Volunteer Handbook
230 Quail Gardens Drive, Encinitas, CA 92024
Phone: 760.436.3036
E-mail: info@SDBgarden.org
Garden Website:
www.SDBgarden.org
Volunteer/Docent Website
www.SDBDocents.org

Congratulations on joining the family of San Diego Botanic Garden volunteers. I
wish to welcome you to this very important group on behalf of the Quail
Botanical Gardens Foundation, staff and your fellow volunteers.
San Diego Botanic Garden is truly a unique resource, but it would not be what it is
today without the support of many dedicated and talented people like you.
Volunteers were responsible for creating the Quail Botanical Gardens
Foundation in 1961, and since then volunteers have worked in nearly every
aspect of the Garden’s operation.
The many thousands of hours logged by volunteers became essential when
operation of the Garden was transferred to the Foundation in 1993. Clearly
volunteers will likewise play an important role in helping the Garden realize its role
in the future.
As our world becomes more and more changed by the activities of humans, the
significance of the Garden increases. San Diego Botanic Garden is an island
where people can come in contact with the wonder and beauty of nature. A
place where they can be reminded, or perhaps learn for the first time, how we
are all connected as things. A place where a sense of caring can start in children
and be nurtured in adults with hope of providing good stewardship for all living
things.
Regardless of their role, all volunteers provide valuable service in realizing the
mission. It is very rewarding work and I trust your experience will be rewarding
and enjoyable.
Welcome again and I am looking forward to getting to know you.
Julian Duval
President/CEO
San Diego Botanic Garden
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Our Mission Statement
To inspire people of all ages
to connect with plants and nature.
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Our Goals:
•

Enable Learning – Enable people to learn about plants and food sources and their vital
role in our lives and in the natural environment.

•

Promote Environmental Stewardship – Cultivate an appreciation, and sense of,
urgency for the stewardship of our environment.

•

Conservation – Conserve rare and endangered plants and their ecosystems to
preserve biodiversity.

•

Plant Introduction and Cultivation – Collect and propagate beautiful, fascinating
and/or significant plants and display them in attractive gardens for recreation and
learning.

•

Provide an Urban Oasis – Create a peaceful setting for people to experience beauty
and the healing power of nature.

•

Nurture our Wildlife Sanctuary – Encourage and foster the presence of indigenous
wildlife.

•

Preserve our Legacy – Honor our heritage by preserving historic plantings and structures
in the Garden.

•

Foster a Visitor-Centric Experience – Offer fun and friendly gathering spaces to foster
delight and curiosity.

How We Support Our Goals:
Growing strong ties to the community
Ensuring sound and strong financial health
Fostering and growing effective fund raising
Enhancing leadership and management skills and learning
Recruiting strong team members with vision and passion for the Garden
5

