
 

  

  

Art & History 
Venues   

  

Volunteer Handbook  

  

 
  



Updated 7/22/2025     Page | 1 

Contact Information  
 
Stark Museum of Art 
712 Green Avenue 
Orange, TX 77630 
409.883.0871 
www.starkmuseum.org 
 
The W.H. Stark House 
610 Main Ave 
Orange, TX 77630 
409.883.0871 
www.whstarkhouse.org 
 
Stark Art & History 
Jennifer Dickinson 
Executive Director 
jdickinson@starkmuseum.org 
 
Karen Leonard 
Operations Coordinator 
(409) 886-2787 ext.3031 
kleonard@starkmuseum.org 
volunteers@starkmuseum.org 
 
Nelda C. and H.J. Lutcher Stark 
Foundation Administrative 
Jennifer Staton 
President & CEO 
jstaton@starkfoundation.org 
 
Jennifer Barroeta 
Human Resources Director 
jbarroeta@starkfoundation.org 
 
 
 

 
 
Stark Museum of Art Supervisors 
Rebecca Johns 
Director of Education 
rjohns@starkmuseum.org 
 
Meagan Allen 
School Programs Coordinator 
mallen@starkmuseum.org 
 
Kyra Hall 
Studio & Public Programs 
Coordinator 
kodomhall@starkmuseum.org 
 
The W.H. Stark House Supervisors 
Allen Lea 
Director of The W.H. Stark House 
alea@starkmuseum.org 
 
Tabitha Henderson 
Education & Programs Manager 
thenderson@starkmuseum.org 
 
Katherine Leister 
Programs Coordinator 
kleister@starkmuseum.org 
 
Eunice R. Benckenstein 
Library & Archive Supervisor 
Eric Hartmann 
Records Manager 
ehartmann@starkmuseum.org 
 
 



Updated 4/24/2025   Page | 2  
  
 

Contents  
 

Contact Information 1 
Nelda C. and H.J. Lutcher Stark Foundation 2 
Eunice R. Benckenstein Library & Archives 3 

The W.H. Stark House 5 
Stark Museum of Art 7 

Volunteer Benefits 9 
Initial Requirements 9 

Collections Management 10 
Volunteer Rights 11 

Policies and Procedures 12 
Public Relations 16 

General Conduct 17 
Medical and Non-Medical Incident,  
Injury, and Emergency Procedures 

 

18 

Emergency Evacuation Procedures 21 
Conflict of Interest 25 

Problem Resolution 27 

 
Nelda C. and H.J. Lutcher Stark 

Foundation  
  
The Nelda C. and H.J. Lutcher Stark Foundation is a private operating foundation 
established in 1961 by H.J. Lutcher Stark and his wife, Nelda C. Stark, to encourage and 
assist education and to improve and enrich the quality of life in Southeast Texas.  
 
The Stark Foundation seeks to continue the legacy of its founders through the programs 
of the Stark Museum of Art, The W.H. Stark House, the Frances Ann Lutcher Theater for 
the Performing Arts, and Shangri La Botanical Gardens, as well as the Miriam Lutcher 
Stark Contest in Reading and Declamation, a qualified scholarship program for public 
high school students in Orange County, Texas.    
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Eunice R. Benckenstein  
Library & Archive 

 
STAFF MANAGERS 
Jennifer Dickinson, Executive Director   
Eric Hartmann, Records Manager 
Karen Leonard, Operations Coordinator  
 
PLACE OF WORK 
Library & Archive, 2nd Floor of Education Center   
 
WHAT WE DO 
Provide a collection of primary and secondary sources to support the research needs of 
staff, volunteers, and visiting scholars, and the educational mission of the Foundation.   

Formally organize, preserve, and make available the history of the Lutcher and the Stark 
families and their activities through their personal papers, business records, and other 
artifacts.   
  
SERVICE OBJECTIVE 
Assist in re-housing the archive collection to better preserve historical documents 
belonging to the Stark Foundation.  Research historic documents, such as newspapers 
and magazines for special topics. 
 
 
 
 
 
 
 
 
 
 
 
 
 



Updated 4/24/2025   Page | 4  
  
 

CALL FOR VOLUNTEERS 
Are you organized? Detail oriented? Analytical?   
Volunteer for the Library & Archive and help us save history!   
 
The top priority for Library & Archive Volunteers is assisting with rehousing the existing 
archive collection to preserve information for future use.   
 
