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Location and Contact 
Information 

 

Physical Address: 
2111 W. Park Ave. 
Orange TX 77630 

 
Mailing Address: 
P.O. Box 1044 
Orange TX 77631 

 
Executive Director 
Angie Mason 
Direct line: 409-221-6675 

 
Associate Director 
Katie Krantz 
Direct line: 409-221-6690 
Education Office- 409-670-0803 
kkrantz@shangrilagardens.org 
 
Director of Horticulture 
Jennifer Buckner 
Direct line: 409-221-6676 
jbuckner@shangrilagardens.org 

 
Guest Relations and Events Coordinator 
Marlene Cox 
409-670-9113 
mcox@shangrilagardens.org 
 
Volunteer Coordinator 
Amara Townsend 
Volunteer Office- 409-670-0234 
atownsend@shangrilagardens.org 
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Welcome 
We are deeply appreciative that you have made the choice to share your time and talents as a 
volunteer with Shangri La Botanical Gardens and Nature Center. Volunteerism is at the core of 
the success and growth of Shangri La Gardens. With your commitment and support, each year 
thousands of guests gain a greater understanding and appreciation of the enormous gift left by 
Nelda C. and H.J. Lutcher Stark for all to enjoy. Moreover, we get the opportunity to share 
together in bringing another generation closer to an understanding of the awe-inspiring power 
and beauty of nature. 

 
At every intersection in our journey to develop programs that benefit the public, we depend upon 
you, our volunteers to support and sustain us. You play an integral role in visitor relations, 
environmental education programs, events, group tours and orientation for our visitors by 
contributing your time and talents. 

 
What makes Shangri La Gardens a very special place is not simply the gardens or nature center; 
it is the spirit of sharing and passion that you, our volunteers, bring forth every day. People who 
visit Shangri La Gardens sense this spirit and take away a feeling that is derived from people 
helping people. The smiles and friendly responses that visitors receive are a reflection of the 
attitudes of the volunteers who share of themselves, while sharing the wonder of Shangri La 
Gardens with others. The magic of Shangri La Gardens is not in the historic mysticism - it is the 
magic that occurs when its volunteers inspire a sense of wonder in our visitors. We appreciate 
the commitment you have made by becoming part of our volunteer team. We hope you will find 
your volunteer experience to be interesting as well as rewarding. Your involvement is vital to 
maintaining and enhancing the link between Shangri La Gardens and the community. 

 
This Volunteer Handbook provides a general overview of Shangri La Gardens, its mission, 
history, guidelines, policies and opportunities, and should serve as a valuable resource in 
connection with your volunteer service. Please take a moment to familiarize yourself with this 
Handbook. 

 
At Shangri La Gardens we will strive to make your volunteer experience one that provides you 
with the opportunity to Mentor Children of All Ages to Be Kind to Their World. If there is 
anything that we can do to make your experience at Shangri La Gardens more rewarding, please 
let us know. 

 
Thanks again for your decision to share your talents with us. 

Sincerely, 

Katie Krantz 
Associate Director 
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Our Mission 
 

In support of the mission of the Nelda C. 
and H.J. Lutcher Stark Foundation, 
Shangri La Botanical Gardens and 

Nature Center, a serene garden set within 
diverse wildlife habitats, provides 

excellence in environmental education, 
horticulture, environmentally responsible 
practices, and conservation. Shangri La 
strives to ignite curiosity, instill a sense 

of wonder, nurture creativity, and expand 
knowledge to encourage people of all 

ages to connect with the natural world. 
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Past 

History 
 

The history of Shangri La began with H.J. Lutcher Stark, a prominent philanthropist in Orange, 
Texas. Inspired by the mystical retreat represented in the book Lost Horizon, Stark sought to 
create his own haven of indescribable beauty where time would stand still. His vision became a 
reality in 1937 when he began creating Shangri La Botanical Gardens within significant acreage 
owned by him along Adams Bayou in his hometown of Orange, Texas. 

 
Nine years of planning and construction followed, with Stark overseeing every detail. The 
gardens included a cypress/tupelo swamp and breathtaking azaleas, Stark's personal favorite. 
There was also no shortage of wildlife, with swans, ducks, egrets, otters, rabbits, and more. 

 
In 1946, H.J. Lutcher Stark opened his private oasis to the public. Word of its beauty spread 
throughout the country, and by 1950 thousands of visitors were traveling to Orange to experience 
Shangri-La’s wonder. The secluded utopia quickly became a popular destination for locals and 
tourists alike. 

 
But in 1958, disaster found its way into Lutcher Stark's perfect world. A major snowstorm 
invaded Southeast Texas and gripped its icy fingers around Shangri-La. The majority of the 
plants, among them Stark's beloved azaleas, were destroyed in the freeze. With a heavy heart, 
Lutcher Stark closed Shangri-La to the public, and it remained that way for nearly 50 years. 

 
Present 
After decades of solitude, the Shangri-La of the 1950s began to experience a revitalization with 
the support of the Nelda C. and H.J. Lutcher Stark Foundation, a private foundation that was 
established by Lutcher Stark and his wife, Nelda, in 1961. The board of directors of the Stark 
Foundation recognized the unique ecosystem and rich educational opportunities of Shangri La 
and, in 2002, launched a plan to restore it to its original grandeur. Construction began in 2005 
and, with its diverse flora and fauna, the new Shangri La – now known as Shangri La Botanical 
Gardens and Nature Center – opened to the public on March 11, 2008 as a world-class facility 
that is even more impressive than Lutcher Stark’s original vision. 

 
Nestled within 252 acres in the heart of Orange, Texas, Shangri La is an ecological wonderland 
and living museum for visitors of all ages to explore. The Orientation Center acquaints visitors 
with the rich history of Shangri La, from H.J. Lutcher Stark's original vision to today’s Botanical 
Gardens and Nature Center. This area includes a Classroom Greenhouse, an interactive 
Children's Garden, a Water Demonstration Garden that showcases how plants filter polluted 
water, and a snack style concessions area. 
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In 2017, Shangri La Gardens sustained major damage following Hurricane Harvey. Flooding 
resulted in 24 inches or more of water throughout the entire garden, for a period of 3 to 4 days. 
This flood event resulted in the complete gutting, redesign, and rebuilding of all Shangri La 
Garden buildings. We are currently involved in the design process of a re-envisioned Exhibit 
Hall that will showcase the various aspects of the ‘modern day’ gardens. This visitor experience 
is under construction until 2024. The Discovery Theater offers even more learning opportunities, 
providing a brief overview of the history and the creation of modern-day Shangri La Gardens. 

The resources of the Orientation Center provide a deeper understanding of Shangri La Gardens, 
and it is an area where visitors can begin to relax, meditate, and leave the problems of the world 
behind them. 

 
A prominent feature of Shangri La is its Botanical Gardens. Utilizing artistic concepts, the 
Botanical Gardens feature several hundred plant species and cultivars in attractively themed 
display landscapes that inspire and amaze. The gardens include five artistic rooms and four 
Sculpture Gardens. A color garden around the reflection pool known as the Pond of the Blue 
Moon pays tribute to the original Shangri-La, featuring ‘Southern Charm’ azalea. A variety 
believed to have been similar to that grown by H.J. Lutcher Stark. 

 
Along with the amazing Botanical Gardens, Shangri La Gardens also includes a world-class 
Nature Center. Visitors first experience the Nature Center when they explore the Nature 
Discovery Center, a hands-on exhibit dedicated to Shangri La Gardens’ flora, fauna, and 
ecosystems. A nearby laboratory allows for school students to further investigate Shangri La 
Gardens’ unique habitats, and the animals and plants that call them home. After a stroll along a 
boardwalk, visitors can travel to one of the two Outposts and enter the world of cypress swamps. 
At these Outposts, visitors learn about the importance of wetlands, upland forests, and grasslands 
to both man and wildlife. 