History of San Diego Botanic Garden
San Diego Botanic Garden (SDBG) is situated on an eroded sandstone ridge which
forms part of the Del Mar geological formation. Archaeological evidence indicates that
indigenous people have occupied the coastal area surrounding SDBG for more than 10,000
years. The Kumeyaay Indians occupied the site prior to European settlement.
Agricultural development of what is now San Diego Botanic Garden began in 1917
when Donald Ingersoll purchased the property. The Ingersolls built a home, grew lima beans,
and planted the Eucalyptus cladocalyx believed to be the oldest tree in the Garden.
Because the nearest source of water was a well located at the bottom of the hill, most of the
area was left unplanted as native chaparral.
In the 1940’s, the property was sold to Charles and Ruth Baird Larabee, who named it
“San Ysidro de las Flores”. The Larabees traveled frequently to the Mediterranean, as well as
South and Central America, collecting plants to enhance their estate.
In 1957, Ruth Larabee donated 26 acres to San Diego County with the stipulation that
the property remain a haven where people could enjoy and learn about plants and wildlife.
To ensure the proper development of this unique site, in 1961, a group of concerned citizens
and garden club members formed the Quail Botanical Gardens Foundation.
In 1971, Quail (as it was then known) was opened to the public. Some years later, the
Paul Ecke family, local growers best known for popularizing the poinsettia donated four
adjoining acres which included the present Ecke Administrative Building.
In 1981, the SDBG Docent Society was formed to provide education and training for
volunteers. In 1986, the Visitors Center, including the Gift Shop, restrooms, nursery and the
waterfall were completed.
In 1993, due to budget constraints, San Diego County withdrew its staff and financial
support. The Garden is now managed by the QBG Foundation, which consists of a Board of
Trustees and a professional staff of about 30 people. Docents and Volunteers currently
numbering over 300 significantly augment Staff and Trustee efforts by contributing hours
equivalent to the effort of 20 additional fulltime employees.
In 2003, the QBG Foundation signed a long-term lease with the City of Encinitas to
manage four acres adjacent to the northern border of the Garden’s existing boundary.
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Timeline of Events
￼
Pre-history: Indigenous people lived in this vicinity for more than 10,000 years.
Kumeyaay Native Americans occupied the site prior to European settlement.
1917 32-acre ranch property purchased by Donald Ingersoll. Residence is built, which
later becomes known as the Larabee House.
1928 Residence/ranch purchased by Anton Van Amersfoort, who farmed lima beans.
1943 Ruth and Charles Larabee purchase 26 acres. Remaining seven acres later
becomes the site for the Scout Building.
1943-50
Adobe walls built; dry farming method used; water hauled in as needed.
1951 Boy and Girl Scout Building constructed on four acres belonging to Ecke family.
1957 Ruth Larabee deeds property to San Diego County. Irrigation established.
Avocado’s grown and sold to passers-by.
1961-65
Quail Gardens non-profit Foundation formed and Master Plan created.
1966 Grading, parking and entrance completed.
1968 Street name changed to “Quail Gardens Drive.”
1970 Gardens formally opened to the public, known as “Quail Park.”
1971 Ecke family donates 4.2 acres and Scout Building to Quail.
1979 Waterfall completed and landscaped.
1981 Docent Society established by Allison Voss, wife of the county administrator who
lived on the property.
1984 Name changed from Quail Park to “Quail Botanical Gardens.”
1993 County funding ends. Foundation leases property from the county for a nominal
amount. Gardens supported through admissions, membership, events, grants and
donations.
1994 Ecke Building remodeled.
1995 Canary Islands exhibit installed.
1996 Bamboo Garden created with help of American Bamboo Society.
1997 Subtropical Fruit Garden refurbished with help from S.D. Rare Fruit Growers
Society. First Garden of Lights winter holiday event celebrated.
1998 Waterfall area refurbished and named “Rain Forest.”
2000 Native Plants/Native Peoples Garden opened. New Master Plan initiated.
2001 City of Encinitas designates nine-acre property adjacent to Gardens for use by
Quail. Master Plan approved to guide development over next 25 years.
2003 Seeds of Wonder Garden opens. Lease is signed with the City of Encinitas for
adjacent property to north on Quail Gardens Drive.
2004 Award-winning Undersea Succulent Garden opens.
2005 California native plants demonstration garden reopens as “California
Gardenscapes.” Refurbished Landscape for Fire Safety Garden opens.
2006 Miniature train adjacent to Seeds of Wonder dedicated. Mexican Garden
opens.
2008 Hamilton Children’s Garden opens.
2009 Name changed to “San Diego Botanic Garden.”
2013 Opportunity to expand on an additional 12 acres.
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Quick Facts about San Diego Botanic Garden
Quick Facts
Four miles of trails amid 37 acres
Owned by the County of San Diego
Managed by the Quail Botanical Gardens Foundation, Inc., a private non-profit entity
More than 237,000 visitors annually
Open 364 days a year
4,000 plants representing over 15 distinct bio-geographical regions
Ongoing events and programs, group tours, monthly bird watching, Garden Shop and
library
Exhibits
Rare bamboo groves
Desert gardens
Tropical rainforest
California native plants
Undersea Succulent Garden
Mediterranean climate landscapes
Subtropical fruit garden
Landscaping for fire safety
“Seeds of Wonder” Children’s Garden
Hamilton Children's Garden
Herb Garden

Australian Garden
Bird & Butterfly Garden
Canary Islands Garden
Central America Garden
Mexican Garden
Native Plants/Native People
New Zealand Garden
Palm Canyon
Olive Tree Garden
Overlook Succulent Garden
South African Garden

Admission
SDBG Members — free
Non-members — $14
Parking — $2 (members free)

Children under 12 -- $8
Children under 3 -- free
Seniors, students, active military -- $10

Address/Phone/Website
230 Quail Gardens Drive
Encinitas, CA 92024
(760) 436-3036
www.SDBGarden.org
Senior Staff
Julian Duval, President/CEO
Ian Cole, Director of Operations
Paul Redeker, Director of Horticulture
Carolyn Zollars, Director of Development
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Volunteering at San Diego Botanic Garden
Introduction
Welcome to the San Diego Botanic Garden support community. Volunteering can be
educational, good exercise, and fun! SDBG volunteers contribute many thousands of hours
each year, helping to make the Garden the wonderful place that it is. Some of our volunteers
put in 10 hours annually; others work over 450. Whatever your level of investment, your efforts
will be put to good use — and will be much appreciated.
Getting Started
You must fill out an application and agree to submit a background check which currently
costs $17.00. The application can be found in the Admin Office/West Wing.
SDBG periodically schedules formal orientations for new volunteers, but this booklet provides
basic data about volunteer activities—along with information about where, when and with
whom you might perform them. We also provide some background to put your volunteering
in context.
This booklet provides names, phone numbers, and email addresses for other contacts who
can provide you with information about specific volunteer opportunities. The Volunteer
Coordinator will be happy to provide an introduction to these contacts.
When sending email to anyone at SDBG for the first time, ensure your communication gets
the proper attention by putting “SDBG Volunteer” in the Subject line.
Dabble in an assortment of activities or identify a particular niche in which to concentrate
your efforts. You can always change focus in the future! We want you to continue
volunteering at SDBG so it is important that you enjoy what you choose to do.
Monthly Meetings
Once you become a volunteer at the Garden, you are encouraged to attend our regular
monthly meetings, at 9:30 a.m. on the first Wednesday of every month (except July). During
the business portion of the meeting, you will hear about current volunteer opportunities, e.g.
helping out at Summer Concerts, the Annual Gala, Garden of Lights, festivals, the Fall Plant
Sale, etc. Those in attendance at monthly meetings usually have first crack at signup!
You will also learn about educational classes, field trips to other gardens (organized by our
awesome “Trip Trio”, and other volunteer perks. The monthly program includes a door prize
and raffle, refreshments and social time, and usually wraps up with a speaker addressing
gardening topics. Sign in as you arrive; pick up agenda, door prize ticket, and purchase raffle
tickets if you desire. You may record two hours of volunteer effort for attending the meeting
and staying for the program.
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On-the-Job Training
Your training will be mainly informal, conducted on a one-to-one basis by Staff or an
experienced volunteer.

