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CITY OF ORANGE 
29 NORTH DAY STREET, OR.ANGE, NEW JERSEY 07050 

TELEPHONE (20l) 266-4005 

TO THE RESIDENTS OF ORANGE: 

Latest available repo~ts indicate a tremendous 

upsurge'· in'~~ime throughout the nation. The 

proper handling of these criminal situations 
",' . 

is of vital concern to·~aw enforcement officials. 

It is hoped the background material herein~ will 

help to stimulate your knowledge of the problems 

we are .·c,?nstantly facing. The members of the 

Orange ·P~lice 'Departmemt and I hope it helps:' . .', 

. '. 

generat~ a spirit of cooperation. 

..': 

.Joel L. Shain 
Mayor 
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BKCAUSE 

. WHY ORGANIZE A BLOCK ASSOCIATION? 

Sometimes, as an individual, you may not be able to 
make the changes that are needed 

or 
Sometimes, needed services are not available 

. or 
Sometimes, the services may be available,. but you 
may not kno't-1 they exist or how to obtain them 

and 
;t; .' roo J," BECAUSE Sometimes, you get tired of being completely anonymous, 

and would like to get to know your neighbors. i' 
t<~~ i 
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If you were to ~tart looking at the various problems that exist in this 
city today - crime, unemployment, housing inadequacies, social isolation~ 
lack of proper sanitation services - you would probably feel overwhelmed 
if not helpless, and quickly close the door to your apartment or home·. . 
But, if you were to s'tart reciucing these same problem,s to the block level -
to a human scale - you would' soon realize that these problems are not only 
manageable~ but that you and your neighbors, as a group, could ~esolve 
many of them. Many blocks in this community have organized block asso-

-eiations specifically because t~ey have recognized that a group of neigh
bors, working togethe.r aroundcomrnon interests and common goals, can 
accomp~ish much more than one person, working alone. 

J '. 
! Block associations do not only have to solve problems; nor do they have·to 
~. be organized because of 4:l crisis or an ~ergency situation. l.Je have found 
t~;':.,;.,.. that one of the main threads that keeps many block associations going and 
f I grovling. is the bond that develops among neighbors. Then:. "neighbor" no ' 
r"Jlonger remains a term that is used to identify the pel."son living next door~. 
f but it develops a meaning that transcends socio-economic and age differences. r -1.. There is an improvement in _the quality of . life on the block as people begin 
~lil: .to realize that their apartment - their ho~e - is part of a community, and 
r" i that community is the bloc;k~ . . . 
r~i:- t. . .- , . 
~.'. r ' We strongly believe that a,sound and stable community can be developed and , 
I'. \ maintained by forming coalitions between the new neighbor~ and the old~ be-
l" ( tween the. more affluent and the less, and, between the young and aging. As 
I,,; block S:'ssociations" are formed, people begin 'to feel much safer on their 
t T.· block, because they recognize and know their neighbors, and look after one 
L L . another. As people kno't., and work with each other and develop l'Edghboring 

'. L i., .relationships, a natural he~p~ng :network evol~es. 

.: 

~~ ..... 

. II .... , The follOWing ~nual pro~~~es 'a very practical step-by-step process to help r1 you. organize and maintain a solid block association. We hope this infor- ' .. ,' ",:' . : .. ,. . 

j'; I ,,:'" tion will be of use to y,~>an4 we wish :you great suce"ss. ," " .. , ,:" ,:: 'f,:' , 
1)' • '. ~\..: ... ~.. . .' .-". 
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THE Hot.J-TO' S OF ORGANIZING A BLOCK ASSOCIAT,ION 

BEFORE YOU BEG1:~: 

So, you're thinking about organizing a block association. Before 
you do anything about putting your thoughts into action, ask yourself 
why you uant to start one., What is the reason you think your 'bloc~ 
might benefit from a' block association? You should consider' that the 
reason you 'may 'Want a .b10ck association may ~ be the same ~eason(s) , 
that otl.;er residents of the block might want one. 