 
Since opening in March 2008, Shangri La Gardens has demonstrated a commitment to 
responsible environmental practices while seeking to become a premier botanical garden and 
nature center. With its goal of Platinum certification in LEED®-NC achieved, Shangri La 
Gardens continues to practice what its staff preaches and to teach what its staff practices to its 
audiences. 

 
Children of all ages are encouraged to visit Shangri La Botanical Gardens and Nature Center to 
explore a living paradise, observe how art serves nature and nature serves art, and experience an 
eternal sense of wonder. 
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Statement of Education 
Philosophy and Goals 

 
We strive to offer a safe environment where students can develop a relationship with nature. We 
hope to change students’ attitudes toward nature and the environment, and to provide tools for 
our students to change their behaviors to be more environmentally responsible. 

 
Whether we teach schoolchildren, teachers, families, or adults, we try to incorporate the 
following pedagogical principles into our programs: 

 
• Hands-on 
• Experiential 
• Total immersion 
• Small groups (no more than 12:1 ratio of students to teacher) 
• Combined structured and unstructured exploration 
• Shangri La educators strive to be facilitators not lecturers 
• Learning should be fun 
• We try to do what classroom teachers cannot easily do…outside, kinesthetic 

 
In an effort to create well-rounded programs, we use a three-tiered approach when we design our 
lessons. In each lesson, we aspire to integrate the following concepts: 

• Natural History (naming the local flora and fauna) 
• Ecology (showing relationships between flora and fauna, including how humans fit in) 
• Sustainability (what changes should we consider so that humans have a positive impact 

on ecosystems instead of negative impacts) 
 

Curriculum based programs are designed using the Texas Essentials Knowledge and Skills 
Standards, The Texas Natural Resource/Environmental Literacy Plan, and the North American 
Association for Environmental Education’s Guidelines for Excellence. 
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Leadership in Energy and 
Environmental Design 

Shangri La Receives Platinum Certification 
Shangri La Botanical Gardens and Nature Center is the first project in Texas 
and the 50th project in the world to earn the U.S. Green Building Council’s 
Platinum Certification for Leadership in Energy and Environmental Design 
in New Construction (LEED-NC), which verifies that the design and 
construction of Shangri La reached the highest green building and 
performance measures. 

 
Following submission of a comprehensive application and an in-depth review process by the 
U.S. Green Building Council, Shangri La received its certification on February 8, 2008. 

 
Shangri La’s grounds and structures utilize many green design strategies. The overall 
architecture of the buildings and the efficiency of equipment and lighting reduce energy cost by 
70%. The proper orientation of the buildings for passive solar heating and cooling, optimized 
overhangs, and window placement all contribute to the energy savings. Waterless urinals, low 
flow toilets, and low flow sinks will allow the facility to save approximately 58,700 gallons of 
water throughout the year – a reduction of more than 75% over standard fixtures. 

 
The majority of the structures in the Orientation Center were formed from reclaimed brick 
material salvaged from an Arkansas warehouse built circa 1910. Sinker cypress salvaged from 
rivers in Louisiana was used for siding, slat walls, fencing doors, and gates. The parking lot base 
on the grounds of Shangri La Gardens was made from reclaimed asphalt salvaged from the 
repaving of Green Avenue in Orange, Texas. The boardwalks that traverse the cypress/tupelo 
swamp are created from ChoiceDek®, an environmentally-sound decking product comprised of 
recycled plastic and wood. The total amount of recycled plastic used in the ChoiceDek® 
boardwalks throughout Shangri La would equal 1.1 million milk jugs or 3.6 million plastic bags. 
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Nelda C. and H.J. Lutcher 
Stark Foundation 

The Foundation 
The Nelda C. and H.J. Lutcher Stark Foundation was established as a non-profit corporation in 
1961 by H.J. Lutcher Stark and his wife, Nelda C. Stark, to be operated exclusively for charitable 
and educational purposes. Through its directors and officers, the Stark Foundation carries on the 
philanthropic legacy of Nelda and Lutcher Stark. 

 
The mission of the Stark Foundation is to improve the quality of life in Southeast Texas by 
encouraging, promoting and assisting education, the arts, and health and human services. The 
Foundation carries out this mandate, in part, through the programs of the Stark Cultural Venues 
which include the Stark Museum of Art, The W.H. Stark House, the Frances Ann Lutcher 
Theater for the Performing Arts, and Shangri La Botanical Gardens and Nature Center. These 
venues afford the Southeast Texas community and region a rich resource for study and 
enjoyment of the arts, history and nature. 

 
The Foundation also seeks to encourage and assist education through grants and through the 
scholarship program of the Miriam Lutcher Stark Reading and Declamation Contest. 

 
Other Programs of the Stark Foundation 
In addition to Shangri La Botanical Gardens and Nature Center, the Stark Foundation operates 
the following other programs: 

 
Stark Museum of Art 

The Stark Museum of Art houses one of the nation’s most significant collections of American 
Western Art. The collection focuses on the stunning land, the dramatic people and the diverse 
wildlife of the American West. Paintings, sculpture and prints interpret the West from nineteenth 
century frontier artists to the twentieth century artistic colonies in New Mexico. Artists include 
John James Audubon, Frederic Remington, Charles Marion Russell, and Georgia O’Keeffe. 

 
The Museum also features a significant collection of American Indian objects, including baskets, 
pottery, clothing and weavings. Other permanent collections in the Museum include the complete 
porcelain American Bird Series by Dorothy Doughty and the only complete series of The United 
States in Crystal, a collection of crystal urns produced by Steuben Glass to depict the 50 states 
and the Union. For more information, visit www.starkmuseum.org or call 409-886-2787 
(ARTS). 

http://www.starkmuseum.org/
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The W.H. Stark House 

The W.H. Stark House is a Victorian landmark in Orange, Texas, which has been restored to its 
original splendor. The 14,000 square-foot home was completed in 1894 in Orange, Texas by 
William Henry Stark and his wife, Miriam M. Lutcher Stark, prominent philanthropists who 
occupied the home until 1936. Designed in the Queen Anne architectural style, the house 
features a distinctive turret, stained glass windows, and ornate woodwork in cypress and long 
leaf yellow pine. 

 
Today, the three-story structure stands much as it did at the turn of the 20th century, with fifteen 
rooms of original family furnishings, personal effects and decorative arts, including antique rugs, 
original textiles, silver, cut glass and antique porcelain. Also featured are the W.H. Stark 
family’s impressive collections of American Brilliant Period cut glass, pressed and pattern glass, 
milk glass, porcelains, and other 18th and 19th century decorative accessories. The interior of 
both The W.H. Stark House and its adjacent Carriage House depicts the home life of the W.H. 
Starks in the early 1900s and provides an extraordinary statement of Texas’ social history. 

 
The W.H. Stark House is listed in the National Register of Historic Places and designated as a 
Record Texas Historic Landmark by the Texas Historical Commission. For more information, 
visit www.whstarkhouse.org or call 409-883-0871. 

http://www.whstarkhouse.org/
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Frances Ann Lutcher Theater for the Performing Arts 

Lutcher Theater is a 1460-seat performing arts facility owned by the Nelda C. and H.J. Lutcher 
Stark Foundation and operated by Lutcher Theater, Inc. It is the largest Performing Arts Series 
from Houston, Texas, to New Orleans, Louisiana with annual attendance at approximately 
30,000 adults and children. 