Becoming a Docent
Training
Education is one of the goals of SDBG. We offer educational classes which lead to Docent
Status; SDBG Docents are volunteers who have completed a certain number of hours of
training in botanical and horticultural topics and are interested in expanding their knowledge
of the Garden and its collection of plants. As a prerequisite for enrollment, volunteers must
have volunteered at least 10 hours. Cost for the 8 classes is $50. If you are interested, contact
Liz Woodward at 760-420-1455 or liz@woodwardweb.net.
Completion of these classes is an essential requirement to becoming a docent. While it is not
necessary that volunteers become a docent in order to conduct tours or any other function
normally performed by volunteers, becoming a docent may be helpful. The schedule for
docent training classes can be found on the Garden website under the ‘Support’ tab. Select
‘Docents’: http://www.sdbgarden.org/docent.htm.
Docent Training Classes include:
1. Overview of Docent Program and SDBG
2. Botany Bootcamp and Herbs
3. Palms, Cycads, and the Rainforest
4. Native Plants Native People
5. Mediterranean Plants
6. Succulents and Desert Plants
7. Bamboo and Subtropical Fruit
8. Trees in the Garden and Sustainability
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Volunteer Policies and Procedures
Attendance
You are a volunteer and we depend on you to complete your scheduled shifts. We do
understand that, from time to time, certain situations may arise that prevent you from doing
so. Please alert your project/event leader of any scheduled absences as far in advance as
possible so that an appropriate substitute may be found. In the event of an unscheduled
absence, please alert your lead, preferably 24 hours in advance.
Please inform your contact or lead if you find that you cannot keep a volunteer commitment.
This is particularly critical for assignments involving interaction with public visitors, e.g. Gift
Shop, Admissions, “Seeds of Wonder” Children’s Garden, and Hamilton Children's Garden,
tours, etc. Only if you cannot reach your contact or supervisor, call Jill Gardner, Volunteer
Coordinator (760-436-3036 x 213) and leave a message about the assignment, date, and
time you are scheduled to work.
Any volunteer who fails to report to work without notification three shifts or more will be
considered to have voluntarily terminated their positon at the Garden.
Recording Hours
To assist SDBG Staff in monitoring the safety and security of all volunteers, please sign in and
out legibly when you come to the Garden to volunteer. SDBG wants to keep track of the total
number of hours that you spend volunteering at the Garden. (Note that your travel time to
and from home is included in that total.) Cumulative hours donated by all SDBG docents and
volunteers are an important component of the grant applications vital to the financing of a
non-profit organization. You should also note that incentives are awarded to volunteers who
contribute significant blocks of time:
Milestone
90 hours
200 hours
400+ hours

Award
4 guest passes
4 guest passes & $10 Garden Shop Certificate
2 guest passes & SDBG Dual Membership

You should maintain a personal log of your volunteer hours including travel time to and from
the Garden. At the end of each month enter your hours for the month at our website
www.sdbgdocents.org. Once at the site move your cursor to the “hours” menu and click on
“Hours input-volunteers.” If you encounter any difficulties with hours recording, e-mail
timekeeperv@qbgdocents.org.
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Name tags and Identification
Every volunteer should wear a name badge. Doing so will help convey that SDBG volunteers
and staff are approachable and willing to engage visitors. Your identification badge
introduces you to visitors, who may need to ask for directions or just exchange friendly
greetings. Your welcoming smile may turn a visitor into a new volunteer or a member! If you
have not received you name tag yet, generic SDBG badges are available in the Admissions
Center. After you have completed / submitted your first 10 hours of service, a personalized
badge will be created for you.
Contact Data
Be sure to keep your email, address, and phone up to date with the Volunteer Coordinator. If
you will be taking an extended leave of absence, moving away, or will be otherwise
unavailable, please contact your supervisor or the Volunteer Coordinator.
Facility
Driving
Volunteers and staff are required to drive slowly and courteously when entering the Garden
and driving through any parking lot. It is also required that all volunteers and staff identify
themselves to the Welcome Center staff, or ensure recognition.
Any volunteer or staff member driving a cart must use caution at all times, driving slowly and
yielding to visitors and other pedestrians
Media Inquiry
Volunteers are not authorized to make official or unofficial statements to the media at any
time. Direct the press to the Marketing & Public Relations Manager, Lisa Reynolds at
760-436-3036 x224 or lreynolds@sdbgarden.org.
Professional Photography
Permit and application fees are required from the Marketing & Public Relations Manager.
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Volunteer Performance Management
Code of Conduct
•