Are you 'Willing to be open about other ideas? Are you wil1~ng to 
let the block, as a 'Whole, dete~ine priorities ~nd what act;ivitl.es, 
will ble undertaken? If your ans'Wers are yes, read on. 

" 

STEP C).NE: LOOK AT THE BLOCK CLOSELY, 

Take a' walk"~ S"io~i~,' up and do'Wn your block, and really look at '.' 
it closely. Try' \0" 'get a "feel" for the block. 

Look'at the pnysical structures of the block. 
- ~at kinds of'quildings are on the block? 
- Ho'W many buildings are there? About how many ap~rtments 

are in:each? (You can count mailboxes). 
- In what condition are the -buildings'l . 
- Are the~e ~y'abandoned or unfinished buildings? 
- Are there any stores or businesses on the, block? Where 

are they, located? 
- Are there any vacant lots or alleyt'rays? 
- ~~at is the condition of the sidewalks and streets? 
- 1-1hat. is' :l;ighting on the' block like? 
- Are there" any schools or institutions on the block?, 
- What is'the 'g~rbage situation on the block? 

~ , 
'.f._ 

'. 

, . 

. , 

It :nay be helPf~r!i~' '~~aw a map ~f the block. 

. ' 
. - , ...... ..-:\ ' .. 

. ...., '. . .!.:.;:.~;...:~~ .. ~~:.. - ';".r..-. 

Look at hOl,}' people are USING the block. , 
" - Are people .. s~tting on build?-ng stoops? 

- Are people~ talking to each other? ' ,. 
- Is it a .'~transient" block - used by people pas~ing through; '" 
- Are there ',childr~n playing outside? . . 
- Do you see'" teenagers or elderly people? 
.:. Do you notice 'anyone ~.looking out of their windows 'I 

Is there:a store' that appears to be. a focal poin~ for .' .. 
people opthe block? . -t"'. '. . 

After' you' ha;e fin~~~~~:"~~~:r; 
and negative things th~~,.you 

~: :.~::.~:\. ~;:,; 
.. ;;,".:".:-.. ; .. :' .. . :". ' .. -~ . ...... ..... . 

.. 
"observations" make a list of 
have noted about 'theblock~ .; .. 
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STEP TWO: TALK TO YOUR NEIGHBORS ,. 

Start talking to people who live and work on the block, either 
people you may know, or people you see on the street. You may find 
it difficult, at first, but don't be afraid or embarassed. Chances 
are that people 'Will be enthusiastic. The worst that can happen is 
that they will say they are not interest .. ed. If you are really serious 
about organizing a block association, at some point you will have to talk 
to people you ~on't lcnow, so you ~y as well startno'W. 

Tell the people you talk to that'you have been thinking about getting 
a group of neighbors together to discuss whether or' not the block might 
benefit from a block association. Ask them if they are interested in 
coming to s~ch a meeting, and ask that ·they start thinking about what 
common needs and common problems exist and how a block association may 
resolve them. Exchange names and telephone numbers with the people and 
let them know 'When yo~ will be contacting them about the meeting. Keep 
a list so that you don't ~eave anyone out. Try to call the meeting with
in one or two 'Weeks following these talks so that people's interest will 
not wane. 

Now that you have a core group of people 4 or 5 - who have eXpressed 
·an interest in TALKING ABOUT ORGANIZING A BLOCK ASSOCIATION, you are ready 
for: 

STEP THREE: CALL A PRELIMINARY MEETING 

This meeting can be held in your home. Offer some refreshments if 
you can - coffee/tea and cookies aLe fine. Don't start "business" right 
away so that people can have the opportunity to talk to each other first. 

When you are ready to start, introduce yourself and then ask, people 
to introduce themselves and t.ell in which building or h~me they live. , Ask 
them to tell a little about themselves, such as hm~ long they have lived 

. on the block, what their interests are and why they came to this meeting. 
Since you may be the only person'to have spoken to each one,'itis impor
tant to share the information you may have learned with the rest of the 
group. You can give an ~verview of what you noted about the block wh~n 
you did your lIobserva~~onn. • :" . 