TIME COMMITMENT 
Minimum of one shift per quarter (typically four hours in length).   
 
RESPONSIBILITIES:  

• Remove contents of old cartons and files.  
• Identify and segregate moldy or mildewed items.   
• Remove all rusty staples, paperclips, and rubber bands.   
• Gently unfold brittle papers.   
• Keep archival material in original order.   
• Place material in new archival quality file folders and cartons.   
• Accurately and legibly label each new folder.   
• Transfer of information must be complete and thorough.   
• Proofread the new labels against old labels.  

  
REQUIREMENTS: 
 

• In order to protect the collection, we cannot accept smokers and volunteers may 
not wear scented lotions or perfumes.  

• Must print legibly.   
• Must keep all information confidential.   
• Environment is kept cool for collections preservation, bring a sweater as needed. 
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The W.H. Stark House 
STAFF MANAGER 
Jennifer Dickinson, Executive Director   
Allen Lea, Director of The W.H. Stark House 
Tabitha Henderson, Education & Programs Manager 
Katherine Leister, Programs Coordinator 
Karen Leonard, Operations Coordinator  
 
PLACE OF WORK 
The W.H. Stark House, Carriage House 
 
WHAT WE DO 
Preserve and exhibit the structure, grounds, and collections of The W.H. Stark House in 
order to interpret the historical role of the W.H. Stark family in the history of Southeast 
Texas and the Greater Gulf Region.   
 
Strive to educate, enrich, and inspire visitors and the broader community by helping 
develop a deeper understanding and enjoyment of history, by encouraging an 
appreciation for its preservation, and by providing meaningful connections between the 
past and the present. 
 
The W.H. Stark House champions literacy through the Annual Miriam Lutcher Contest in 
Reading and Declamation that was developed by Miriam Lutcher Stark in 1904.  This 
scholarship program offers enhanced educational opportunities for all students in 
Orange County public schools. 
 
Guests will learn something new each time they visit during our continual all-ages 
historical programming, as no visit is exactly alike. They will enjoy their time with us, and 
be inspired to return in the future. Our goal is to be a “must-see” place when local 
residents have friends and family in from out of town, or when local businesses are 
entertaining clients and colleagues.  
 
SERVICE OBJECTIVE 
Greet, assist, or host guided tours to visitors of The W.H. Stark House, conduct research 
on relevant historical topics, and/or assist with the development and facilitation of crafts 
and educational activities.   
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CALL FOR VOLUNTEERS 
Do you love history? Are you passionate about how the past connects to the present?  
Volunteer for The W.H. Stark House and help the legacy of the Stark Family live on!   

House Volunteers will serve as tour hosts, researchers, and/or facilitators for the 
regular operations of The W.H. Stark House and assist with special events throughout 
the year. 
 
TIME COMMITMENT 
At least two 2.5-hour shifts per quarter.   
 
RESPONSIBILITIES 

House Greeters, Guides, and Assistants   
• Greet visitors, assist them with wayfinding throughout the grounds. 
• Manage short tours.   
• Provide guided experiences of The W.H. Stark House using interactive techniques 

and information gained in training.   
Other Volunteer Opportunities 

• Create a positive experience for visitors and families of all ages.  
• Assist with special events hosted at the House, including preparation of materials 

and set up.  
• Facilitate crafts and educational activities to accompany special programs.   

  
REQUIREMENTS  
 

• Must have an interest in history.  
• House Guide and Assistant: Must be able to climb and descend almost 100 steps 

per tour experience and stand for 2-hour increments.   
• House Guide: Must feel comfortable leading groups and sharing tight spaces.  
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Stark Museum of Art 
 
STAFF MANAGERS 
Jennifer Dickinson, Executive Director   
Rebecca Johns, Director of Education 
Kyra Hall, Studio & Public Programs Coordinator 
Meagan Allen, School Programs Coordinator 
Karen Leonard, Operations Coordinator 
 
PLACE OF WORK 
Stark Museum of Art   
 
WHAT WE DO 
Preserve a significant collection of paintings, sculptures, books, prints, and artifacts with 
an emphasis on the art of the American West.   
Strive to educate, enrich, and inspire area students and the broader community through 
interpretive and educational exhibitions, interactive programming, art-making 
experiences and lectures.   
Make research accessible and support scholarship relating to the study of art, foster an 
appreciation for preservation, and provide connections between the past and present.   
 