 
Since its Gala Opening Performance with Liberace in February of 1980, the Lutcher Theater has 
hosted only the best in world-class entertainment. National touring productions like Riverdance, 
CATS, Miss Saigon, Hairspray, The Wizard of Oz, Blue Man Group and performing stars 
including Willie Nelson, BB King, Lyle Lovett, The Oak Ridge Boys, Clint Black and Trisha 
Yearwood have all performed at the Lutcher Theater. 

 
Lutcher Incredible Kids Events, is one of the largest Performing Arts Series of touring 
companies for children in the region. Renowned international and national children’s theater 
companies are presented each year. The performances meet Texas and Louisiana State learning 
criteria, making them ideal field trips for classes. 

 
The Lutcher Theater offers individual tickets as well as season ticket packages. For more 
information, visit www.lutcher.org or call 409-886-5535. 

 
The Lutcher Theater depends on a dedicated team of volunteers to assist throughout the year, 
through the Lutcher Theater Service Guild. For more information on volunteering, contact 409-
886-5535. 

http://www.lutcher.org/


Volunteer Handbook Page 13  

Your Role 
Purpose of the Volunteer Program 

 To support the mission of the Stark Foundation by improving the quality of life for 
residents of Southeast Texas as well as the mission of Shangri La to mentor children of 
all ages to be kind to their world. 

 To serve as a supplementary resource to Shangri La Gardens staff in order to provide a 
world-class experience for all visitors. 

 

Your Rights 
Volunteer Rights and Responsibilities 

Volunteers are a valuable resource of Shangri La Gardens, its staff and constituents. Volunteers 
are extended the right to be given meaningful duties, the right to be treated fairly, the right to 
effective supervision, the right to involvement and participation, and the right to recognition for 
service provided during the period of a volunteer’s service with the organization. 

 
In return, volunteers shall agree to actively perform their duties to the best of their abilities and to 
remain loyal to the mission, goals and procedures of Shangri La Gardens and the Stark 
Foundation. 

 
Volunteer Involvement 

Volunteers may be utilized in any programs and activities of Shangri La Gardens and may serve 
at varying levels of skill and decision making. Volunteers should not, however, be utilized to 
displace any paid employee from his or her position. 

 
Volunteer Service 

Shangri La Gardens recognizes your right, as a volunteer, to discontinue your service at any time 
and for any reason. Shangri La Gardens also reserves the right to discontinue the volunteer 
service relationship at any time in its sole discretion. 

 
Volunteers shall not receive, nor should expect to receive, any form of payment, including but 
not limited to cash (wages), food, clothing, shelter or other kinds of payment, for volunteer 
talents and services contributed to Shangri La Gardens or to the Stark Foundation. Volunteers 
are not eligible for reimbursement of any out-of-pocket expenses incurred while engaging in 
volunteer service for the Stark Foundation and/or Shangri La Gardens. 
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Your Benefits 
Volunteers play an essential role in the mission of Shangri La Gardens and the Stark Foundation. 
They contribute to the education and conservation programs that enable Shangri La Gardens to 
further its mission and dedication to environmental education. 

 
Many benefits of volunteering at Shangri La Gardens are intangible: gaining knowledge about 
our environment, learning new skills, meeting people with similar interests and contributing to 
the greater community. 

 
Shangri La Gardens volunteers will receive many incentives and opportunities, including: 

 
 Invitations to exclusive events 

 1 Shangri La Gardens Uniform Vest 

 Yearly awards and ongoing recognition 

o Hourly Benchmark awards for 100, 250,500, 1000, 2000, 3000, and 4000 hours of 
service 

o Volunteer of the Month 
 Educational program opportunities 
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Public Relations 
Basic Guidelines for interacting with Visitors 

In order to help Shangri La Gardens provide a world-class experience to our visitors and to 
promote the mission of Mentoring Children of All Ages to Be Kind to Their World, volunteers 
should practice the following guidelines: 

 
 Volunteers should encourage volunteerism whenever possible. Volunteers are our best 

means of new volunteer recruitment. 
 Volunteers should Be Polite – to everyone! Volunteers set the tone for a positive (or 

negative) experience at Shangri La Gardens. 
 Volunteers should keep apprised of Shangri La Gardens’ rules and regulations as well as 

information on current events -- see the complete list of rules on page 34 of this 
Handbook. This allows a volunteer to graciously and intelligently converse with visitors. 

 A smile and simple greeting can make a visitor feel genuinely welcome. Shangri La 
Gardens and its programs create one image, but it is the volunteer who has the 
opportunity to add the personal touch to ensure a pleasant visit. 

 If asked a specific question by a visitor or peer, a volunteer should make every effort to 
be as informative as possible and, if a volunteer does not know the answer to a question, 
all efforts should be made to find the answer. Saying, “I don’t know, but I can find out,” 
is always an appropriate answer. Volunteers can always ask any staff member to assist in 
figuring out the answer. If a staff member isn’t available to assist, take down the guest’s 
question and contact information, and a staff member will reach to them with the answer 
to their question. 

 All areas of Shangri La Gardens should be kept clean and neat by employees assigned to 
the area; however, volunteers should stop and pick up any trash they see. We are all 
working together to keep Shangri La Gardens clean and beautiful, and we encourage 
volunteers to take pride in it and their work. 
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Policies and Procedures 
Initial Requirements 

 Volunteer Application Form; 
 Signed authorization to request a background screening including a criminal background 

investigation 
 Signed Child Protection Policy; 
 Signed Liability Waiver and Indemnity Agreement; 
 Complete new volunteer orientation 
 Copyright Assignment; and 
 Signed Acknowledgment of Volunteer Handbook 

 
Service Requirement 

To be classified as active, volunteers should volunteer a MINIMUM of twenty (20) hours of 
service over a 12-month period that begins when a volunteer’s initial requirements (outlined 
above) have been completed. Volunteers are responsible for reporting their service hours on a 
daily basis. These hours are reviewed by the Volunteer Coordinator. 

 
Record Management 

The Volunteer Coordinator maintains records on each volunteer. Records include dates of 
volunteer service, positions held, duties performed, training attended, and awards and 
recognitions received. Volunteer records, including application, and background checks are 
confidential and are kept in the office of the Human Resources Manager of the Stark Foundation. 
Volunteers are responsible for submitting and updating information contained in their files to the 
Volunteer Coordinator. 

 
Dress Code 

Volunteers are representatives of Shangri La Gardens and are responsible for presenting a 
positive image to visitors through dress, grooming and personal hygiene. These elements affect 
the public’s impression of Shangri La Gardens as well as the environment in which the volunteer 
functions. Volunteers must dress appropriately for the conditions and performance of their 
duties, including but not limited to: safe, comfortable shoes (i.e., flat, closed-toe/closed-heel); 
hats; cool/warm clothing. Volunteers must ALWAYS wear their Foundation-issued 
identification badge when on-duty (whether on or offsite, but only when on duty) and should 
wear their issued uniform vest, or an approved Shangri La Gardens t-shirt. 
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Attendance and Time 

Volunteer attendance is crucial to the daily operations of Shangri La Gardens and to the success 
of its programs. Volunteers are expected to be dependable and punctual. Volunteers are 
required to notify the Volunteer Coordinator in advance if they are unable to be present on their 
scheduled day. It is preferable that the volunteer give absentee notification at least 24 hours in 
advance to allow adequate time for a replacement to be found. If a volunteer plans to be absent 
for an extended period of time, that volunteer should inform the Volunteer Coordinator. 

 
Unless a volunteer is working offsite, all volunteers must sign in/out when reporting to work and 
when finishing their shift, using the Volgistics sign-in station. Volunteers working in the 
Production Greenhouse will log hours with the Greenhouse Manager, who will report them to the 
Volunteer Coordinator. If a volunteer fails to sign in or out, it is up to the volunteer to report this 
to the Volunteer Coordinator, immediately, so hours may be adjusted. Failure to do so will result 
in unlogged hours. 

