who felt 
that no town could be complete without a museum. In May 1965 the Town of Los 
Gatos agreed to lease the vacated firehouse at the corner of Main Street and Tait 
Avenue to the Los Gatos Museum Association for $1.00 per year. A fund drive was 
conducted and the town merchants contributed materials to refurbish the interior of 
the firehouse. After volunteers converted the building, The Los Gatos Museum 
opened its doors with ceremonies on May 20, 1967. The Forbes Mill Museum, the 
remaining two-story annex of James Alexander Forbes’ flourmill completed in 1854, 
housed the history collections, displayed in permanent and temporary exhibitions. 
The first artifact donated to the museum was a money purse from the 1849 Gold 
Rush, given by George Lagormarsino, Alice McCammon and William Allaway who 
also donated the mineral and gem collections. The Association was thus 
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incorporated for the purpose of bringing the natural history, art, and history of Los 
Gatos and its region to the public. The Museum celebrated its 50th Anniversary in 
2015, which culminated in its move to the Civic Center on Main Street. 
 

What is a Museum Docent?  
 
A docent is a volunteer in the Museum’s Education Department who conducts 
tours and special programs for visitors. Due to their public visibility, docents also 
serve as representatives of NUMU to a wide variety of guests. Docents at NUMU 
contribute time, energy and ideas to make the art and history within the exhibitions 
accessible, understandable and rewarding to visitors of the Museum. By creating a 
dialogue with the visitors, docents stimulate observation, speculation, possibility 
and connection.   
 
 
Docent Policies + Benefits 
 

 Benefits 
 
⁃ Free admission to NUMU and NUMU member events for yourself and a guest 

while you are an active docent 
 

⁃ Lead docents receive an Advocate level membership which includes North 
American Reciprocal Museum Association (NARM) which offers free access 
to over 400 museums across the country (*additional fees may apply for 
special exhibits).  
 

⁃ Lead docents complete 50 hours of docent per year, and assist in training new 
docents who may shadow lead docents’ tours 

 
⁃ Meet others interested in art and history  
 
⁃ Meet artists, curators, and special guests 
 
⁃ Advance notice of Museum programs 
 
⁃ Attend and participate in art, history, and technology lectures, workshops, and 

classes 
 
⁃ Training materials: curatorial walk-throughs, articles on art, history, and 

interpretation techniques.  
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 Membership 
Docents are provided with free admission to the museum for themselves 
and a guest, and reduced admission to lectures. Lead docents will receive 
Advocate level memberships, with NARM benefits.  

  
 Training 

All docents must complete and fulfill the requirements of the NUMU docent 
training program. Continuing education opportunities will be offered to all 
docents, including details on upcoming and new exhibits. Docents must 
attend scheduled meetings and all training sessions, or contact the 
Education Department to make alternative arrangements.  

  
 Sign-In 

Upon arrival, please sign the docent book at the admissions desk and 
collect your name badge. Please arrive 10-15 minutes before your tour is 
due to begin. Please sign out when you are finished with your tour and leave 
your name badge at the front desk.  
 

Tour Procedures 
⁃ Arrive at the Museum 15 minutes before scheduled.  

 
⁃ Sign in at the front desk and pick up your docent badge.  

 
⁃ Keep in mind the demographics of the group you will be touring.  

 
⁃ Keep the topic and goals of the tour in perspective. 

 
⁃ Know the length of your tour. 

 
⁃ If touring with another docent, arrange your tour jointly in order to be most 

effective (perhaps splitting the group between the two floors and switching 
halfway through – work to make transitions smooth) 

 
⁃ Wear your docent badge.  

 
⁃ After your tour, please fill out a docent tour evaluation form. These are 

available at the front desk, and on our website at 
numulosgatos.org/docent 

 
Tour Availability 

Upon becoming a docent, individuals are asked to consider and note the 
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day(s) they are most likely to be available throughout the year to offer tours.  
   

Walk-In Tours 
There will be scheduled drop-in tours on Saturdays at 1pm, open to 
any interested museum visitors. We ask that docents remain on duty 
for the entire 90 minutes, from 1pm – 2:30pm.   

 
  Scheduled Tours 

Groups have the option of scheduling tours in advance on a day and 
time they choose. Docents will be requested for these tours.  

  
Parking 

Parking is available in the parking lot behind the museum, off Pageant Way, 
the LG Library parking lot and along E. Main Street. Please note that time 
restrictions apply to all parking lots, which are generally 90 minutes.   