EDUCATION PHILOSOPHY 
We believe that art is for everyone, 
That learning takes many shapes and forms and happens   
when we are engaged in mind, body, and heart,  
That creativity is an innate human trait that should and can be cultivated   
and explored in every person,  
And that engaging with the arts builds a society for the 21st century and beyond.  
We believe that it is our responsibility to meet visitors where they are   
and illuminate new paths of discovery,  
To provide unique opportunities to engage Southeast Texas and Southwest Louisiana   
with visual and material culture,  
And that our programs should cultivate passion for a creative culture   
and ignite a love of learning. 
 
SERVICE OBJECTIVE 
To help educate, enrich, and inspire visitors by promoting positive experiences with art.    

 



Updated 7/22/2025   Page | 8   
  

CALL FOR VOLUNTEERS 
Are you interested in art? Do you enjoy sharing your love of creativity with others?  
Volunteer for the Stark Museum of Art and help us use our collections to inspire!  
  
Volunteers will assist with special events throughout the year, which include a variety of 
exhibitions and event programming. There’s plenty to choose from!   
 
TIME COMMITMENT 
Must commit to working at least one special event per quarter.    
  
RESPONSIBILITIES 
Greet and Guide 

• Meet & greet visitors in a pleasant and professional manner.   
• Provide a brief orientation and overview of museum content, rules, and 

wayfinding.   
• Assist visitors by walking with them and finding their activity’s location. 

Special Events   
• Facilitating activities, games and other educational opportunities during on-site 

events and programming for children and/or adults.   
• Helping museum education staff set up, maintain, and break down educational 

programming materials and spaces as needed.   
  

REQUIREMENTS:   
  

• Must have an interest in art and its role in today’s world.  
• Must be able to interact professionally with diverse groups of individuals, from 

preschool children to senior citizens.    
• Must create a welcoming and positive environment for visitors of all ages.   
• Requires ability to display tact and discretion, consistent demonstration of good 

judgment, and an ability to listen and learn.    
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Volunteer Benefits  
  
Volunteers play an important role in helping Stark Art & History Venues fulfill their 
missions to educate, enrich, and inspire the Southeast Texas and Southwest Louisiana 
community.   
  
Many benefits of volunteering at Stark Art & History Venues are intangible: gaining first-
hand knowledge of history and art, learning new skills, meeting people with similar 
interests, and contributing to the greater community.   
  
Stark Art & History Volunteers may receive incentives and opportunities, including but 
not limited to:   
 

• Invitation to exclusive events and demonstrations  
• Special Access or Behind the Scenes Tours   
• Participation in Exhibition Listening Sessions   
• Advance notice of events and educational programs  
• Stark Art & History T-Shirt    
• Stark Art & History Milestone Pins 
• Credit for Community Service Hours as requested  

 
Initial Requirements 

   
• Must be 18 years of age and older. 
• Completed Volunteer Application Form, which includes: 

o Signed Disclosure and Authorization Form to Obtain Consumer Reports for 
Volunteer Assessment Purposes (background check)  

o Signed Child Protection Policy   
o Signed Liability Waiver and Indemnity Agreement  
o Copyright Assignment  

• Completion of Volunteer Orientation   
• Signed Acknowledgement of Volunteer Handbook   
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Collections Management 
  

The Stark Museum of Art and The W.H. Stark House give meaning and value to their 
collections through educational programs, exhibitions, loans, published documents, 
and scholarly research.   
  
Good stewardship of the Museum and House collections involves the confidence of 
permanence, care, documentation, and accessibility.  
  
Volunteers are considered fellow stewards of the collections of the Museum and House. 
As such, volunteers are expected to be knowledgeable regarding standard practices 
and to adhere to all elements of the collections management policy.  Highlights from 
the policy are listed below. 
  
OBJECT HANDLING   
 
Only collections and curatorial staff are allowed to handle objects.   
  
INTEGRATED PEST MANAGEMENT   
 
Insects present a danger to the collections of the Stark Museum of Art and The W.H. Stark 
House. For this reason, food/drink is limited to break room areas of the Museum/House.   
  
ACCESS  
 
Secure storage locations are only accessible with a collections staff member present.   
  
REPORTING  
 
If during the course of their duties volunteers notice any damage to an object or 
something out of place in an exhibition space, they should notify collections staff and 
security immediately.   
 