•
•
•

All visitors, guests and clients of the San Diego Botanic Garden must be treated with
patience and respect. If you are experiencing difficulty with one of these individuals,
please call the Volunteer Coordinator or other staff member to intervene.
Do your best to be courteous, friendly and cooperative at all times.
Any injury, accident or incident where you might have experienced harm while
volunteering must be reported to the Volunteer Coordinator or other staff member.
Absolutely refrain from any of the following conduct; exhibiting these behaviors will
result in immediate dismissal:
• Yelling, intimidation or threats
• Any physical contact with a client, other volunteer or staff
• Offensive or derogatory comments or jokes or any form of harassment

Equal Volunteer Opportunity
Quail Botanical Gardens Foundation Inc. supports the principle that everyone should be
given the opportunity to volunteer based on his or her ability to perform the job in a
satisfactory manner. San Diego Botanic Garden shall not be influenced by the volunteer’s
race, religion, color, gender, national origin, age, disability, veteran or marital status, or any
other reason prohibited by law.
Ethical Standards
SDBG supports the American Association of Museums’ Code of Ethics: No individual, whether
paid or volunteer, may use his or her position for personal gain or to benefit anyone at the
expense of the Garden, its mission, reputation or the society it serves. No individual associated
with the Garden (or any member of their immediate family or household) may receive
compensation such as gifts, fees or gratuities. NEVER compromise your loyalty to the Garden.
Substance Use
The possession, use or sale of illegal drugs is never acceptable or permissible on SDBG
property or while conducing SDBG business.
Also, the abuse of prescription and over-the-counter drugs and alcohol can compromise
one’s work performance and conduct. Use of these products should be carefully considered
in a work environment.
Harassment
San Diego Botanic Garden is committed to maintaining a work environment free of unlawful
harassment. SDBG prohibits harassment based on sex (including sexual harassment, gender
harassment and harassment due to pregnancy, childbirth or related medical conditions) and
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harassment based on race, religion, creed, color, national origin or ancestry, physical or
mental disability, medical condition, marital status, age, sexual orientation or any other status
protected under federal or state law or local ordinance or regulation. All such harassment is
unlawful.
The SDBG policy applies to all persons involved in its operation and prohibits unlawful
harassment of, or by, any volunteer or employee of SDBG.
SDBG commitment to its volunteers
As a volunteer, you can expect the San Diego Botanic Garden to provide to you:
•
•
•
•
•
•

Advice, support and answers to your questions and concerns
Information about Garden policies and procedures that apply to your work
Supplies necessary for your work, within reason and the Garden’s ability to provide
Supervision and training for your volunteer position
Work by mutual agreement when changing volunteer assignments
An annual dinner to recognize volunteer contributions to the Garden

Ending your Volunteer Service
You may resign from your volunteer service with the SDBG at any time. We request that you
notify the Volunteer Coordinator ideally two weeks prior to your departure and request that
you complete the Exit Interview.
Conflict Resolution
When a group of people work and volunteer together, problems may arise. It is important
that any such issues are resolved as quickly as possible. Occasionally, however, it may be
necessary to investigate certain problems in greater detail. Our problem-solving procedure
provides you with the opportunity to have a review of any problem, dispute or
misunderstanding that arises during the course of your volunteering.
•
•

•

In situations where differences arise between volunteers or volunteers and staff, it is
advised to first try to resolve these differences amongst the parties involved.
If a third party is needed, the Volunteer Coordinator is to be informed and involved.
Under no circumstances shall differences be made public or involve other members of
the organization.
If the grievance is in regard to the Volunteer Coordinator, the Director of Operations
should be contacted.
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Disciplinary Procedures
The following guidelines may be used in some instances at the sole discretion of the San
Diego Botanic Garden:
Step 1: Oral warning with documentation in the volunteer’s file
Step 2: Written warning to the volunteer and a copy in the volunteer’s file
Step 3: Termination/Dismissal
Dismissal
Dismissal of a volunteer is a serious consideration. Before a volunteer is dismissed, attempts to
reconcile the situation will be made, including a meeting between the volunteer(s) involved
and the Volunteer Coordinator and, if appropriate, the Director of Operations. If attempts at
reconciliation are not successful, San Diego Botanic Garden reserves the right to terminate a
volunteer for insubordination, dishonesty, harassment, embezzlement, intoxication or
inappropriate behavior that is unreliable, irresponsible or disruptive.
Off-property Responsibilities
On the infrequent occasions that volunteers are conducting Garden business off property
(transporting plants, pumpkins, etc.), volunteers are encouraged to remember they are
representing the Garden and should conduct themselves in a safe and appropriate fashion.
Two-Way Radios
Two-way radios are located in the Garden Shops, Admissions Booth, or from Staff. These
radios function on a party line, i.e. everyone is listening. Be polite and keep it short. General
procedure is to identify yourself, your location, and who you would like to reach.