Encourage everyone to have a say • 
PEOPLE FR01-1 DISCUSSING PRIORITIES. 

BUT, at this stage, DISCOURAGE 

KEY QUESTIONS TO RAISE:.', ,: 

- Why organize a block association? , 
-'Are there'common needs/problems among the block's residents? 
- What ,~ould be 'the purposE:f(s) of.a block association? 

. - What aoes each person wpnt the block association to accomplish 
~ A;S A GROUP? . 

" 

'I' ~ 
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, Keep in mind that this meeting is only a beginning.' Depending on 
t,he discussion, you may all decide~ for some r:eason, that the time is 
riot ripe for organizing a block association. If, though, things seem 
to be moving along well, talk about calling a second plannin?, weeting. 
Ask if each person at this meeting could talk to their neighbors and 
bring one person, each, to another planning meeting, to be called the 
following week. (Try not to wait more than two weeks for the second 
meeting). Ask if someone else would like to host the meeting. 

STEP FOUR: CALL A SECOND PLANNING MEETING 

Basically, the process at this meeting will be very similar to the 
first, but as ne't'? peQple will be there, it is important to encourage their 
participation and ideas. Ask the new people to identify what is impor
tant to them on the block, and, AS A GROUP, start placing issues in~order 

,of importance. Include in this listing any issues that may have been' 
raised during the first meeting that may not have been mentioned at the 
secon~. 'Keep in mind ~hat although this group is, in effect, setting 
priorities, it is still a sma]:l group, alid these "priorities" are only' 
tentative: 

With this larger group of people. (6 - 8) you have the makings of a 
"steering/organizing" committee for the block association, but REl'ffiMBER, 
YOU STILL DON'T HAVE A BLOCK ASSOCIATION. 

Start talking about calling a full meeting of the block. 

KEY QUESTIONS TO RAISE 

1. WHEN WILL THE MEETING BE HELD? 

Select alteZnatiye dates in case the pJ.ace you would like to 
hold the meeting is not available. Generally, an evening during 
the week, or a Sunday afternoon, is ~.a good time ,to 'hold the meet
ing. 

2~ 'WHERE WILL THE 1-IEETING BE HELD? 

If there is a school, church/synagogue, community room, large 
lobby of a building located on the block or nearby, ask one or two 
people to take on the responsibility of finding out if the meeting 
can be held there. Although it is best to have the meeting on the 
block, this may not always be possible. Find out if chairs can be 

'supplied at potentia~ meeting.sites. Some groups, when advertising 
a meeting, tell people to bring their own chairs. If a place wants 
to charge a fee for the use of a meeting room, appeal to their sense 
of' cOIll,l!lunity and ask that this be a donation to the upcoming block I' 

association. Another possibility is to negotiate an "exchange - of 
service" e.g., if the institution provides a free meeting site, the 
block association when fcrmedwill do "X" fqr the institution. 

11 
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3. 110\-1 WILL THE l-IEETING BE ADVERTISED? 

Generally, fliers - a one page announcement - are the best way to 
publicize the meeting. Someone in the core group may have artistic 
skills and could design the flier. Or, you can purchase "press-on" 
letters from a local art supply store and make up the flier that way. 

Be creative in designing the flier. Use a catchy phrase, such as: 

"NOTICE TO NEIGHBORS: MEETING TO DISCUSS FORMING A BLOCK' ASSOCIATION" 
or 

"COME AND MEET YOUR NEIGHBORS" Use your imagination! 

When you design the flier, be sure that the DATE, TIME AND PLACE 
of the meeting stand out clearly. Try,not to make it too wordy, so 
that if someone is just glancing at it they wili know what it is about. 
You might consider including the name and phone number of someone from 
the steering committee in case people want more information about the 
meeting. 