 
When working offsite, volunteers should sign in/out when reporting to work and when finishing 
their shift, using a supplied Sign-in Sheet or by written communication with the Volunteer 
Coordinator. Time not accounted for is the responsibility of the volunteer. 

 
Parking 

Volunteers should park in any available unmarked spot in the inner parking lot. On event days, 
volunteers should park in the Shangri La Gardens Visitor Parking Lot located across West Park 
Ave. from the entrance to Shangri La Gardens, if they are physically able. Handicapped parking 
spots are available to volunteers who have a handicapped parking permit issued by the 
appropriate governmental or regulatory agency as a result of a medical need. Volunteers who are 
named as Volunteer of the Month are awarded a designated parking space in the inner parking lot 
within Shangri La Gardens for one month. 
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Training 

Volunteers receive training as part of their volunteer service with Shangri La Gardens. All 
volunteers must complete the new volunteer orientation, as well as on-the-job or specific 
program training, and may be asked to participate in continuing education classes, dependent on 
volunteer position. 

 
Volunteer Orientation- Each volunteer must participate in a scheduled orientation before any 
assignment may be made to any volunteer opportunities. 

 
On-the-Job Training or ‘Shadowing’ is required for many opportunities. New volunteers will be 
assigned to an experienced, senior volunteer to observe and learn the functions of a particular 
opportunity. Upon completion of this training, the senior volunteer will notify the Volunteer 
Coordinator that the new volunteer is trained, capable, and ready to be assigned to that particular 
opportunity. 

 
Specific Program Training is provided by the supervisor or trainer for a particular opportunity. 
The training details the skills and knowledge necessary to perform their volunteer assignment. 
For some opportunities, Specific Program Training must be completed before a volunteer may be 
assigned to that opportunity. 

 
Use of Property 

Any equipment, machines, or tools that appear to be damaged, defective, or in need of repair 
should be reported to the Volunteer Coordinator. Prompt reporting of damages, defects, and the 
need for repairs could prevent deterioration of equipment and possible injury to others. An 
individual staff supervisor can answer any questions about the volunteer’s responsibility for 
maintenance and care of equipment or tools used during a volunteer assignment. Shangri La 
Gardens/Stark Foundation owned or leased equipment is to be used for Shangri La 
Gardens/Stark Foundation’s business purposes only and may not be borrowed or otherwise used 
for personal use. 

 
Telephones are for business purposes. When permitted, personal phone calls should be kept to a 
minimum and should not interfere with volunteer service. In addition, long distance charges 
resulting from a volunteer’s personal use of a Shangri La Gardens/Stark Foundation telephone 
must be reimbursed to Shangri La Gardens/Stark Foundation. 

 
The use of Shangri La Gardens/Stark Foundation paid postage for personal correspondence is 
prohibited by Federal law. At times, Shangri La Gardens/Stark Foundation provides computers, 
email, and Internet access to assist some volunteers in performing their duties. Computers, email 
and Internet access should only be used for business related purposes. Volunteers are responsible 
for Shangri La Gardens/Stark Foundation property including all equipment, tools, materials, 
files, keys, badges, uniforms, passwords or any other written or electronic information issued to a 
volunteer or in a volunteer’s possession or control. All Shangri La Gardens/Stark Foundation 
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property must be returned on or before a volunteer’s last day. The Stark Foundation may take all 
actions that it deems necessary or appropriate to recover or protect its property. 

 
Conduct 

Shangri La Gardens and the Stark Foundation require a level of professionalism and basic 
standard of conduct for all volunteers to follow in conjunction with interaction with employees, 
visitors and other volunteers while acting in a volunteer capacity. Volunteers must be polite and 
demonstrate respect and consideration to visitors, employees and other volunteers and must do so 
with words and tone that reflect a desire to provide service. 

 
The following are only some examples of inappropriate conduct that could lead to 
discontinuation of the volunteer service relationship: 

 
 Theft, inappropriate removal or unauthorized possession of either Shangri La 

Gardens/Stark Foundation property or property of any Stark Foundation or 
Shangri La Gardens volunteer, employee, representative, agent or visitor, 
including the failure to cooperate fully in any investigation. 

 Altering Shangri La Gardens/Stark Foundation reports or records. 
 Volunteering under the influence of alcohol or illegal drugs and/or illegal or 

unauthorized possession, distribution, sale, transfer, or use of alcohol or illegal 
drugs (see below). 

 Lack of cooperation or other disrespectful conduct. 
 Violation of Shangri La Gardens/Stark Foundation rules and regulations, or any 

federal, state, or local safety and health rules. 
 Acts or omissions on Shangri La Gardens premises, at Shangri La Gardens- 

sponsored activities or in areas that could jeopardize the safety of others. 
 Inappropriate use of telephones, computer equipment or systems, internet, mail 

system, e-mail system, facsimile machines, or other Shangri La Gardens/Stark 
Foundation data, equipment or connections. 

 Unauthorized disclosure of Shangri La Gardens/Stark Foundation proprietary or 
confidential information. 

 Unsatisfactory performance or conduct. 
 Engaging in any conduct or language that is harassing, abusive, profane, crude, 

sexual, racial or otherwise offensive in nature. Shangri La Gardens/Stark 
Foundation encourages volunteers to bring any incidents of harassment to the 
immediate attention of the Volunteer Coordinator, the Shangri La Gardens 
Executive Director, or the Stark Foundation’s Human Resources Manager. (At no 
time, however, should a volunteer feel compelled to report any incident or 
offensive conduct to any of the foregoing individuals if that individual is the 
offending party; the volunteer should instead report any offensive conduct to any 
other individual in one of the positions listed.) 
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Smoking: Shangri La Gardens maintains a tobacco-free environment. The use of tobacco 
products by any individuals, including volunteers, is strictly prohibited on the entirety of Shangri 
La Gardens grounds, including exterior grounds. 

 
Alcohol and Drugs: While on Shangri La Gardens premises and while conducting Shangri La 
Gardens-related activities off Shangri La Gardens premises, a volunteer may not use, possess, 
distribute, sell or be under the influence of alcohol or illegal drugs. If Shangri La Gardens 
sponsors an event where alcohol is served, volunteers who consume alcohol are expected to act 
in a responsible manner. The legal use of prescribed drugs is permitted during volunteer service 
only if it does not impair a volunteer’s ability to perform the essential functions of the volunteer 
position effectively and in a safe manner that does not endanger other individuals in the 
workplace. Volunteers must advise the Volunteer Coordinator if they are taking any prescription 
or over-the-counter drug which could adversely affect safety or performance. 

 
Harassment: Shangri La Gardens/Stark Foundation is committed to providing volunteers with 
an environment that is free from discrimination and unlawful harassment. Actions, words, jokes, 
or comments based on an individual’s sex, race, ethnicity, age, religion, or any other legally 
protected characteristic will not be tolerated. Volunteers who believe they have been subject to 
harassment are urged to immediately report it to the immediate attention of the Volunteer 
Coordinator, the Shangri La Gardens Director, to the Human Resources Manager of the Stark 
Foundation, or to the Stark Foundation’s Office of General Counsel. 