Safety Regulations
Lost Child Policy (Code Adam)
•
•
•
•
•
•
•
•
•
•

Obtain Child’s name, age, description and where he/she was seen last.
Radio ALL staff giving all above info. CLEAR RADIO OF ALL OTHER CONVERSATION UNTIL
CHILD IS FOUND.
Try to remain with the parent if at all possible. Get cell phone number.
Manager on duty take over—conduct radio contact and give orders.
ALL staff/volunteers begin search.
If possible, one staff person goes to main exit and monitors cars leaving.
If possible, one staff person goes to overflow exit and monitors cars leaving.
Monitor exits in HCG
If child is missing more than 10 minutes call 911
GIVE ALL CLEAR ON RADIO IMMEDIATELY ONCE CHILD IS FOUND
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Injuries
Quickly report any injuries or medical problems - including your own - to Staff. Injuries fall into
two categories: minor and serious. If minor, be sure to mention that a follow-up with the
person's physician would be advisable. If a Band-Aid or other minor attention is requested,
let the person use a first aid kit (for locations see last section of Emergency Equipment). DO
NOT ADMINISTER FIRST AID YOURSELF.
For serious (major) injuries, notify staff immediately.
Do not move the injured or ill person.
If Staff is unavailable, dial 911.
Give first aid to your level of training; involve bystanders only if necessary.
Stay with the injured or ill person until help arrives; emergency vehicles are just minutes away.
An Accident Report Form (see page 23) must be completed for any incident or injury, serious
or minor.
Accident Reports, which can be found near the first aid kits, must be filled out by Staff and
signed by the injured party and a witness.
If Staff is unavailable, the Accident Report may be filled out by a docent or volunteer.
All completed Accident Reports should be turned in to Ian Cole, Director of Operations, in the
West Wing Administrative Office. (Accident Report amended to the end of this booklet.)

San Diego Botanic Garden
General Safety Rules- All Staff and Volunteers
Obey all posted safety rules.
Do not engage in any activity that would endanger co-workers by distracting them while
they work.
Drugs, alcohol, or employees under the influence are not allowed on the job-site.
No horseplay is allowed on the job-site.
All injuries, no matter how minor, must be reported to your supervisor immediately.
Report hazards and potential hazards to supervisors
Never move anyone who is injured unless they are in danger of further injury. Keep injured
person(s) as comfortable as possible until help arrives.
Emergency phone numbers and first aid kits are available at the Welcome Center, Visitor
Center, Ecke Building, Administrative Offices, Larabee House, Lawn House Garage, and HCG
Offices.
No employee will enter a barricaded area unless specifically authorized to do so.
When lifting heavy objects use your legs as much as possible, not your back. Leg muscles are
stronger than back muscles. Bend at the knees. Don’t stoop over. Keep your back straight.
Buildings and facilities:
Good housekeeping must always be practiced.
All walkways must be open and free of debris at all times.
Storage shelving should be in a good state of repair.
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Working Conditions and Procedures:
Slippery surfaces must be cleaned immediately upon discovery
Tools and Equipment:
All tools and equipment must be kept in good condition. Defective tools, broken handles,
etc. must be removed from service and discarded or repaired.
No employee will use power tools or equipment without training in the safe use of the tools.
The right tool for the job must be used at all times. If you are not sure how to use a tool, ask a
supervisor or another employee.
Never perform maintenance or service any equipment while it is running.
Gasoline and other flammable materials must be stored and transported in approved safety
cans.
Proper footwear will be worn at all times.
Electrical and power cords must be kept out of walk areas, either by stringing overhead,
putting underground or taping or carpeting over.
Never walk or work under any type of suspended load.
If you get dizzy or are not comfortable with heights, do not attempt to work up off the ground.
All ladders must be extended at least three feet above the working surface.
All ladders must be equipped with safety feet or be secured to prevent the ladder from
kicking out.
All ladders with missing or broken rails will be removed from service and discarded.
Information on the report is to include:
• Name, address, phone number and age of injured party
• Factual description of the injury and how it occurred (OFFER NO PERSONAL OPINIONS)
• Statement of the time and exact location of the emergency
• Witness information
Plant Hazards
Be careful when working around or trimming spiny agaves, yuccas, and other plants. Use eye
protection particularly when working in the desert gardens.
Not only are the spines wicked and cause a painful swelling if one is poked, but the sap of
many species is caustic. Don’t use a chainsaw to trim agaves as caustic sap may be sprayed
back on the operator.
The white, milky sap of many euphorbias or spurges is toxic and dangerous if it gets into the
eyes. Blindness can result. Use gloves when handling and clean the gloves afterwards.
Euphorbia tirucall ‘Sticks on Fire’ is a common variety that is especially hazardous.
Stinging nettle is a common winter and spring weed with stinging hairs on the stems. Use
gloves when handling it. The leaf sheathes of some bamboos and the leaves of echium
shrubs have irritating hairs that can cause itching or irritation.
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Earthquake Emergency Protocol
When you feel an earthquake, duck under a desk or sturdy table
Hold onto the desk or table. If it moves, move with it.
Stay under cover until the shaking stops
Stay away from windows, bookcases, file cabinets, and other heavy objects
If you are in a kitchen, move away from the refrigerator, stove and overhead cupboards.
If you are inside stay there; if you are outside stay there
Remain calm and reassure others. If the Ecke Building, West Wing, Larabee House or Lawn
House is crowded, do not rush for the exit. Remain inside until the tremors stop.
Check for structural damage and if necessary, evacuate in an orderly fashion, encouraging
others not to stampede.
Do not light a match or turn on a light switch. Use a flashlight.
Clean up hazardous materials.
If you are outdoors move to a clear area, away from trees, electrical poles and wires,
buildings, other large structures.
Do not use telephones except in extreme emergency. The telephone networks can be
overloaded. Listen to local radio or television stations.
Be prepared for additional tremors and aftershocks.
Fire Emergency Protocol
If a fire has just started or is still small in size, use a fire extinguisher.
Call 911 immediately, if possible
Remain calm and reassure others. If the Ecke Building, West Wing, Larabee House or Lawn
House is crowded do not rush for the exit. Be calm and evacuate in an orderly fashion,
encouraging others not to stampede.
If it is very smoky, crawl low - under the smoke, and leave the building immediately
If you or someone else is on fire