 

 



Updated 7/22/2025   Page | 11   
  

Volunteer Rights   
  
RIGHTS AND RESPONSIBILITIES   
 
Volunteers are a valuable resource of Stark Art & History Venues, their staff, and 
constituents. Volunteers are extended the right to be given meaningful duties, the right 
to be treated fairly, the right to effective oversight, the right to involvement and 
participation, and the right to recognition of service provided during the period of a 
volunteer’s active service within the venues.   
  
In return, volunteers will actively perform their duties to the best of their abilities and 
remain loyal to the mission, goals, and procedures of Stark Art & History Venues.   
  
VOLUNTEER INVOLVEMENT   
  
Volunteers may be utilized in any programs and activities of Stark Art & History Venues 
and may serve at varying levels of skill and decision making.   
  
VOLUNTEER SERVICE   
  
Stark Art & History Venues recognize a volunteer’s right to discontinue service at any 
time and for any reason. Stark Art & History Venues also reserve the right to discontinue 
the volunteer service relationship at any time in their sole discretion.   
  
Volunteers shall not receive, nor 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 Stark Art & History Venues. Volunteers are 
not eligible for reimbursement of any out-of-pocket expenses incurred while engaging 
in volunteer service for Stark Art & History Venues or the Stark Foundation.   
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Policies and Procedures 
 
ACTIVE SERVICE  
 
Volunteers are considered active if they commit to one program or special event per 
quarter.  Volunteers must re-submit their Volunteer Applications annually in August. 
  
RECORD MANAGEMENT   
  
The Operations Coordinator maintains general records on each volunteer, including 
dates of volunteer service, duties performed, training attended, and awards and 
recognitions received. Volunteers should keep the Operations Coordinator informed of 
any address, phone number, email, and/or emergency contact changes. Other volunteer 
records, including application and background checks, are confidential and are 
maintained in the office of the Human Resources Manager of the Stark Foundation.   
  
ATTENDANCE AND TIME   
  
Volunteer attendance is crucial to the daily operations and events of Stark Art & History 
Venues. Volunteers are expected to be dependable and punctual. Volunteers are 
required to notify the Operations Coordinator at least 24 hours in advance if they are 
unable to be present on their scheduled day or at their scheduled event.   
  
All volunteers must sign in/out when reporting to work and when finishing their shift. 
House Volunteers will sign in and out at the Carriage House. Stark Museum of Art and 
Library & Archive Volunteers will sign in at the Front Desk of the Stark Museum of Art.  If 
a volunteer fails to sign in or sign out, it is the volunteer’s responsibility to report this to 
the Operations Coordinator as soon as possible so that hours may be adjusted.  
 
DRESS CODE   
 
Volunteers must ALWAYS wear their Foundation issued badge when on duty. Volunteers 
may be asked to wear their Stark Art & History or The W.H. Stark House shirts while 
volunteering for Museum or House events. In the Library & Archive, it is recommended 
to wear sweaters/layers due to the cool temperatures in storage areas. As a general rule 
for all venues, “business casual” is the standard; pants/jeans must not have large holes, 
and shoes will need a back or strap behind the heel end (no flip flops).    
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PARKING AND ENTRY  
  
Volunteers for the Eunice R. Benckenstein Library & Archive or the Stark Museum of Art 
should park in the general museum parking lot off 7th Street, unless instructed otherwise. 
Volunteers should enter the museum through the main front entrance. Volunteers for 
The W.H. Stark House should park in the Lutcher Theater Parking Lot and enter through 
the Carriage House.   
  
TRAINING   
  
Volunteers receive training as a part of their volunteer service with Stark Art & History 
Venues. All volunteers must complete the new volunteer orientation as well as on-the-
job or specific venue training. Volunteers may be asked to participate in continuing 
education training as needed.   
  

• Volunteer Orientation consists of a review of the Volunteer Handbook, a guided 
tour of the venues, and a brief introduction to potential volunteer duties.   

• On-the-Job Training or “Shadowing” involves pairing a new volunteer with a staff 
or an experienced volunteer to learn the functions of a particular opportunity.   

• Specific Venue Training is provided by staff managers for a particular opportunity 
within the venues. The training details the skills and knowledge necessary to 
perform the volunteer assignment. For some opportunities, Specific Venue Training 
must be completed before a volunteer may be assigned to that opportunity.    

  
TOBACCO FREE ENVIRONMENT   
  
Stark Art & History Venues maintain a tobacco-free and smoke-free environment for 
employees, volunteers, and the general public. The use of tobacco products, including but 
not limited to cigarettes, cigars, pipes, and smokeless tobacco, as well as the use of e-
cigarettes and vaping products, is expressly prohibited on the entirety of all Stark Art & 
History/Stark Foundation property, both interior and exterior.   
  