 
Emergency Closings 

Shangri La Gardens and the Stark Foundation strive to ensure the safety of all volunteers. If 
Shangri La Gardens should close, the Volunteer Coordinator or Manager on Duty will notify 
volunteers scheduled to perform service of the closing. If there is ever a question, please phone 
the Gardens and ask. 
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Safety and Security 

Shangri La Gardens and the Stark Foundation desire to provide a safe and healthful environment 
for all volunteers. Volunteers must take all necessary steps to work in a safe and careful manner. 
A volunteer should not work in unsafe conditions, and any volunteer who perceives an unsafe 
condition should immediately report that condition to the Volunteer Coordinator or 
Director/Manager on Duty. If possible, the volunteer should take prompt steps to prevent or 
minimize potential harm to himself, others or property. All incidents (medical and non-medical) 
involving Shangri La Gardens/Stark Foundation property must be reported in accordance with 
the incident reporting procedures provided below. 

 
Volunteers are responsible for using the following common-sense guidelines to help ensure a 
safe environment. 

 
 Be aware of any unknown person who comes into a restricted area where you may 

be who is not wearing the appropriate identification badge, or is not accompanied 
by a Shangri La Gardens staff member. 

 Never leave your purse, wallet or other valuable items out in the open. Keep 
these items out of sight. Keep your wallet or purse with you at all times or keep 
them in a secure drawer or cabinet. Avoid carrying large sums of money. 

 
Desks, lockers and other storage devices may be provided for a volunteer’s convenience but such 
equipment remains the sole property of Shangri La Gardens/Stark Foundation. Accordingly, 
they, as well as any articles found on, about or within them, may be inspected by any agent or 
representative of Shangri La Gardens/Stark Foundation at any time, either with or without prior 
notice. 

 
Neither Shangri La Gardens nor the Stark Foundation is responsible for lost or stolen personal 
property, nor will Shangri La Gardens/Stark Foundation reimburse a volunteer for any personal 
property that may disappear from a volunteer site. It is preferable that volunteers leave valuable 
items at home. 
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Medical and Non-Medical Incident, Injury and Emergency Procedure 

These procedures are to assist you in responding to an incident that occurs on the premises of 
Shangri La Gardens Botanical Gardens and Nature Center. While broad in scope, these 
procedures will not cover every situation. You need to observe, think, reason, and make 
appropriate decisions using good judgment based on each situation. 

 
Medical Incident, Injury or Emergency: 

1. Remain Calm. 

2. Assess the situation. Beware of an unsafe situation – do not enter or permit other people to 
enter an unsafe area, and remove yourself and/or others from an unsafe area if the potential 
harm that could occur by remaining in the area is greater than the potential harm that could 
result by relocating. Do not move an injured person – especially if the injury involves a 
head or back injury – unless necessary to avoid further harm 

 
There are medical conditions that are time sensitive – waiting too long could have serious 
consequences, even death. Such time-sensitive conditions include the following, which is 
certainly not an exhaustive list: 

 
• Anaphylaxis (severe allergic reaction) 
• Chest pain 
• Coma (unresponsive victim) 
• Confusion 
• Dizziness 
• Heart attack 
• Heat stroke or cramps 
• Shortness of breath 

• Slurred speech 
• Stroke 
• Uncontrolled bleeding 
• Vomiting blood 
• Weakness 
• Serious burns 
• Broken bones visible through an open wound 
• Sudden fainting 

 
 

Ask these questions: Is there a threat to life? Does the person require immediate medical 
attention? Chest pains, seizure, unconsciousness, or difficulty breathing are indicators of this 
type of emergency. 

 
If yes, do the following in the order listed: 

 
a. Call 911. Use any available technology to call 911 – cell phone, land line, or radio 

Base Security (Base S) 883-0030 and tell them to call 911. Know the location of the 
emergency (i.e., whether it is closer to service gate or main entrance gate) and the 
number from which you are calling. Answer all questions clearly and calmly, stay on 
the line and follow directions. 

b. Notify a Shangri La Gardens staff member 
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c. Stay with the person and provide first aid/CPR if you are trained. Remember that 
once you start rendering aid, you cannot stop until first responders arrive. NOTE: 
Make sure a large crowd is not permitted to gather around the person. Keep back 
onlookers and use staff, etc., to control the scene. 

d. Notify the Director or Manager on Duty (MOD) as soon as possible. 
 

A volunteer should never drive an injured party to the hospital, doctor’s office, home or 
any other location. If transportation is needed for transfer of the injured person off Shangri La 
Gardens premises (i.e., to emergency room, doctor, etc.), call 911, unless the injured party elects 
to make his/her own arrangements and is able to do so. 

 
If life does not appear to be threatened (scraped knee, cut finger, bee sting), do the following in 
the order listed: 

 
a. Notify the Shangri La Gardens Staff immediately. 
b. If the person requires first aid, and if you are trained, provide first aid. 
c. First Aid kits are located in the Administration Building, NDC Lab, Outpost Tour 

Boats, Café, Bird Blind, and at all Outposts 
 

Non-Medical Event, Incident or Emergency: 

If the situation involves a non-medical incident, remain calm and assess the situation. Beware of 
an unsafe situation – do not enter or permit other people to enter an unsafe area, and remove 
yourself and/or others from any unsafe area if the potential harm that could occur by remaining 
in the area is greater than the potential harm that could result by relocating. 

 
If the incident is criminal in nature and/or of an urgent nature requiring third-party responders: 

 
1.  Call 911. Use any available technology to call 911 – cell phone, land line, or 

radio Base S and tell them to call 911. Know the location of the emergency and 
the number from which you are calling. Answer all questions clearly and calmly, 
stay on the line and follow directions. 

2. Radio or call Base S (409-883-0030). It is important that Base S is notified so 
that the appropriate gate (i.e., entrance gate or service gate) may be opened for 
law enforcement responders. Gates may also be opened by the radios of third-
party responders. 

3. Notify the Manager on Duty (MOD) as soon as possible. 
 

If the incident is not criminal in nature: 
 

Notify the Director/Manager on Duty (MOD) as soon as possible. 
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Incident involving Volunteer 
 

If a volunteer is injured in the course of the volunteer’s service, the volunteer must immediately 
notify the Volunteer Coordinator or Director/Manager on Duty, regardless of how minor. 
Volunteers must also complete an incident report and submit the report to the Volunteer 
Coordinator. 

 
If injured while volunteering, volunteers may be covered by insurance to reimburse limited 
medical expenses, subject to applicable limitations and exclusions. Coverage is not extended to 
volunteers for liabilities they may have incurred as a result of their actions. The Stark 
Foundation retains the right to change this benefit at any time with or without notice and with or 
without cause, in its sole discretion. 

 
As part of the Volunteer Application Form, a volunteer must sign a release absolving Shangri La 
Gardens and the Stark Foundation of liability when a volunteer voluntarily and knowingly 
subjects himself to certain risks while performing volunteer service on behalf of Shangri La 
Gardens or the Stark Foundation. Therefore, notwithstanding anything to the contrary in the 
foregoing, the representations and agreements made by a volunteer in the Liability Waiver and 
Indemnity Agreement instrument that is completed by the volunteer as part of the volunteer 
application process are not negated or otherwise affected as a result of any benefit that may be 
available to a volunteer hereunder and, to the extent of any conflict between the provisions of 
this handbook and the Liability Waiver and Indemnity Agreement, the terms of the Liability 
Waiver and Indemnity Agreement will control. 

 
Conflict of Interest 

Shangri La Gardens and the Stark Foundation are judged, in part, by the individual and collective 
performance of its volunteers. A volunteer must recognize the importance of his/her duty to 
Shangri La Gardens to act in a manner that merits public trust and confidence. 

 
Each volunteer must act in all matters in a manner that will safeguard the reputation and integrity 
of Shangri La Gardens and the Stark Foundation and will preserve and strengthen public 
confidence in Shangri La Gardens’ activities and operations. Likewise, volunteers must refrain 
from engaging in any transaction in which personal interests conflict, potentially conflict or 
appear to conflict with those of Shangri La Gardens and the Stark Foundation. 