STOP
DROP if necessary, push the other person down
ROLL to extinguish the flames (roll the other person over)

Clean up hazardous materials, if possible.
After evacuating the building go to the main parking lot, staying out of the way of
emergency vehicles.
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Fire Extinguisher Use
Follow the four step “PASS” procedure

Pull the pin: this unlocks the operating lever and allows discharge
Aim low: Point the nozzle at the base of the fire
Squeeze the lever above the handle: this discharges the extinguishing agent. Releasing
the lever stops the discharge.

Sweep from side to side: move carefully towards the fire, keep the extinguisher aimed at
the base of the fire, and sweep back and forth until the flames are out. If the fire reignites,
repeat the process.
Location of Fire Extinguishers
•
•
•
•
•
•
•

Ecke Building: kitchen; large meeting room
Larabee House; kitchen; office
Lawn House: kitchen; office
Gift Shop
Welcome Center
HCG Tree House
West Wing
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Volunteer Opportunities
Ongoing Programs
Educational Programs
Many enrichment activities are offered at the Garden. We have docent/volunteer-led tours,
lectures by horticulture luminaries, classes on a variety of gardening subjects including
composting.
Classes and workshops are as diverse as gourmet cooking, nature-related artistry such as
gourd art, pine needle basketry, drawing in the Garden, and watercolor painting. Contact
Sam Beukema, x204, sbeukema@sdbgarden.org
Hamilton Children’s Garden
SDBG’s Hamilton Children’s Garden (HCG) offers nature-based activities for ages 6 and up
including crafts and seasonal events. HCG is contracted out for birthday parties. Two hour
shifts are typical. Contact the Senior Youth Education Manager, Susanne Brueckner, x222,
sbrueckner@adbgarden.org
Garden Beautification
Spruce up various highly visible areas of the Garden that may need your help.
You can learn more about a vast selection of plants while helping our staff keep this
wonderful resource beautiful, healthy and inviting. Any interested volunteer may come and
work with our docents and staff. Volunteers must be at least 16 or older. We meet every
Wednesday and Saturday morning, from 9 a.m. to 12 p.m. Additional opportunities are also
available on individually scheduled dates. We work in the bamboo Garden, California
Gardenscapes, Hamilton Children’s Garden, Mediterranean Garden, Seeds of Wonder,
Topiaries, Under Sea Garden and many more. Wear a hat and sun block, and bring gloves,
weeders and pruners if you have them. We’ll provide the rest.
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Contact one of Garden Beautification Team Captains
(in alpha order by garden area)
1. Australian Garden: Robert Kopfstein, rkopfstein@earthlink.net
2. Bamboo Garden: Mary Cozza, mcozz22@roadrunner.com
3. California Natives (CA Gardenscapes): Kay
Worley, kcworley46@aol.com and Amy
Freeman, leucadia5@gmail.com
4. Hamilton Children’s Garden: Charlie Garren, cgarren89@yahoo.com
5. Herb Garden: Faith Meakin, fmeakin@gmail.com and Kathy
Anderson, kathsand@sbcglobal.net
6. Incredible Edibles: Greg Hunter, fightingirish1@mac.com
7. Larabee Beds: Sally Sandler, sallysandler1@gmail.com
8. Lawn Garden: Dianna Burke, sweetreddog@gmail.com
9. Lawn House Garden: Sally Sandler, sallysandler1@gmail.com
10. Mediterranean Garden: Linda Stewart, lbs@san.rr.com
11. Mexican Garden: Shari Harrold, saharrold@cox.net, Barb
Osthaus, bgost@sbcglobal.net, and Karen May, keyb76@gmail.com.
12. New World and Old World Desert Gardens: Peter
Jones, peter3496@sbcglobal.net, Sally
Willis, sallyevanswillis@yahoo.com, and Will
Willis, whw_3@yahoo.com.
13. Overlook Succulent Garden: Harriet Halpern,
paige.halpern@gmail.com, and Sharon Metz,
sharonraemetz@gmail.com
14. Seeds of Wonder: Sally Sandler, sallysandler1@gmail.com
15. South African Garden: Susan Starr, susanstarr1@gmail.com
16. Subtropical Fruit Garden: June Andersen, 760-729-3501
17. Succulent Demonstration Garden: To be determined
18. Topiaries: Margaret Jones, mhfjones@gmail.com, and Linda
Wagner, ld.wagner@sbcglobal.net
19. Undersea Succulent Garden: Margaret Jones,
mhfjones@gmail.com and Pam Jara, tpkajara@yahoo.com
20. Walled Garden: Susan Kartzke, kartzke@gmail.com
Garden Shops
Volunteers who work in the Garden Shop and Plant Sales operate a cash register and provide
visitor information. Mon-Sun., two half-day shifts: 10:00 a.m. to 1:00 p.m. and 1:00 p.m. to 4:00
p.m. Contact the Volunteer Garden Shop Manager, Roberta Dotson, 760-944-4413;
robertadotson@gmail.com.
Weekend Admissions
The person sitting in the Welcome Center is the first to greet visitors arriving at the Garden. As
you collect entrance and parking fees, hand out trail and events brochures, and answer
21