SAFETY AND SECURITY    
  
Stark Art & History Venues desire to provide a safe and healthful environment for all 
volunteers. Volunteers must take all necessary steps to perform volunteer service activities 
in a safe and careful manner. A volunteer should not provide volunteer service in unsafe 
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conditions, and any volunteer who perceives an unsafe condition should immediately 
report that condition to a Stark Art & History staff member.   
  
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 Stark Art 
& History Venues/Stark Foundation property must be reported in accordance with the 
incident, injury and emergency reporting procedures provided within this handbook (pg. 
29 – 31).  
  
Volunteers are responsible for using common-sense guidelines to help ensure a safe 
environment, including the following:   
  

• Never leave a purse, wallet, or other valuable items in an open, obvious, or 
unsecured location. Keep wallets and purses with you at all times or keep them out 
of sight in a secure drawer or cabinet.    

• Lock cars and keep valuables left in cars out of sight.    
• 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 Stark Art & History 
Venues/Stark Foundation. Accordingly, they, as well as any articles found on, about, 
or within them, may be inspected by any agent or representative of Stark Art & 
History Venues/Stark Foundation at any time, either with or without prior notice.   

  
Neither Stark Art & History Venues nor the Stark Foundation is responsible for lost or 
stolen property, nor will Stark Art & History Venues/Stark Foundation reimburse a 
volunteer for any personal property that may disappear from a volunteer site. Volunteers 
should not bring valuable items to Stark Art & History Venues while volunteering.   
  
Volunteers will have their bags checked upon entering AND leaving any Stark Art & History 
Venue. Volunteers are expected to lock up bags in designated lockers while on duty.   
  
HARASSMENT   
  
Stark Art & History Venues are 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 attention of the Executive 
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Director of Stark Art & History Venues or the Stark Foundation’s Human Resources 
Manager.    
  
USE OF PROPERTY   
  
Any equipment, machines, or tools that appear to be damaged, defective, or in need of 
repair should be reported to a Stark Art & History staff member. Prompt reporting of 
damages, defects, and the need for repairs could prevent deterioration of equipment 
and possible injury to others. Stark Art & History staff members can answer questions 
about the volunteer’s responsibility for maintenance and care of equipment or tools 
used during a volunteer assignment. Any Stark Art & History Venues/Stark Foundation 
owned or leased equipment is to be used for Stark Art & History Venues business 
purposes only and only by authorized employees or volunteers. It may not be borrowed 
or applied for personal use.   
  
Stark Art & History telephones are for business purposes. When permitted, local 
personal phone calls (whether on a Stark Art & History phone or a personal cell phone) 
should be kept to a minimum and should not interfere with volunteer service.  At times, 
Stark Art & History Venues provide computers, email, and Internet access to assist some 
volunteers in performing their duties. Computers, email, and Internet access should be 
limited to business purposes that pertain to Stark Art & History Venues Volunteer 
Activities.   
  
Volunteers are responsible for the custody and care of Stark Art & History Venues/Stark 
Foundation property that may be issued to a volunteer or in a volunteer’s possession or 
control, including all equipment, tools, materials, files, keys, badges, passwords, or any 
other written or electronic information. All Stark Art & History Venues/Stark Foundation 
property in the possession of a volunteer must be returned to Stark Art & History 
Venues or the Stark Foundation on or before termination of active service as a volunteer. 
The Stark Foundation may take all actions that it deems necessary or appropriate to 
recover or protect its property.   
  
OPEN CARRY PROHIBITION   
  
As of January 1, 2016, signage has been posted on all Stark Foundation properties, 
including Stark Art & History Venues, to prohibit a person from entering the premises 
with a firearm, illegal knife, club, or other prohibited weapon.  This prohibition is 
applicable to all persons on the premises of Stark Art & History Venues or otherwise in 
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attendance at a function or event at Stark Art & History Venues, including service 
opportunities related to volunteer status, with the exception of uniformed police officers, 
other members of law enforcement, and the Foundation’s commissioned security officers 
acting in the course of their duties.   
  
DISTRIBUTION OF MEDICINE   
  
Stark Art & History Venues are not a medical facility. Therefore, no medication of any kind, 
including aspirin or pain relief medication, is available to visitors. Volunteers may not 
distribute any of their own medication, including aspirin or similar pain relief medication, 
to visitors or other individuals while serving in a volunteer capacity for Stark Art & History 
Venues.   
 