 
An actual or potential conflict of interest occurs when a volunteer is in a position to influence a 
decision that may result in a personal gain for the volunteer or for a relative (by blood or 
marriage) of the volunteer as a result of Shangri La Gardens’ or the Stark Foundation’s business 
dealings. Participation in any activity that constitutes a conflict of interest prohibited by this 
Policy can result in the termination of volunteer service. 
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Some conflict of interest situations are easily identifiable, whereas others are more subtle. Some 
of the more common situations pertaining to volunteers rise to the potential conflicts set out 
below. 

 
This list is illustrative only and should not be regarded as all-inclusive: 

 
Accepting Payment or Gifts: No volunteer shall accept payment of any kind (including gifts, 
tips, cash, discounts, concessions, services or other similar item or benefits) for services rendered 
as part of his or her volunteer service. This includes payment for speaking engagements or for 
participation in workshops or similar activities. If money or a gift is offered, the volunteer 
should express his/her appreciation and decline to accept it. 

 
Improper Influence: Any volunteer, or close relative of a volunteer, should not, when acting on 
his or her own behalf or when acting on behalf of another person, business or organization, 
attempt to influence Shangri La Gardens/Stark Foundation’s position on any issue, matter or 
transaction nor participate in any discussions pertaining to a related organization. 

 
Inside Information: Inside information should not be used either for the purposes of gaining 
advantage for one’s self, a close relative, or another organization or for any other purpose not 
specifically approved by Shangri La Gardens or the Stark Foundation. 

 
Competing with Shangri La Gardens/Stark Foundation: No volunteer shall prevent or hinder 
Shangri La Gardens/Stark Foundation from lawfully competing with others or divert business or 
personnel from Shangri La Gardens/Stark Foundation. 

 
Political Activities: Volunteers are encouraged to take an active interest and to participate in the 
political and governmental process. However, volunteers participating do so as individuals and 
not as representatives of Shangri La Gardens/Stark Foundation. To avoid any inference of 
support or sponsorship by Shangri La Gardens/Stark Foundation, a volunteer must never 
represent that his or her political donation, endorsement or other political activity was made or 
engaged in with the approval, or on behalf, of Shangri La Gardens/Stark Foundation. Likewise, 
volunteers must not engage in political activities during their volunteer service on behalf of 
Shangri La Gardens/Stark Foundation. 

 
The Making of Statements: No volunteer shall use Shangri La Gardens/Stark Foundation 
stationery or any title of Shangri La Gardens/Stark Foundation or refer to Shangri La 
Gardens/Stark Foundation or misidentify him or herself as an employee thereof in connection 
with any matter as to which he or she is not authorized as a representative of Shangri La 
Gardens/Stark Foundation and to express an opinion on its behalf, including but not limited to 
media articles and related publicity. Volunteers are not authorized or designated to speak on 
behalf of Shangri La Gardens/Stark Foundation in a representative capacity or otherwise provide 
a response to media inquiries. Requests for public presentations are subject to prior approval by 
the Shangri La Gardens Director or the Stark Foundation CEO or CFO. 
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Problem Resolution 

Shangri La Gardens and the Stark Foundation are committed to providing the best possible 
working conditions for its volunteers. Part of this commitment is encouraging an open and frank 
atmosphere in which any problem, complaint, suggestion, or question receives a timely response 
from supervisors and management. 

 
Shangri La Gardens and the Stark Foundation strive to ensure fair and honest treatment of all 
employees and volunteers. Supervisors, managers, employees and volunteers are expected to 
treat each other with mutual respect. Volunteers are encouraged to offer positive and 
constructive criticism. 

 
If a volunteer disagrees with established rules of conduct, policies, or practices, or if a volunteer 
takes issue with the handling or determination of any issue pertaining to Shangri La Gardens or 
the Stark Foundation, they must express their concern through the problem resolution procedure 
outlined below: 

 
FIRST STEP: The volunteer should present the problem or issue in writing to the Volunteer 
Coordinator within five days after the problem occurs. 

 
SECOND STEP: If the problem or issue remains unresolved following the volunteer’s 
completion of the First Step, the volunteer should present the problem or issue in writing to 
the Executive Director of Shangri La Gardens within five days thereafter. 

 
THIRD STEP: If the volunteer remains dissatisfied after completion of the Second Step, the 
volunteer should then present the problem or issue in writing to the CEO of the Stark 
Foundation or, alternatively, to the CFO of the Stark Foundation. 

 
If the problem or issue involves a person within the problem resolution structure outlined above, 
then the volunteer should skip the step involving that person and proceed to the following or 
next/alternate step. 

 
Not every problem can be resolved to everyone’s total satisfaction, but only through 
understanding and discussion of mutual problems can volunteers, employees and management 
develop confidence in each other. This confidence is important to the operation of an efficient 
and harmonious environment. Volunteers are encourage to disclose concerns and reveal 
problems that are known to them or that present a potential for additional problems for 
themselves or others. Further, if a volunteer has a problem that is creating stress or otherwise 
causing agitation, the volunteer is encouraged to discuss it with the Volunteer Coordinator or 
follow the steps of this problem resolution process. 
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Opportunities 
Description of Volunteer Opportunities 

 

Volunteer Teaching Assistant 

STAFF MANAGER: 
Katie Krantz, Associate Director 

 
JOB DESCRIPTION: 
Teach school groups grades pre-K through 8, miscellaneous duties as assigned. 

 
JOB OBJECTIVE: 
To provide students an opportunity to learn about local ecology. 

 
QUALIFICATIONS: 
Willingness to teach, creativity, ability to transport oneself 2 miles, some light lifting, flexibility, 
outgoing and upbeat, knowledge of local flora and fauna, complete training in each grade level in 
which teaching is desired. 

 
TRAINING REQUIREMENTS: 
1. Shangri La Garden Volunteer Orientation 
2. Specific lesson plan training for each grade level desired. 

 
PLACE OF WORK: Nature Discovery Classroom, Lab, Outposts, surrounding natural areas, 
Children’s Garden, Classroom Greenhouse. 

 
TIME COMMITMENT REQUIREMENTS: Tuesday – Friday during scheduled programs. 

 
DUTIES/RESPONSIBILITIES: 
1. Assist teachers and students; 
2. Know how to use all education science equipment; 
3. Provide an educational experience; 
4. Promote the Volunteer Program; and 
5. Promote the Mission of Shangri La Gardens & the Stark Foundation
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Heronry Blind Interpreters (Bird Blind) 

STAFF MANAGER: 
Amara Townsend, Volunteer Coordinator 

 
JOB DESCRIPTION: 
Engage visitors at Heronry Blind and provide information. 

 
JOB OBJECTIVE: 
Provide students and the general public an opportunity to learn about birds and local ecology. 

 
QUALIFICATIONS: 
Ability to work with people, friendly, courteous, knowledge of birds or willing to learn. 

 
TRAINING REQUIREMENTS: 
1. Shangri La Garden Volunteer Orientation 
2. Bird Blind Interpreter Training. 

 
PLACE OF WORK: Heronry Blind 

 
TIME COMMITMENT REQUIREMENTS: Tuesday through Saturday in the spring and fall 
(migratory seasons); typically mornings from 9:00 a.m. – 12:30 p.m., and afternoons from 12:30 
p.m. – 4:30 p.m. 

 
DUTIES/RESPONSIBILITIES: 
1. Provide information about birds at the bird blind; 
2. Promote the Volunteer Program; and 
3. Promote the Mission of Shangri La Gardens & the Stark Foundation
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Boat Driver 

STAFF MANAGER: 
Katie Krantz, Associate Director 

 
JOB DESCRIPTION: 
Boat Drivers are in charge of preparation and clean-up of the boat for Outpost Tours and driving 
the boat during the tour. 

