THE COORDINATOR’S ROLE
The Neighborhood Watch Coordinator oversees the implementation of the Neighborhood Watch Program in their community.  The Coordinator will be the liaison with Police Department, and will make most of the day-to-day decisions involved in running a successful Neighborhood Watch Program.  Most Neighborhood Watch Coordinators have full-time jobs; being at home during the day is not required.  A reliable telephone messaging system is important.  Specific duties include:

1. Recruit and supervise the Block Captains and make sure they are carrying out their duties.  Hold regular Block Captain meetings.

2. Hold regular Community Neighborhood Watch meetings.  We suggest one per quarter.  More often if a serious incident occurs.

3. Distribute forms (such as Security Surveys, Operation ID brochures, and other informational materials) and Property Engravers to the Block Captains.

4. Keep track of which homes have completed Security Surveys and done their engraving.  Consider using a detailed street map, and highlighting or checking off homes as they complete each step.  This will enable you to determine when you have reached your goal of 50% participation.  You will also be able to tell, by the number of forms returned, which block captains might need help.

5. Establish a Communication Network to disseminate information about crimes and suspicious activity in the neighborhood.  Establish policies about how and when to report certain crimes; then, be consistent.  Strive to report accurate and objective information.
6. Plan special Neighborhood Watch events, such as National Night Out observances, community picnics, etc., aimed at getting neighbors to meet one another.

THE BLOCK CAPTAIN’S ROLE

The Block Captain serves as a crucial line between the Neighborhood Watch organization (the Coordinator) and the individual residents.  The role requires a responsible person with time and interest in working as part of the team.  Most Block Captains have full-time jobs; being at home during the day is not required.  The Block Captain should have a reliable telephone messaging system.  Specific duties include:

1. Be responsible for a manageable number of homes (usually 10-15).  Go door-to-door and introduce yourself.  Keep track of who is living in each home in your area (using the Log); record the person’s name, telephone number, (also email or fax), and their participation status.

2. Distribute and/or collect certain Neighborhood Watch forms (Security Surveys, Property ID brochures, etc.).

3. Coordinate the use of the Engraver.

4. Communicate Neighborhood Watch news to people in your area via telephone calls, fliers or personal contact.

5. Serve as the contact person for people on you street to notify about crime or suspicious activity.  Promptly notify the Neighborhood Watch Coordinator of this information.

6. Attend Block Captain meetings.

7. Go back to a house that has changed residents and make an initial contact.  Explain the Neighborhood Watch program and distribute materials.
Becoming a Block Captain can be a very rewarding experience.  You meet neighbors you might not have known otherwise.  You serve important functions by keeping people informed about incidents in the community and by providing information about how to can secure their homes.  It is a visible position that is vital to the success of the Neighborhood Watch group as a whole.

INITIAL COMMUNITY MEETING

Your first community-wide Neighborhood Watch meeting should be well-publicized because a good attendance will get you off to the best possible start.  The goals of the first community meeting include the following:

· Review crime statistics for the area.

· Identify any special areas of concern facing your neighborhood.

· Explain the Neighborhood Watch program and how it works.
· Identify areas where Block Captains are still needed and solicit volunteers.

· Discuss the Communication Network.

· Explain the next steps.

Situate a table near the door with sign-up sheets and name tags.  Handouts should include an agenda (important for running an organized meeting), recent crime statistics, Neighborhood Watch informational materials, and a map of the neighborhood.  Also prepare a telephone list, including your name and telephone number, relevant Police Department phone numbers, (including the non-emergency number), and the name and telephone number of your COPS officer.  If Block Captain’s name and number are available at this point, provide those as well.

Consider having the participants sit in rows according to the street they live on.  This serves two purposes: 1) They get to meet their nearby neighbors; and 2) Block Captains are easier to choose when the residents of each street are sitting together

INITIAL BLOCK CAPTAIN MEETING

Block Captain meetings are usually held in someone’s home, although a convenient meeting location can work as well.  At this first meeting with your Block Captains, review the Neighborhood Watch program once again, and focus specifically on the role of the Block Captain.  Review the Block Captain duties, and the materials they will be distributing.

The following items should be distributed to the Block Captains at the initial meeting:

1. Block Captain logs (2 per person).

2. Block Captain job description (1 per person).

3. Map of Neighborhood Watch area (1 per person).

4. “Dear Neighbor” Introductory Letter (1 per house):  Customize to include Coordinator’s and/or Block Captain’s name and telephone number.  The letter should include:

· Summary of Neighborhood Watch fundamentals

· Purpose of Security Survey (which will be attached)

· Telephone numbers of Police (non-emergency, COPS officer, Oxon Hill Station), Neighborhood Watch Coordinator and Block Captain.
5. Security Surveys (1 per house).

6. Various safety brochures or handouts that are available from Police (ask your COPS officers).

NOTE:  
Property ID brochures and Property Engravers are not usually distributed this soon.  Residents can best handle one task (for now, the Security Survey) at a time.

During the start-up period of your Neighborhood Watch, hold Block Captain meetings regularly, perhaps once a month.  It is important to meet often to answer questions, provide support, and make any adjustments needed in the program.  If certain Block Captains are having trouble getting around to the houses, often to find a partner to help them or to split the territory.