 

Public Relations  
  
In order to assist Stark Art & History Venues in providing a world-class experience to 
visitors, volunteers should practice the following guidelines:   
  

• Volunteers should encourage volunteerism whenever possible. Volunteers are the 
best means of new volunteer recruitment.   
  

• Volunteers should be polite to everyone! Volunteers set the tone for a positive (or 
negative) experience at Stark Art & History Venues.   

  
• Volunteers should be knowledgeable of rules and regulations applicable to Stark 

Art & History Venues as well as information regarding current events in order to 
converse graciously and intelligently with visitors.   

  
• A smile and enthusiastic greeting can make a visitor feel genuinely welcome. Stark 

Art & History Venues and 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 specific questions by a visitor or peer, a volunteer should make every 

effort to be as informative as possible. 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.   
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• All areas of Stark Art & History Venues should be kept clean and neat by 
employees assigned to the area. Volunteers should pick up any trash they see. 
Stark Art & History Venues have strict integrated pest management policies to 
protect collections, so food or drink items should never be seen outside of 
designated break rooms.   

  
• Volunteers should refrain from personal cell phone use or other use of personal 

electronic devices while serving as a volunteer for Stark Art & History Venues.    
 

 

General Conduct 
 
Stark Art & History Venues 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 staff, visitors, and other volunteers, 
and must do so with words, tones, and gestures that reflect a desire to provide world-
class 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 Stark Art & History 
Venues/Stark Foundation property or property of any Stark Foundation/Stark Art & 
History Venues volunteer, employee, representative, agent, or visitor, including the failure 
to cooperate fully in any investigation.     

• Altering Stark Art & History Venues reports or records.  
• Volunteering under the influence of alcohol or illegal drugs; illegal or unauthorized 

possession; distribution, sale, transfer, of alcohol or illegal drugs.   
• Lack of cooperation or other disrespectful conduct.   
• Violation of Stark Art & History Venues rules and regulations, or any federal, state, or 

local safety and health rules.   
• Acts or omissions on Stark Art & History Venues premises, at Stark Art & History 

Venues/Stark Foundation sponsored activities, or in similar areas or at related events that 
could jeopardize the safety of others.   

• Inappropriate use of telephones, computer equipment or systems, internet, mail system, 
email system, facsimile machines, or other Stark Art & History Venues/Stark Foundation 
data, equipment, or connections.   

• Unauthorized disclosure of Stark Art & History Venues/Stark Foundation proprietary or 
confidential information.   

• Unsatisfactory performance or conduct.   
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• Engaging in any conduct or language that is harassing, abusive, profane, crude, sexual, 
racial, or otherwise offensive in nature.   
 

Stark Art & History Venues encourage volunteers to bring any incidents of harassment to 
the immediate attention of the Executive Director of Stark Art & History Venues or the 
Stark Foundation’s Human Resources Director.  Alternate contacts are found on page 1 
of this handbook, a volunteer should not feel compelled to report any incident or 
offensive conduct to the Executive Director or Human Resources Director if that 
individual is the offending party. 
 

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 Stark Art & History Venues, whether a medical or non-medical incident. 
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 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. Do not move an injured person – 
especially if the injury involves a head or back injury – unless necessary to avoid 
further harm 

3. 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. Know the location of the 
 emergency (i.e., which gallery or floor of the house) and the number from  
    which you are calling. Answer all questions clearly and calmly, stay on the line          
    and follow directions. 
b) Alert Stark Art & History Staff/Security and they will radio or call Base S at  
    409-883-0030.  This is done even if 911 has already been called.   
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c) Ensure that someone within the facility (staff member, volunteer, or  
    guard) is stationed at the front entrance to await the emergency responder  
    for escort to the proper location of the injured party.   
d) 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.  
e) Notify the Director of Security, Safety, & Emergency Preparedness and the    
    Executive Director of Stark Art & History Venues as soon as possible.   
f) The Executive Director calls the CEO and HR immediately. 
g) Once medical assistance arrives, begin collecting data for an incident report.  
    Complete an incident report in the form provided as soon as possible after the  
    incident. Report forms are located at the Front Desk of the Museum, in the  
    kitchen at the Carriage House, and in the Library & Archive work room in red  
    folders. 
h) Base S/Base M personnel on duty will complete a separate incident report.  
    Both incident reports should be delivered to the Administration office, Attention  
    HR.   