.Make up enough fliers to distrihute to everyone on the block. By 
counting mailboxes, you can easily find out how many apartments or homes 
are on the block. Ask ·if someone in. the. group can duplicate "x" number 
of cQpies of the flier at their job, or if each person could xerox/mimeo
graph 100 copies each. If this isn't- possible. find out if there is a 
local printer nho could print up the flier for free. You can tell him! 
her that their name ,viII be on the flier - ,;'Pri1'lting Services Donat:ea Dy 
-------" Or, find out if there is a community center or neighborhood-based 
agency in the area that could print up the fliers for you. 

4. HOlol lULL THE FLIER BE DISTRIBUTED? 
\1 

Depending on the number of people in the steering/organizing comm~ttee, 
and the number of different buildings they live in, you can: 

a) ask each person to post fliers in their Olm building (lobby, 
elevator, laundry room~ etc.) and leaflet under each dcor. 
NOTE: If people will be leafletting under doors; make sure 
that they kno't~ to place the flier completely 'under the door so 
that if does not show from the hallway. 

b) ask each person to do this in two buildings on the block. 
c) ask superintendents to help in the distribution. 
d} ask merchants on the block if you can post notices on store 

windows. 
'e} ask each person to distribute leaflets to every home on a 

particular block. 

Be sure that every building has at least one flier posted in the 
lobby. Decide on the date by Yilhich all fliers should be posted. Usually, 
3 - 5 days notice is fine. 



; 22 Q J j $ ;= 

,. 

f) 

.) 

,,, 

• v 

-5-

5. SHOULD THE ORGANIZING/STEERING CONMITTEE PREPARI!: A snORT 
QUESTIONAIRE TO GIVE OUT AT THE FULL ~1EETING? .. 

A good way to get people's opinions about their concerns for 
the block is to ask them to complet;e a questionairp.,. By conducting 
this survey, people will feel that they r,~ally are a part of the 
process. Also, filling out a questionaire will give people something 
tangible to do at the beginning of the meeting.' In addftion, it will 
be important for the block association, when and if formed, to find . 
out: ;.,,~. 

a) WHO the people are? " () . 
b) 'WHAT are their occupations? hobbie? interests? skills? 
You are not being nosey by asking this information: you are

j
} 

finding out what (;the RESOURCES of the people are in terms of 
how,they can help the block association. (e.g., If the block 
association, at some point, decides to incorpora~e, an at~orney 
who lives on the block might be willing to do th~s; but, ~f you 
didn't know that he/she was an attorney, you wouldn't know to 
ask.) Consider making up a 3 x 5 card file of members listing 
their "resources information." 
c) What are the concerns of people living on the block? 

'tt t d "X"? d) Can they serve on a cotlu'l~ ee 0 9."1 • 

e) Can they write f~r,ablock Ne.wsletter? 

The questionaire can be filled out and returned as people first 
come. to the meeting. See "SANPLE QUESTIONAIRErr - Attachment 'A'. 
Ask if someone from the steering/organizing committee can type and 
duplicate the qu~,~tionaire that is developed BY THE GROUP. If one 
or two people frd1il the steering/organizing committee volunteers to 
draw up the questivnaire, it is suggested that a system be set u~ so 
that th*i!:; other members of this commi~tep. can revie't~ the draft pr~or 
to finalizing it. 

6. SHOULD yOU HAVE NAME TAGS, A SIGN-IN SHEET, AND REFRESHMENTS 
AT THE FULL ~1EETING? 

Generally, the answer to all three should be ye~. Members of 
the steering/organizing committee can ask iiocal merchants to .~donate 
some refreshments for the meeting. Make up a sign indicating who the 
contributing merchant(s) , is/are. Decide on w~o will "~btain name tags, 

,who 1·1111 sit at the sign-in table, and who will distribute and collect 
the questionaire. (Have pencils available). 