 
JOB OBJECTIVE: 
Provide students and the general public an opportunity to learn about local ecology through 
Outpost Tours on Adams Bayou. 

 
QUALIFICATIONS: 
Complete a Shangri La Gardens Boat Driver Training Course based on Standard Coast Guard 
Boating Safety (relating solely to operation within Adams Bayou) and demonstrate ability to 
navigate and dock boat safely. All boat drivers must also complete one Refresher Boat Driver 
Safety Course per year to be re-certified. 

 
TRAINING REQUIREMENTS: 
1. Shangri La Garden Volunteer Orientation 
2. Practical Boat Driver Training Session; 
3. Boat Driver Safety Training Session; and 
4. Annual Refresher Boat Driver Safety Training (required for this position). 

 
PLACE OF WORK: Adams Bayou and Outposts 

 
TIME COMMITMENT REQUIREMENTS: Outpost Tours are typically 1.5 hours and 
(public and school) are offered all year round. Launch times change seasonally and duration of 
tour depends on the program.  

 
DUTIES/RESPONSIBILITIES: 
1. Follow all Safety protocols for Boat Drivers; 
2. Prepare the boat for boat trips; 
3. Assist in loading and unloading the boat; 
4. Provide information about Adam’s Bayou (if desired); 
5. Clean up boat after each tour; 
6. Promote the Volunteer Program; and 
7. Promote the Mission of Shangri La Gardens & the Stark Foundation
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Nature Discovery Center (NDC) Interpreters 

STAFF MANAGER: 
Amara Townsend, Volunteer Coordinator 

 
JOB DESCRIPTION: 
Assist visitors with and explain exhibits, assist with crowd control and movement. 

 
JOB OBJECTIVE: 
To provide opportunities for the general public to learn about local ecology. 

 
QUALIFICATIONS: 
Friendly, courteous, able to stand/sit for long periods of time, knowledge of/interest in learning 
natural history. 

 
TRAINING REQUIREMENTS: 
1. Shangri La Garden Volunteer Orientation 
2. NDC Interpreter Training Session, and/or position shadowing 

 
PLACE OF WORK: Nature Discovery Center 

 
TIME COMMITMENT REQUIREMENTS: Tuesday through Saturday in the spring and 
fall; typically mornings from 9:00 a.m. – 12:30 p.m., and afternoons from 12:30 p.m. – 4:30 
p.m. 

 
DUTIES/RESPONSIBILITIES: 
1. Provide interpretation in the NDC; 
2. Assist visitors with exhibits in NDC; 
3. Help with crowd control and movement through NDC and for Outpost Tours; 
4. Promote the Volunteer Program; and 
5. Promote the Mission of Shangri La Gardens & the Stark Foundation 
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Garden Guide 

STAFF MANAGER: 
Jennifer Buckner, Director of Horticulture 

 
JOB DESCRIPTION: 
Provide interpretation in the Botanical Gardens for group tours. 

 
JOB OBJECTIVE: 
To enrich visitor’s experience by providing accurate information and direction. 

 
QUALIFICATIONS: 
Friendly, courteous, ability to transport oneself several miles at a slow pace for long periods of 
time; willingness to learn about plants, gardens, history of Shangri La Gardens. 

 
TRAINING REQUIREMENTS: 
1. Shangri La Garden Volunteer Orientation 
2. Garden Guide Training Session. 

 
PLACE OF WORK: All developed areas of Shangri La Gardens. 

 
TIME COMMITMENT REQUIREMENTS: Tuesday through Saturday during scheduled 
tour times. 

 
DUTIES/RESPONSIBILITIES: 
1. Provide interpretation of gardens, history of Shangri La Gardens, and LEED information; 
2. Promote the Volunteer Program; and 
3. Promote the Mission of Shangri La Gardens & the Stark Foundation
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Garden Greeter 

STAFF MANAGER: 
Marlene Cox, Guest Relations and Events Coordinator 

 
JOB DESCRIPTION: 
Greet and direct visitors. 

 
JOB OBJECTIVE: 
Provide knowledgeable, efficient service to members and visitors. 

 
QUALIFICATIONS: 
Friendly and courteous disposition, outstanding communication and customer service skills, 
ability to work in environment that may be hectic with frequent interruptions. 

 
TRAINING REQUIREMENTS: 
1. Shangri La Garden Volunteer Orientation 
2. On-the-Job Training (Shadowing) 

 
PLACE OF WORK: Table at Main Entrance. 

 
TIME COMMITMENT REQUIREMENTS: Tuesday through Saturday, year round; typically 
mornings from 9:00 a.m. – 12:30 p.m., and afternoons from 12:30 p.m. – 4:30 p.m. 

 
DUTIES/RESPONSIBILITIES: 
1. Greets visitors in a friendly, welcoming manner; 
2. Directs visitors and answers questions; 
3. Promote the Volunteer Program; and 
4. Promote the Mission of Shangri La Gardens & the Stark Foundation
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Formal Garden Helper – Shangri La Gardens 

STAFF MANAGER: 
Jennifer Buckner, Director of Horticulture and/or assigned Gardener 

 
JOB DESCRIPTION: 
Assist gardeners in most aspects of their jobs at Shangri La Gardens. 

 
JOB OBJECTIVE: 
Improve appearance of the gardens. 

 
QUALIFICATIONS: 
Ability to work in hot, humid (or cold, wet) environment without concern for ‘getting dirty’; 
good attitude and a willingness to help, ability to bend and dig, stand for a period of time and 
reach for objects. 

 
TRAINING REQUIREMENTS: 
1. Shangri La Garden Volunteer Orientation 
2. On-Site Training. 

 
PLACE OF WORK: Shangri La Gardens Botanical Gardens. 

 
TIME COMMITMENT REQUIREMENTS: Tuesdays and Thursdays from 7:00-10:00 a.m. Times 
are subject to change for daylight savings and during times of excessive heat or other inclement 
weather. 

 
DUTIES/RESPONSIBILITIES: 
1. Weeding and detailing; 
2. Planting; 
3. Pruning; 
4. Assisting with maintaining floral displays in landscaped areas in garden; 
5. Promote the Volunteer Program; and 
6. Promote the Mission of Shangri La Gardens & the Stark Foundation 
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Downtown Garden Helper – Downtown Stark Cultural Venues (Stark 
Museum of Art, Lutcher Theater, W.H. Stark House, Stark Foundation 
Office) 

STAFF MANAGER: 
Deb Wiles, Senior Horticulturist 

 
JOB DESCRIPTION: 
Assist gardeners in care and cultivation of landscapes at the downtown Stark Cultural Venues. 

 
JOB OBJECTIVE: 
Improve appearance of the downtown venues’ landscape beds. 

 
QUALIFICATIONS: 
Ability to work in hot, humid (or cold, wet) environment without concern for ‘getting dirty’; 
good attitude and a willingness to help, ability to bend and dig, stand for a period of time and 
reach for objects. 

 
TRAINING REQUIREMENTS: 
1. Shangri La Garden Volunteer Orientation 
2. On-Site Training. 

 
PLACE OF WORK: The downtown Stark Cultural Venues – Stark Museum of Art, Lutcher Theater, W.H. 
Stark House, and Stark Foundation Office 
 
TIME COMMITMENT REQUIREMENTS: Wednesday from 7:30 a.m. – 10:30 p.m. Times are 
subject to change for daylight savings and during times of excessive heat or other inclement weather. 