general questions, you help to set the tone for any visit. Shifts run from 9:00 a.m. to 1:00 p.m.
and 1:00 p.m. to 4:00 p.m. Contact the Volunteer Coordinator, Jill Gardner at 760-436-3036 x
213, jgardner@sdbgarden.org .
Library
Volunteers staff the Botanical Library, located in the Larabee House. Tasking includes
providing assistance to visitors, along with processing and cataloging new books and
periodicals. Contact the Volunteer Librarian, Ken Hayward, 760-436-3036 x210;
khayward@sdbgarden.org.
Propagation Nursery
Volunteers are tasked by Staff Senior Horticulturist, Liz Rozycki on Monday and Wednesday
mornings.
Succulent Wreath Team
New team members collect materials and perform maintenance, including watering, for the
succulent wreaths sold in the Gift Shop Nursery. After completing a wreath-making class, you
will start making wreaths. Contact the Team Leader Jane Boler at bolerj14@gmail.com.

Contracted Events & Meeting Spaces
The Garden can be contracted for private parties, events & meetings. Most Fridays,
Saturdays and Sundays from April to October are busy with weddings, parties, and memorials.
During the week there are corporate events, parties, group functions, receptions and
sometimes weddings as well.
The Walled Garden, Herb Garden and Gazebo lawn are beautiful venues for large weddings
and receptions of 100 to 250 guests. There is a need for volunteer help with these larger
events, like monitoring set up, directing parking overflow, or assisting guests on where to find
an event.
The Waterfall Deck is a tranquil ceremony location for small intimate groups. The Lawn House
Garden is a unique location for a reception, shower, or memorial. The Ecke Building is perfect
meetings and displays.
Any questions regarding weddings should be directed to Lita Dante at 760-436-3036,
ldante@sdbgarden.org. Queries regarding events or meeting space should be directed to
Souhayla Ford at 760-436-3036 or sford@sdbgarden.org
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Events at San Diego Botanic Garden– 2017
5K Paw Walk
February 18, 2017
Rancho Coastal Humane Society and the San Diego Botanic Garden have teamed up to
invite all visitors AND their pups to walk the gardens. We will have a 5K walk mapped out.
Visitors will have a chance to talk to vendors and get a free t-shirt!
Spring Planting Jubilee and Tomato Sale
March 18-19, 2017
Local growers and nurseries show off their products. Specialists give lectures and
demonstrations on herbs, herbal products, and tomatoes.
ArtFest
April 8-9, 2017
A delightful combination of a Fine Art Show, Quick Draw Contest, Art Demonstrations, and
Asian Art Show (including Bonsai displays, Ikebana displays, the opportunity to purchase their
favorite pieces of art.
Spring Party with Bunny in Seeds of Wonder
Saturday, April 15, 2017
Children ages 2 to 6 are invited to visit our gentle bunny, pet real bunnies and chicks, and
make some colorful spring crafts.
Chocolate Festival
May 13, 2017
A treat for the whole family is held the day before Mother’s Day. Participants enjoy
delectable chocolates, abundant spring flowers, demonstrations, and arts and crafts for
children. 80 volunteers are needed for this popular event.
Palm, Cycad, Bamboo and Tropical Plant Sale
May 27, 2017
This one-of-a-kind event features rare and exotic species of palms, cycads, and other tropical
plants provided by exceptional Southern California nurseries. This event is co-hosted by the
Palm Society of Southern California and San Diego Botanic Garden.
Fairy Festival
June 17, 2017
Fairies! Come celebrate summer at the Hamilton Children’s Garden. Wear your fairy costume
if you have one, or come just as you are. Create a fairy house, make fairy treasures, leave
messages on the wishing bush, or shop in the Fairyland market. Enjoy crafts, Fairy Parade, free
play and stories. Don’t forget to bring your camera for a picture with the Fairy Queen.
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Insect Festival and Ladybug Festival
July 26-27, 2017
This one-of-a-kind event features thousands of fascinating creepy-crawlies including
live insects, lizards, snakes, and the famous “Madagascar hissing cockroaches.”
Children can practice bug collecting, hands-on insect arts and crafts, and even taste
cooked mealworm larva (in various flavors such as mesquite, teriyaki, and barbeque!).
Entomologists and other bug experts will be available for questions and more than 20
informational booths will teach and entertain children and adults alike.
Gala in the Garden
September 7, 2017
The Gala, which is held in September, helps to fund key Garden improvements and
overhead. The Garden is transformed with live entertainment, fabulous lighting and
decorations, and culinary delights. Contact Doreen Prager 760-436-3036 x218.
Orchid Clinic
October 7, 2017
Participants choose one or all of the four great education sessions. Each session is
presented by local expert orchid growers who will impart valuable, easy to use
information on how to select, grow and care for orchids. Local orchid vendors will be
on hand selling orchids and available to answer questions.
Annual Fall Plant Sale
October 21-22, 2017
SDBG’s oldest fundraiser is entirely organized and staffed by many, many volunteers.
Local growers and nurseries clear year-end inventory, donating thousands of plants,
and customers enjoy great prices! To help out, contact Stacy Fattaleh at 760-207-4259
or sfmermaid@cox.net or Jane Hunt at jane-hunt@sbcglobal.net or 760-275-5970.
Garden of Lights
December 2-23 & 26-31, 2017
After the sun goes down, the Garden is transformed into a dazzling winter wonderland
with over 150,000 sparkling lights illuminating the Garden for a magical holiday
experience. Many of these lights are LED, which are much brighter than regular lights.
Activities include horse-drawn-wagon rides, holiday crafts, marshmallow roasting, visits
with Santa, live music, hot mulled wine in the Walled Garden, and refreshments.
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New Employee and Volunteer Acknowledgement
As a new employee & volunteer of San Diego Botanic Garden, I have received and read the
following forms:
_____