7. SHOULD A SPEAKER BE INVITED TO THE FIRST MEETING? 
<) 

If one or two people fr~in the st~ering/organizing committee feel 
comfortable enough talking about block association, it is-not necessary 
to invite an outside speaker. However, if the planning group decid~s 
they would like a speaker, you can consider in~iting'the pre~iden: of a 
nearby block association. Call the Orange Pol~ce Department s Cr~me 
Prevention Unit to find out the closest block association to your block. 
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8. WHO SHOULD CHAIR THE FIRST MEETING? 

Take a vote of the steering/organizing committee to decide '-Tho 
should chair the first meeting. This person should identify him/her
self ONLY as the chairperson' of that meeting. RENE~IBER: Since there 
still is no block aSSOCiation, any "position" held is TEHPORARY. 

9. SHOULD MINUTES BE TAKEN OF THE FIRST MEETING? 

Yes. A summary of what took place at the first full meeting of 
the block association can be distributed to everyone, and can serve as 
the basis for a block newsletter. It is also suggested that the results 
of the questionaire be included in the summary. Decide~ among the steering/ 
organi~ing committee, !'lliQ. will take and write-up the minutes. 

10. SHOULD THE STEERING/ORGANIZING COMMITTEE DEVELOP AN AGENDA FOR THE 
FIRST MEETING? 

Yes.' As a group, decide lffiAT will be discussed, and IN tillAT ORDER. 
Remember that a "social" part wil~ be the beginning of the meetir.g to 
give people the opportunity to talk to one another. Make copies of the 
agenda to distribute to people who attend the first full meeting. Decide 
WHO will type up and duplicate the AGREED-UPON agenda. 

YOU ARE NO\~ READY FOR: 

'STEP FIVE: THE FIRST FULL BLOCK-tUDE MEETING 

GOAL: TO DECIDE WHETHER OR NOT THE BLOCK COULD BENEFIT FROM A 
BLOCK ASSOCIATION 

The person chairing this meeting can give an overview of how and·why 
the steering/organizing committee came together, and some of the reasons 
why they feel the block-might benefit from a block association. DO NOT 
t~ll the people who attend what it is that ~ want done. If you do~ one 
of two things may happen - people loTill smile \"Wd never COme back, or, they 
will say, "Great, we hope you enjoy doing it!" 'and, never come back. 

Althougl1 the steering/organizing committee" prob~bly has accurately 
identified the common needs and issues of the block, it is importan~ to. 
encourage participation from as many people as possible. Chances are 
that those in attendance will come up with the same issues as the committee. 
After ,·flll, they live on the block, too, so have confidence in your neigh
bors, be patient, and give them the opportunity to experience some of tbe 
process of organizing • 

If a. blackboard or large sheets of paper are available, list the 
issues raised, and encourage the group to talk about how these things 
can be resolved. 

After discusston. TAKE A VOTE as to whether or not the block should 
have a block association. 

11 
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KEY QUESTIONS TO RAISE: 

1. lillY did the people come to this meeting? 
2. lffiY have a block association? 
3. WHAT would be the purpose of the block association? 
4. WHAT can each person DO? 

Once the group has voted to have a block aS50ciation~ see if they can decide 
on ONE proj ect to ~ork on FIRST that i.s: 

BROAD-BASED: - affecting many residents 
SHORT-TEID-I: 
VISIBLE: 

- Can be completed quickly 
_ to encourage the "skeptics" that you really want to 

help the block ~n~ not just yourself. 

If, of course, the group has come together because of an emergency situa
tion, that would take priority; however, if the association is being organ
ized in non-crisis. times, try to select a project that will give people the . 
opportunity to work on something that affects MANY Jesidents, that can be 
successful, and completed quickly • Sometimes , new associations break-up into 
committee structures too soon. The problem with this is that they run the 
risk of organizing several cont.-rnittees before they really have~, soli!l block 
association. Keep in mind that people have to learn how to work with one 
another, to trust each other and develop neighboring relationships. 

SOME DON'TS OF BLOCK ASSOCIATIONS!!! 