 
DUTIES/RESPONSIBILITIES: 
1. Weeding and detailing; 
2. Planting and pruning; 
3. Mulching; 
4. Assisting with maintaining floral displays in landscaped areas; 
5. Promote the Volunteer Program; and 
6. Promote the Mission of Shangri La Gardens & the Stark Foundation. 
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Production Greenhouse Helper – 15th Street Production Greenhouse 

STAFF MANAGER: 
Cheryl Farmer, Production Greenhouse Supervisor 

 
JOB DESCRIPTION: 
Assist greenhouse technicians in most aspects of their jobs at the Production Greenhouse 

 
JOB OBJECTIVE: 
Prepare and maintain Production Greenhouse inventory of plants for Shangri La Gardens. 

 
QUALIFICATIONS: 
Ability to work in hot, humid (or cold, wet) environment without concern for ‘getting dirty’; 
good attitude and a willingness to help, ability to bend and dig, stand for a period of time and 
reach for objects. 

 
TRAINING REQUIREMENTS: 
1. Shangri La Garden Volunteer Orientation 
2. On-Site Training. 

 
PLACE OF WORK: Production Greenhouse located at 655 15th Street Orange, TX 
 
TIME COMMITMENT REQUIREMENTS: Tuesdays and Thursdays from 7:00-10:00 a.m. Times 
are subject to change for daylight savings and during times of excessive heat or other inclement 
weather. 

 
DUTIES/RESPONSIBILITIES: 
1. Filling pots with soil; 
2. Planting seeds & plugs; 
3. Repotting; 
4. Promote the Volunteer Program; and 
5. Promote the Mission of Shangri La Gardens & the Stark Foundation. 
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General Rules 
 

Shangri La Botanical Gardens and Nature Center is a serene oasis for people and wildlife in the 
heart of Orange, Texas. To ensure the safety of our guests, enhance your visitor experience, and 
protect and preserve the natural habitat and beauty of the Gardens, please observe the following 
rules and regulations: 

 
1. NO SMOKING OR TOBACCO PRODUCTS. 

• The entire area of Shangri La Botanical Gardens and Nature Center is a smoke-free, 
tobacco-free environment, indoors and outdoors. 

• There are NO designated smoking and/or tobacco-use areas within the boundaries of 
Shangri La Gardens, including outdoor areas. 

2. Visitors under the age of 16 must be accompanied by an adult, and children must be supervised at 
all times. 

3. No climbing, running, jumping, sports, or games. Athletic and recreational equipment is not 
allowed. 

4. Stay on pathways or lawn areas and use only designated paths. Do not walk in garden beds. 
5. Leave flowers and plants for everyone to enjoy. Do not pick, collect or remove seeds, flowers, 

fruits, vegetables, plant labels, feathers, etc. 
6. Do not wade or swim in ponds, streams, lakes, fountains or other water sources. 
7. Do not climb trees, walls, fences, fountains, rock formations or artwork. Visitors will be held liable 

for any damage caused or contributed by them to Garden property. 
8. No alcohol, except as may be permitted in connection with a Stark Foundation approved catered 

event. 
9. No pets, service animals may accompany visitors with disabilities. 
10. Shirt and shoes are required at all times. 
11. Dispose of trash in designated recycle bins and trashcans. 
12. Do not feed or handle wildlife. It can be harmful to them and to you. 
13. Fishing is not allowed from the edges of the Bayou or at any point inside Shangri La Gardens. 
14. Use Garden benches for resting. Folding chairs are not permitted. 
15. No picnics or coolers. 
16. Visitors who wish to picnic may do so nearby at the Municipal Recreational Area adjacent to the 

Shangri La Gardens Visitor Parking Area across Park Avenue. School groups that are part of a 
reserved School Group Tour are subject to separate directions. 

 
Outside Food and Drink at Shangri La Gardens 

 
To ensure that the Garden is a serene, welcoming environment for ALL our guests, we respectfully ask that guests 
wishing to enjoy a picnic style lunch follow the guidelines below during their visit: 
 

1. Picnic only in the courtyard area. There are tables and chairs available for use on a first come, first served 
basis. No food is permitted outside of this area. 

2. Dispose of all trash in designated recycle bins and trashcans. 
3. Be mindful of other guests and help keep the Gardens relaxing and peaceful for all. 
4. Do not step into the cultivated garden beds. Our garden beds are for plants, not feet. 
5. Leave tables, large coolers, and folding chairs at home, please. These items damage garden spaces. 
6. No party supplies of any type are permitted without prior written authorization. 



1 
_____ Initials 

Volunteer Acknowledgement of Volunteer Handbook 
The volunteer handbooks for the Stark Cultural Venues (“SCV”), including the Stark Art & History 
Venues Handbook, the Shangri La Gardens Volunteer Handbook, and the Lutcher Theater Service 
Guild Handbook describe important information about volunteering at the SCV, and the Nelda C. 
and H.J. Lutcher Stark Foundation (“Stark Foundation”), and Lutcher Theater, Inc. (“Theater”)  
The SCV include the following programs of the Stark Foundation: Stark Museum of Art, The W.H. 
Stark House, Shangri La Botanical Gardens and Nature Center, and the Lutcher Theater for the 
Performing Arts.  
 
As a volunteer for the SCV, I understand that I should consult with the Volunteer Department if I 
have questions regarding anything covered in any of the volunteer handbooks listed above or any 
other SCV volunteer policies, procedures, or related issues.   
  
I have entered into a volunteer relationship with the SCV and the Stark Foundation and/or the 
Theater and acknowledge that I shall not receive nor shall I expect to receive any form of payment 
for volunteer talents and services I contribute to the SCV, Stark Foundation, or Theater. I have the 
right to terminate my volunteer service at any time and for any reason.  I understand that the SCV, 
Stark Foundation, and/or the Theater also reserves the right to discontinue my volunteer service at 
any time at its sole discretion.   
  
Since the information and policies described in the volunteer handbooks listed above are 
necessarily subject to change, I acknowledge that revisions to the volunteer handbooks may occur. 
SCV, Stark Foundation, and/or the Theater reserves the right to make changes in content of the 
handbook or the application as it deems appropriate, and these changes may be implemented even 
if they have not been communicated and will supersede, modify, or eliminate existing policies. 
Although I have received a copy of the selected handbook(s) below, I understand that the Volunteer 
Department maintains a current electronic version of this information at 
https://starkculturalvenues.org/volunteers/. 
  
I understand that any materials provided to me for the purpose of my volunteer service are the 
property of the SCV, Stark Foundation, and/or the Theater and to be returned to the SCV upon 
completion of service or upon termination of participation as a SCV volunteer, whichever is earlier.   
  
The contents of any of the handbooks described above and the policies and procedures described 
in them are presented as a matter of information and general guidance only. The volunteer 
handbooks are intended to provide guidelines for supervisors and SCV volunteers. I acknowledge 
that the volunteer handbooks are neither a contract of volunteer service or employment, nor do 
they constitute a legal document.  
 
I have received the following handbook(s), and I understand that it is my responsibility to read and 
comply with the policies contained in the handbook(s) selected below and any revisions made to 
it(them).   
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I further acknowledge that any and all materials, products, plans, and/or ideas which may be 
created or conceived by me in the course of my volunteer service for SCV, Stark Foundation, or 
Theater, whether tangible or intangible, are and remain the property of SCV, Stark Foundation, or 
Theater.   
  
I have received a copy of the following SCV Volunteer Handbook(s): 
_________ Stark Art & History Venues Handbook 
_________ Shangri La Gardens Volunteer Handbook 
_________ Lutcher Theater Service Guild Handbook 
 
________________________ ________________________ ________________  
Volunteer’s Signature   Printed Name     Date  
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