
Docent Open and Close Instructions 
 

OPEN 
1. When you approach the first back door, enter the 4 digit code and turn latch to the left. 
2. When you approach the second door in the back hall, enter the same 4 digit code, and 

turn the latch to the left. 
3. Upon opening the door and entering the museum, you will hear the alarm beeping 

sound. Go to the alarm system panel directly inside the door to the basement and enter 
the 4 digit code on the keypad. The system will then say “Disarmed.” 

4. Turn all lights on in the museum. 
5. Unlock front door and place out chalkboard sign. 

 

CLOSE 
1. Bring in chalkboard sign and lock front door. 
2. Turn off all the lights in the museum 
3. Check to be sure the front door is locked. 
4. In the winter, keep the inside front door slightly ajar so the pipes don’t freeze 
5. Set the 3 thermostats to 65o heat in cold months, 72o cool in hot months 
6. Make sure both the back doors are closed before you start the alarm process. It will not 

engage if the back doors are open, and will alert you which door is open. Go and close 
the door and start the process over. 

7. SET ALARM 
a. Press the button labeled 1, it will say “System OK” 
b. Press the button labeled 2, it will say “Doors and windows on” 
c. Press the button labeled 3, it will say “Doors and windows on, motions on” 
d. The alarm will begin beeping, indicating that it has been set successfully and that 

you have about one minute to exit the museum into the back hall. 
8. Shut the inside back door, press the small button at the top of the keypad and turn the 

latch to the right. 
9. Shut the outside back door, press the same small button at the top of the keypad and 

turn the latch to the right. 
10. Wait a moment after turning each latch and listen for the click of the lock engaging, if it 

doesn’t, try again. 
 
IF THERE IS A PROBLEM don’t panic!  
At any point after setting the alarm, you can return to the panel, press the 4 digit code, press 
disarm. WAIT ONE MINUTE then start again. 
 
Listen for the phone- the alarm company may call.  
Otherwise, or with any questions or concerns, please CALL STAFF in this order until you get a hold of someone: 

1. Samantha at (262) 208-6085 
2. Annie at (920) 379-2150 
3. Jen at (414) 305-3215 