NOTE: During any medical emergency, there should be radio silence by all personnel 
in possession of a radio with the exception of those individuals involved in 
responding to the emergency, unless another emergency arises. Security will give the 
all clear when appropriate to resume general radio traffic.   

4. If life does not appear to be threatened (i.e., a scraped knee, twisted ankle, etc.), do  
    the following in the order listed:   

a) Notify a staff/security member immediately.   
b) If the person requires first aid and you are trained, provide first aid.   
c) First Aid Kits are located at the at the Front Desk of the Museum, In the  
    Studio cabinets of Education Studios in the Museum, in the kitchen at the  
    Carriage House, and in the Library & Archive work room.  
d) Complete an incident report in the form provided. Update Base S with  
    additional information for separate log maintained by them.   

 
   NOTE: 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)   
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• 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  

  
In any of the foregoing situations call 911 immediately.   
  

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.   
  
1. If the incident is criminal in nature and/or of an urgent nature requiring third-

party responders:   
a) Call 911. Use any available technology 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.   

b) Radio or call Base S (883-0030) (do this in addition to calling 911).   
c) Notify the Director of Security, Safety, and Emergency Preparedness and the 

Executive Director of Stark Art & History Venues as soon as possible.   
d) The Executive Director calls the CEO and HR immediately.   
e) After arrival of third-party responders, begin collecting data for an incident 

report.   
f) Complete an incident report in the form provided. Base S/Base M personnel 

on duty will complete a separate incident report. Deliver both to the 
Administration office.   
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2. If the incident is not criminal in nature:   
a) Notify the Security Officers on Duty and the Executive Director of Stark Art & 

History Venues or Manager on Duty as soon as possible.   
b) Complete an incident report in the form provided. Update Base S with 

additional information for separate log maintained by them.  
 
 

 Emergency Evacuation Procedures 
  

STARK MUSEUM OF ART   
  
The preservation of life takes precedence over the preservation of Foundation property 
or collections objects. The fire alarm will be used to alert visitors, volunteers, and 
employees of the need to evacuate the Museum. The following procedure is to be 
followed in the event of a fire alarm.   
  

MUSEUM GALLERIES 
  

1. Remain calm.    
2. Security Officers are responsible for clearing visitors from the galleries.   

Upon hearing the fire alarm, the Security Officer will firmly and calmly tell visitors 
in his/her gallery to leave the Museum and meet at the 7th Street parking lot.   

3. The Security Officer will direct visitors to the appropriate exit.  Exits are the 
two front doors, unless blocked. If the Museum is crowded, or the front is 
blocked, the North Desk Security Officer will stand at the door from the security 
area to the Museum to assist visitors out the back exit.  

4. Staff and volunteers are to accompany and assist visitors who appear to need 
calm direction or assistance, and proceed to the 7th Street parking lot.   

5. When a gallery has been cleared of all visitors the Security Officer will close the 
gallery doors and continue to move guests to the lobby area, out the door, and 
to the parking lot.   

6. The Lobby Security Officer will insure that the front doors are open and 
unlatched. Then he/she will stop traffic at the 7th Street crossing.   

7. If the Museum is crowded or the front exits are blocked, the North Desk Security 
Officer will stand at the door from the security area to the Museum to assist 
visitors out the back exit. He/she will direct people from the second floor to the 
7th Street Parking lot. Once everyone is clear from the back office they will take 
the employee/visitor sign-in book and go to the parking lot for a head count.   
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8. A Security Staff-person will remain close to the entrances to assist the Fire 
Department.  

9. Security will determine when it is clear to return to the building.   
NOTE: It is important that staff, volunteers, and visitors remain present for a  
head count before leaving or relocating so that everyone is accounted for.   
  

EDUCATION CENTER 
  
1. Remain calm.   
2. In the event of an emergency, all individuals in the Education Center should make 

their way to the nearest exit (exits are the back exit near education offices or 
the front door of the education center leading out to 6th Street). Any individual 
in the Library & Archive should exit using the stairs.   

3. Once individuals have exited the building, they should make their way to the 
empty lot on the corner of 6th Street and West Elm. Individuals should exercise 
caution when crossing the street.   

4. Staff and volunteers are to accompany and assist visitors who appear to need 
calm direction or assistance.  

5. Security will determine when it is clear to return to the building.   
NOTE: It is important that staff, volunteers, and visitors remain present for a 
head count before leaving or relocating so that everyone is accounted for.    