 
Dress Code 

Please consider your audience when you dress for a tour. A neat, casual 
appearance is appropriate for public and education tours. Remember that 
you are a representative of NUMU.  

 
Tour Cancellations 

Cancellations are an inevitable part of scheduling tour groups. Last minute 
changes do occur. When possible, the Education Department will let you 
know ahead of time. We thank all docents for their flexibility and 
understanding in these situations. The size of your group will vary for your 
regularly scheduled, walk-in public tours.  
 

Absences 
If you are unable to make your scheduled tour, please notify the Education 
Department of your absence in advance to allow us time to find a 
replacement.  
 

Leave of Absence 
Docents who are unable to participate in the program for an extended 
period of time should inform the Education Department of the dates they will 
not be available.  

 

Education Goals 
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⁃ We hope to facilitate the positive museum experience. We want museum visitors 
to have an interactive experience and to learn new things!  

 
⁃ Facilitate a conversation about the art, history, and innovation exhibited in the 

galleries.  
 

⁃ Create and sustain high caliber education and public programs that focus on key 
regional and national initiatives.  

 
⁃ Develop selective and effective programs with local schools and continue to 

enhance programs for adults, colleges, and cultural tourists.  
 
⁃ Docents are representatives of NUMU and their presence is the public’s link to 

the institution. A docent’s observation can stimulate seeing on the part of the 
visitor. We ask that as a docent, you don’t share overly subjective thoughts 
about exhibitions or individual artworks or artists, but rather work to inform 
about the art and history from an objective, educator’s perspective. Also, 
please honor the requests of visitors for focusing on certain parts of the 
exhibition.   

 

General Information 
 

 Location 
 NUMU is located at 106 E. Main Street in downtown Los Gatos.   

 

Museum Hours 
Wednesday 1pm – 5pm 
Thursday     11am – 8pm 
Friday          11am – 5pm 
Saturday     11am – 5pm 
Sunday       11am – 5pm 
 
Admission 

 General Admission is $9 
 Admission for Seniors (65+), Students, and Military Personnel is $6 
 Admission for Members, and visitors 18 and under is FREE 
  
 Admin Offices + Hours 

Administrative Offices are located on the lower floor of the museum. Staff 
can be reached by email or by phone at (408) 354 – 2646 between 10am 
and 5pm, Monday through Friday.  
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 Phone Numbers 
 (408) 354 - 2646 
 

 Website 
 www.numulosgatos.org  
 

 Museum Contacts 
 Madeleine Crow, Education & Programs Manager    
 	   	   	   	   	   	   	   mcrow@numulosgatos.org 

Kimberly Snyder, Operations Manager  ksnyder@numulosgatos.org 
 
  
Safety Procedures  
The docent is in charge of the group. Teachers and chaperones are there to assist 
you as needed. 
 
Security rules for tours: 
 

· Do not let visitors lean against walls.  
· Do not let visitors touch the art, history objects or walls. 
· Do not use pencils, pens, or markers as pointers when talking about works 

of art. 
· Do not let students get close to the artwork (a 12” distance is preferred).  
· Do not allow a tour group to block main traffic areas (hallways, exits, etc.) 

Always leave space for other visitors to pass.  
 

Fire  
· The fire alarm will sound in the event of a fire emergency. Announce to your 

group calmly that everyone must exit the museum. Show a sense of 
urgency but do not run or panic. You have plenty of time to exit the 
building. Use the nearest fire exit.  

· Once outside the museum, stay far away from the building, keep the group 
together, and gather by the flagpole on the front lawn. Do not re-enter the 
building until the ALL CLEAR is given.  

 
Natural Disasters (High winds, earthquakes, hail, thunderstorms) 
 

· In the occasion of an earthquake:  
· Move your group away from the semi-permanent walls and towards a 

secure hallway or doorframe.  
· Drop, cover, and hold on.  
· Stay away from the windows to avoid being injured by shattered glass.  
· Stay indoors until the shaking stops and you are sure it is safe to exit.  
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· When it is necessary, use the stairs rather than the elevator in case there are 
aftershocks, power outages, or other damage.  
 

· In the occasion of high winds, hail, or thunderstorms:  
· Move your group away from glass windows.  
· If evacuation is necessary, please follow the instructions of Museum staff. 
 

