NEIGHBORHOOD WATCH PROGRAM

STANDARD OPERATING PROCEDURES (NHWSOP)

1. PURPOSE:

The purpose of the Candlelight Oaks Neighborhood Watch Program is to increase the safety, security, and well-being of Candlelight Oaks residents by establishing a program to provide increased observation and reporting of suspicious or dangerous activities, incidents, and actions.

2. DEFINITIONS:

a. Neighborhood Watch Program: The program established and supported by the Houston Police Department to facilitate the reduction of crime and other activities through increased involvement, observation, and reporting by neighborhood residents.
b. Security Committee: The committee and its members as designated by the President of the Candlelight Oaks Homeowners Association Board.
c. Volunteer Security Coordinator and Assistant VSC’s:  The individual(s) appointed by the Security Committee to coordinate volunteer security activities for Candlelight Oaks.
d. Candlelight Oaks Neighborhood Watch Program Coordinator: The individual who plans the program, coordinates the activities of the Block Captains, and maintains liaison with the Volunteer Security Coordinator.
e. Block Captains: The “heart” of the Program. These are the individuals who recruit, train, and schedule the volunteers within their assigned “blocks”.
f. Observers: The individuals within each block who observe and report suspicious or unusual activities. These are the eyes and ears of the program.
g. Blocks: Geographical areas designated for control by a Block Captain. When possible will be designated by street intersections, but will be governed by sight distances and number of houses that can be observed.
h. Observation Schedule: The scheduling of volunteers within the various blocks by their Block Captains to ensure adequate coverage during critical hours.
i. NHW Report: The report, using the provided forms, of any and all activities during a scheduled observation time, and/or an unscheduled observation of suspicious or similar activity.
j. Police Dispatch: The HPD non-emergency phone number for dispatch of patrol units to investigate non-critical incidents. (713-222-3131)
k. Emergency Dispatch: The emergency 911 number to be used for all critical incidents, such as: crime in progress, serious accidents or health incidents, fires, etc. If, in doubt, call 911!
l. Judgment Resources: Neighborhood individuals who can provide guidance and information on non-critical items. First priority is the neighborhood Officer Patrol at 713-858-8020. Other resources will be identified and provided.
m. Watch Card: A laminated card with critical phone numbers and instructions to be provided to each volunteer. 

3. RESPONSIBLITITIES:

a. Security Committee: 

· Provide overall oversight of the total Candlelight Oaks Security Program.

· Provide oversight, assistance, and guidance to the Volunteer Security Coordinator and any assistants that may be appointed.

· Review and recommend approval to the Board of procedures established for the volunteer programs.

b. Volunteer Security Coordinators: 

· Provide oversight of the Candlelight Oaks Volunteer Security Program.

· Provide guidance, training, and general assistance to the Neighborhood Watch Program Coordinator.

· Assist the Program Coordinator and Block Captains in understanding and fulfilling their responsibilities.

· Assist with training of Block Captains and volunteers if requested by the Program Coordinator.

· Review reports, extract intelligence and file, provide feedback to volunteers.

· Recommend appropriate recognition for Program Coordinators, Block Captains, and other volunteers who provide exceptional service to the community.

c. Candlelight Oaks Neighborhood Watch Program Coordinator: 

· Recruit and train Block Captains

· Provide guidance, training, and general assistance to the Neighborhood Watch Program Block Captains.

· Assist the Block Captains in understanding and fulfilling their responsibilities.

· Train Block Captains and assist them in training volunteers.

· Identify back-up Program Coordinator from Block Captains to cover during absences.

· Collect reports from Block Captains and forward to the Volunteer Security Coordinator.

· Recommend appropriate recognition for Block Captains and other volunteers who provide exceptional service to the community.

d. Block Captains: 

· Recruit and train volunteer observers within their areas.

· Coordinate with volunteers and schedule them in accordance with their availability to cover critical times.

· Collect reports from observers and forward them to the Program Coordinator. (This may done via “hard copy” or by “E” mail.)

· Identify back-up volunteer to act as Block Captain during absences.

· Meet new residents in their “blocks” and brief them on the NHW program.

· Recommend appropriate recognition for their volunteers who provide exceptional service to the community.

e. Observers: 

· Be available during scheduled shifts, observe, and report.

· If suspicious activities are observed during non-scheduled times, take same action as though on shift.

· Recruit additional volunteers within the neighborhood.

· Assist Block Captain as requested.

4.
PROCEDURES:

a. Block Captains should verify the availability of observers for assigned shifts. If an observer cannot be available for an assigned shift, the Block Captain may either elect to not have anyone on shift at that time, or arrange a substitute.

b. Observers should locate a comfortable viewing position within their dwelling which provides a good view of their assigned area. Usually, observation is better from the second story.

c. During hours of darkness, keep the room that you are using dark. You could use a small reading lamp to read, knit, etc. or watch a small TV. Regardless, frequently scan the entire area.

d. It is helpful to have a pair of binoculars available for your immediate use. A video camera is also very handy for providing evidence and leads.

e. Remember, you are the eyes and ears of your block!

f. Immediately upon starting your shift, make an initial entry in your report. Note the time you started and any other factors that you desire.

g. If a suspicious or dangerous activity is noted. Make an immediate determination whether it constitutes an emergency. If it does, do NOT hesitate, call 911. Ask for “police” if is criminal, “ambulance” if it is a medical emergency, and “fire” if it involves fire or hazardous materials. Tell them you are a member of the Neighborhood Watch and give the address of the problem, your address, and your phone number. After calling 911, call CLO Officer Patrol at 713-858-8020. If the phone is not answered, please leave a message on the answering machine with the details as known at that time.

h. If the activity is suspicious, but does not involve an immediate threat, call HPD dispatch at 713-222-3131. Notify them of the nature of the problem and ask for immediate police assistance. Tell them that you are a member of Neighborhood Watch, and provide them your phone number, and address. Ask them to notify you of the estimated time of arrival (ETA) of the responding unit. Call CLO Officer Patrol at 713-858-8020. If the phone is not answered, please leave a message on the answering machine with the details as known at that time.

i. After calls are made to the immediate responders, please call one of the Volunteer Security Coordinators. (Ken Jayne at 713-254-1797; or Steve Vina at 713-688-3820) (You may also call them for advice at any time.)

j. DO NOT ATTEMPT TO INTERVENE IN ANY INCIDENT. LEAVE THAT FOR THE PROFESSIONALS!

k. Make an entry on your report form of the incident, to include who was contacted.

l. At the end of your shift, close out your report. Give it to your Block Captain as coordinated. (Note: Details may be provided orally or via “E” mail to Block Captain for consolidation in the block’s report. You may keep your written report for your own records, if this is done.)

If you see a crime in progress or any emergency dial 911
If you need non-emergency assistance or police dispatch call 713-222-3131

Candlelight Oaks Security Service Line call 713-858-8020

Refer to the security link @ http://www.candlelightoaks.org for more resources