  
THE W.H. STARK HOUSE   
  

1. Remain calm.   
2. Tour hosts will be equipped with a panic button or radio to call in an emergency 

to House Security.   
3. If necessary, there are fire extinguishers inside the door of every room in the 

house. These are to be used to get out of the house. DO NOT try to fight a fire, 
get out of the building.   

4. Assist visitors who need help in getting out of the house as quickly as 
possible using the nearest staircase and/or exit.   

5. Once the House has been evacuated, everyone should meet under the large oak 
tree in front of the administration parking area so that Security can account 
for all visitors and volunteers.   
NOTE: It is important that staff, volunteers, and visitors remain present for a 
head count before leaving or relocating so that everyone is accounted for.    

  



Updated 7/22/2025   Page | 23   
  

   
  
  
  
  
  

  
  
  
  
  
  
  
  
  

  
  
  

  

  

  

  



Updated 7/22/2025   Page | 24   
  

  

  

  

  

  

  

  

  

  

  

W.H. Stark House  
Emergency Exits   

First Floor   

In the event of an emergency, 
exit through the front or back 
door, whichever is nearest and 
unobstructed. 
 
 
Second Floor   
Exit using the nearest set of 
stairs and then out the nearest 
door on the first floor.   

 

Third Floor   

Carefully exit by descending the 
staircase, making your way 
down to the first floor and out 
the back door.   

  
*Note: All visitors, volunteers, and staff  
meet under the large oak tree at the  
Foundation building for a head count.   
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EMERGENCY CLOSINGS   
  

In the event of emergency closings of Stark Art & History Venues due to weather or 
other factors, the Operations Coordinator will notify scheduled volunteers by phone, 
email, and facebook postings as soon as possible.   

 
Conflict of Interest  

 
Both Stark Art & History Venues and the Stark Foundation are judged, in part, by the 
individual and collective performance of volunteers. A volunteer must recognize the 
importance of his/her duty to Stark Art & History Venues, its visitors, and supporters, 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 Stark Art & History Venues and the Stark Foundation and will preserve and 
strengthen public confidence in Stark Art & History Venues’ 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 Stark Art & 
History Venues 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 Stark Art & History Venues’ 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.   
  
Some conflict of interest situations are easily identifiable, while 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 



Updated 7/22/2025   Page | 26   
  

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 Stark Art & History Venues/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 Stark Art & History Venues or the Stark 
Foundation.   
  
Competing with Stark Art & History Venues: No volunteer shall prevent or hinder Stark 
Art & History Venues/Stark Foundation from lawfully competing with others or divert 
business or personnel from Stark Art & History Venues/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 Stark Art & History Venues/Stark 
Foundation. To avoid any inference of support or sponsorship by Stark Art & History 
Venues/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, Stark Art & History Venues/Stark Foundation. Likewise, 
volunteers must not engage in political activities at any time during their volunteer 
service on behalf of Stark Art & History Venues/Stark Foundation.   
  
The Making of Statements: No volunteer shall use Stark Art & History Venues/Stark 
Foundation stationery or any title of Stark Art & History Venues/Stark Foundation or 
refer to Stark Art & History Venues/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 Stark Art & History Venues/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 Stark Art & History 
Venues/Stark Foundation in a representative capacity or otherwise provide a response 
to media inquiries. Requests for public presentations are subject to approval by the 
Executive Director of Stark Art & History Venues or the Stark Foundation CEO or CFO.   
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Problem Resolution 
  
Stark Art & History Venues and the Stark Foundation are committed to providing the 
best possible working conditions for their 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. 
 

Stark Art & History Venues 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 Stark 
Art & History Venues or the Stark Foundation, they must express their concern through 
the problem resolution procedure outlined below: 
    

1.  FIRST STEP: The volunteer should present the problem or issue in writing to the           
 Operations Coordinator within 5 days after the problem occurs.   

2.  SECOND STEP: If the problem or issue remains unresolved following the   
 volunteer’s completion of the First Step, the volunteer should present the  
 issue in writing to the Executive Director of Stark Art & History Venues.   

3. THIRD STEP: If the problem or issue remains unresolved following the volunteer’s 
completion of the Second Step, the volunteer should present the problem or 
issue in writing to the CEO 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 encouraged 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 Operations Coordinator or follow the steps of this 
problem resolution process. 
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