SDBG Safety Rules – Outside Staff

_____

SDBG Safety Rules – General

_____

SDBG Safety & Health Policy Statement

_____

SDBG Safety Inspection Committees

_____

SDBG Fire Emergency Protocol

_____

SDBG Hazard Communication Program

_____

Earthquake Emergency Protocol

Print Name: __________________________________________
Signature: ____________________________________________
Date: ________________________________________________
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Accident Report
Time of incident: ________________________ o AM
o PM
Date of incident: ________________________________
Name of involved party: _________________________________________ Date of
birth (MM/DD/YYYY): ______________________
If under 18, parent/responsible party name:
________________________________________________________________________
Address: _______________________________________________________________
City:____________________________________ State/Zip: _____________________
Home or Cell Phone: _____________ Work/Alternate Phone: _______________
o Employee
o Guest
o Member

o Volunteer
o Vendor

Description of the incident/injury. What/Why/How did this happen?
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
Where did incident occur? (Be specific)
_____________________________________________________________________________
Weather conditions at time of incident (i.e.; icy, snowy, rainy, etc.):
_____________________________________________________________________________
_____________________________________________________________________________
Condition of the area prior to the incident (if staff was there moments before
important to document)
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
Photos of area taken by whom (be sure to take photos of specific site &
surrounding area)___________________________________________________________
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Was the injured party attending a private event (wedding)?
o Yes
o No
If so which event?___________________________________________________________
Describe any property damage:
_____________________________________________________________________________
_____________________________________________________________________________
Did involved party request medical attention?
Was first-aid administered? o Yes
o No

o Yes

o No

Was involved party offered medical attention?
Was it accepted?
o Yes
o No

o Yes

o No

Was an outside agency called to assist? (Fire Dept., Police, Ambulance, etc.)
o Yes
o No
If yes, who was called to assist?
_____________________________________________________________________________
_____________________________________________________________________________
Witnesses o Yes
o No Witness name(s):
________________________________________________________________
Witness address: __________________________________________________________
Witness phone: ______________________
Witness description of incident. What/Why/How did this happen?
______________________________________
_____________________________________________________________________________
________________
_____________________________________________________________________________
________________
Report submitted by: _______________________________________________________
Date: ______________________________
Report reviewed by: ________________________________________________________
Date: ______________________________
Designated person for follow-up phone call:
_____________________________________Date for follow up call: ________________
Guest Incident Report (or Guardian if applicable)
Description of incident/injury:
1.
What were you doing before the incident occurred?
_____________________________________________________________________________
_____________________________________________________________________________
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_____________________________________________________________________________
_______________________________________________________________
2.
Where in the garden were you located when you were injured?
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_______________________________________________________________
3.
Did you notice any conditions that could cause injury?
Please describe.
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_______________________________________________________________
4.
Please describe the weather conditions at the time of the incident?
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
________________
5.
If applicable, name of the Event you were attending
_____________________________________________________________________________
_____________________
Signature: _________________________________________________ Relationship
________________________________
(i.e.; self, parent, guardian)
Date: _________________________
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Volunteer/Docent Emergency Response Orientation
Team Leaders please review with new volunteers and return completed form to the Director of Horticulture.

Emergencies: In case of an emergency, dial 911 (from a landline if possible). Report the incident as soon as
possible to staff member who will complete accident report form to be turned in that same day.
Instructor’s Name:

_______________________________________

Volunteer/Docent Signature: _______________________________________ Date: ___________________

Locations

First Aid Kit

Fire Extinguishers

Welcome Center

On top shelf
above phone

Inside door to left

Ecke Building

In the kitchen

In the kitchen

In south east
corner of large
meeting room

Gift Shop:

Behind sales
counter

Inside door near
counter

Outside entrance
to Women’s
restroom

Hamilton
Children’s
Garden

Office desk

Small storage
shed below mtn
stream

Larabee House

Horticulture
Office

Horticulture
Office

Inside Garage
above tool table

Inside small
garage door

In Carpenter’s
workshop

In Carpenter’s
workshop

Top of black
cabinet

Inside front door
on right

Lawn House
Maintenance
Shed near back
entrance
West Wing/
Administration
Office

Defibrillators

Eye Rinsing Station

Outside office on
SW corner
(across from
restrooms)

Inside family
restroom

Garage Restroom
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Emergency Phone
(in-house)