 
Continuing Education  
More resources are available at numulosgatos.org/docent 

 
The Language of Art  

 

Content and form are two pathways to understand art.  Content refers to the 
subject matter, story, or information that the artwork seeks to communicate 
to the viewer. Form is the purely visual aspect; the manipulation of the 
various elements and principles of design. Content is what the artists want 
to say, form is how they say it. In order to understand and discuss a work of 
art, it is advisable to study the concepts involved in producing a 
composition. These important concepts are the art elements and principles 
of design.   
 

The Art Elements 
 

The elements of art are used to produce works of art. They include color, 
line, shape, form, texture, and space.  
 

⁃ Color: Colors are produced when light strikes an object and is reflected back to 
the eyes. Color has three properties: hue, intensity, and value.  

· Hue: The name of the color. One hue can be varied to produce an infinite 
number of colors. Colors are organized through the use of a color wheel.  

· Intensity: The brightness (saturation) of a color. A color is at full intensity only 
when pure and unmixed. Intensity may easily be confused with value.  

· Value: The lightness or darkness of a color. Value is particularly important in 
works of art when color is absent.  

 
⁃ Line: Line refers to the continuous mark made on a surface by a moving point. 

Lines can be actual or implied.  
 

⁃ Shape: A shape is a visually perceived area created by another art element such 
as line, color, value, and texture. Composition is basically the arrangement of 
various shapes.  
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⁃ Form: The term form is often used as a synonym for shape, although many 
consider forms to be three-dimensional (having length, width, and depth), 
while shapes are two-dimensional. Thus forms may have value or mass.  

 
⁃ Texture: Texture is the surface quality or feel of an object. Even when we might 

not actually feel a texture, our memory provides a sensory reaction or 
sensation of touch. Objects may be rough, smooth, sticky, bumpy, scratchy, 
prickly, soft, etc.  

 
⁃ Space: The element space refers to the distance or area between, around, 

above, below, or within things. Forms physically occupy space. In two-
dimensional art forms, such as drawings, paintings, and prints, the artist 
often wants to convey a feeling of space or depth. Here space is an illusion 
and is completely optional.   
 

The Principles of Design  
 

The principles of design direct the way the art elements are used in a final 
composition. Artists design their works, either consciously or unconsciously, 
by controlling, ordering, and/or combining the elements of art.  

 

The basic principles of design are: 
 
⁃ Balance 
⁃ Emphasis 
⁃ Movement 

⁃ Pattern 
⁃ Proportion 
⁃ Rhythm 

⁃ Unity 
⁃ Variety

 
 

Visual Thinking  Strategies 
 

Visual Thinking Strategies (VTS) is an inquiry-based form of teaching, which 
uses art to teach thinking, communication skills, and visual literacy. 
Discussions are initiated by questions, phrased to provoke many thoughtful 
responses to what is being examined.  
 
Use three open-ended questions: 
 

⁃ What’s going on in this picture/object? 
⁃ What do you see that makes you say that?  
⁃ What more can we find?  
  

Nothing encourages participation more than being heard and respected. 
Individual growth results from participation.  
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Facilitation techniques: 
 

· Paraphrase comments neutrally. 
· Point at the area being discussed. 
· Link and frame participants’ comments.  

 
 
 
 

Interpreting History 
 
The role of the interpreter:  
 
The primary aim is the construction of meanings and the revelation of relationships 
in the visitor's mind rather than the mastering of isolated facts and figures. It's the 
meaning of facts, and not necessarily the facts themselves that are important.  
 
The interpreter's role is one of facilitating or stimulating visitors to make these 
connections for themselves.  
 
Connection making is the single most important outcome of interpretation, as well 
as linking those meanings to the mission of the organization.  
 
Thoughts, meaning and connection - are the most important part of interpretation. 
 
Facts are important but they are a means to an end and not the end itself. 
 
The bigger goal is to communicate a message that answers the question: So what? 
or What's the big deal? 
 
One of the biggest difficulties of the interpreter is realizing that their job is not to 
"teach," the audience the same way they learn in school.  It is rather a mission 
based approach to communication aimed at provoking meaning and the forging of 
personal connections with things, places, and concepts.  
 
The classroom is a setting where one is required to pay attention; the museum is 
one where they are not. The trick is in how to engage the visitor to want to explore 
the meaning and connection of the exhibits.  
 
Interpretation: 
 
⁃ Has a theme 
⁃ Is organized 
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⁃ Is relevant 
⁃ Is enjoyable 
 
It attracts and holds an audience's attention long enough to make a point, and 
makes the point in a compelling way. To be successful is to master both of these 
skills.  
 
 
 
 