DON'T •••••• drop projects ,rithout a good reason. And, make sure toat 
people know why something has been dropped or postponed. 

DON'T •••••• try to do everything yourself. Remember that the leader
shin of a block association IS NOT the block association. 
The" leadership REPRESENTS the-membership. 

. , 
DON T • • • • • • commit the block association to an activity or to a stand 

on an issue without FIRST bringing it to the full member
ship for DISCUSSl9N and VOTE. 

'.' 

DON'T. • • •• move too fast for the membership. You may be ready to 
. start working on a community-,vide or city-,vide issue, 

BUT the block association may not. BE REALISTIC ABOUT 
WHAT THE BLOCK ASSOCIATION CAN DO AND CANNOT DO. Always 
take into account what the resources of the block associa
tion are, and what people - pm-mr is available. There is 
nothing wrong with, saying to someone~ whether that person 
is another cominunity leader, a city official, or legislator, 
etc., that the block asso~,iation cannot do "X" at~ t:llis time • 

. ~---" --~-'-~'-"'::"'--
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DON'T ••••.• let in groups develop. People may develop friendships 
but if new people corning to meetings perceive cliques 
and in-groups at block association gatherings they may never 
return. Make it a point of welcoming new people to the 
associa tic;m. 

DON'T •••••• be rigid. The block association should have the flexibility 
to respond to and address major changes in the block's 
priorities and perspectives. 

DON'T. ' •• confuse WANTS and ~EEDS. In working with a group that 
uses the democratic process (which is what block associa
tions.should use) not everyone will get what they want. 
BUT, a well-organized group ~ satisfy many of the needs 
of its membership. 

DON'T • • • • • • be afraid or embarassed to ask for help j.f things seem to 
be floundering. -Sometimes, a third person can help you 
see where things are breaking down and help you get back 
Qn the ri~ht track. 

OTHER CONSIDERATIONS FOR BLOCK ASSOCIATIONS 

1. ELECTION OF OFFICERS 

Atter the block association hasm~t a few times, hold elections to 
elect at least a president and a treasurer for a six-month or one-year 
term. If you think that it might be difficult to have people take minutes 
on a rotating basis at meetings, elect a secretary~ also. You can conSider, 
as well, electing a vice-president to have a "second line of leadership" 
ready in case the president has to resign for some reason (e.g.~ moving 
off the block). 

Open elections LEGITIHIZE the leadership of the block association. It 
is 'also good for everyone's morals if there is movement within the leader
ship. The office of "president II is not just a title. It holds with it 
certain responsibilities and no one~ either the membership or the president 
himself/hers~lf sho~ld assume that it is a life-time appointment. If many 
of the members of the block association feel that the ,presiden·t or other 
officer should remain in office, there should be the "established structure 
through which the officer can be removed and replaced. 

In plann~ng and holding elections, some block associations develop 
a nominating committee to select a slate of officers. This system has 
been utilized, mainly, by larger associations. Other block associations 
hold open nominations at a meeting preceding the meeting at yhich elections 
are held., All such activities should be lUDELY publicized on the block. 

- ........ -.. _- , .... - ..... -----.,~.-. ---
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2. BY-LAl-lS 

Simple by-laws should be drawn1lup to build-in the structure of the 
block association. By-lalvs should always be put in written form, with 
copies available to all members. Basically, by-laws should state the 
name, area and purpose of the block association, membership eligibility, 
the when, how and who of elections, regular (standing) cOTl'.mittees, the 
option to develop ad hoc committees, and who can call a meeti~g. " 

Many sets of by-laws state that in addition to the officers of the 
organization having the authority to call a meeting, a certain percentage. 
of the members can call a meeting, too. By including this clause, your 
block association will prevent a situation where the president, for What
ever reason, does not call a meeting, or has not called one for a long 
time. See Sample By-Laws, Attachment "B". 

3. INCORPORATION 

The majority of block associations are not incorporated; however. 
those that are incorporated do so for two reasons: 

1. It limits the individual liability of the officers and 
places fiscal responsibility on the organization.' 

2. If incorporated as a Class "B" corporation, the block 
association can file for tax-exempt status under Article 
SOl(c) (3) of the Internal Revenue Service Code which 
would allow contribu.tions to the block association to 
be tax-deductible. 

Incorporation papers must be filed through the New Jersey Department 
of State. Tax-exempt status must be filed through'the Internal Revenue 
Servj,ce of the federal government. .' 

4. DUES 

Most block associations charge membership dues - anything from $1.00 
per person/household and up. ~~en determining the amount for dues, try 
to keep the amount a reasonable rate so that people who cannot afford a 
large amount are not frozen out. People who can afford more can be asked 
to make a contribution to the ~lock association in addition to their dues. 

As soon as the block association starts collecting dues, it is strongly 
recommended that a BANK ACCOUNT be opened in the name of the block association 
REQUIRING Tt-lO SIGNATURES FOR ALL TRANSACTIONS. ~105t block associations have 
checking accounts rather than savings accounts so that they don't have to file 
for taxes on the interest earned. , 

The treasurer of the block association is responsible for maintaining 
accurate and up-to-date records of all income and expet:lses. This does " 
NOT have to be a complicated activity, but it is a necessary one. A trea
surer's report should be given at EVERY block association meeting. 

" ' 

".> '.",.~._ ... .-_.>~ ,_, ... ~,.ot=.>_=~,_\'Oi __ .~_'--""" .. f._"'-

", 
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It is not necess~~y to obtain approval of the full membership for 
every check written; hotvever, each project/activity. undertaken by the 
block association should have a budget, in ll1riting. 

S. STEERING/ORGANIZING CONNITTEE 

Even if the block association has elected officer, it is recommended 
that this committee rE~main in existence, at least for the first year., on 
an open basis. By giving people as much opportunity to participate in 
~he process, the block association loTill ensure better "workers" and better 
leaders. 

6. MEMBERSHIP DRIVE 

Although the recruitment of new members should be an on-going activity, 
the block association should h,~"e a comprehensive membership drive once a 
year. Set up tables at key Si')~S on and near the block, such as outside 
supermarkets p banks, etc • ., on w~ekends and during the evening as people 
are returning home from work. l%~ve literature available on the act,ivities 
and ac~omplishments of the block association, as well as a listing of the 
current activities that still need more volunteers. Once people have joined 
the association, do a "follow-uplt. Telephone t~em and/or send them a letter 
welcoming them to the association and remind them of the committees/task 
forces they were interested in and. let them know when this group will be. 
meeting. Conside"!" sending nell1 members the assessment questionaire. 

Some block associations, as a service to their neighbors, distribute 
literature on the community services and resources available, as a part 
of the membership drive. 

As much as possible, try to recruitnell1 me)nbers by PERSONAL CONTACT. 
Talking to someone face-to-face or over the telephone is much more effect
ive than only relying on mimeograp'~ed,letters or fliers. People can ignore 
a letter, but they won't ignore you. 

7. NmmER OF MEMBERS 

Thee success of a block association should NOT be measured on a quan
titative basis. Oftentime, it is better to have 15-30 people who are 
willing to work, rather than 150-300 people who only ¥ant to advise. As 
long as the block association continues to deal with common concerns of 
the block, remains open for new ideas by maintaining ongoing communication 
with block residents - whet~er or not they are "paid" members, and bas a 
clearly, defined purpose (to anSll1er the question, "\fuy should I join?It). 
the block association will continue to grow and strengthen. 

J r 
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8. FUND RAISING 

Most blocks are not' able to raise the amount of money they need for 
their vari,ous projects and ac;tivities through 'collection of dues. There
fore, they conduct fund raising events in order to be able to carry out 
their work. 

In deciding what type 
,remember to BE REALISTIC. 
people working full-time, 
part-time basis. 

of evl!mt your association could undertake, 
Don't take on a project that requires 100. 
ifyo~ only have 20 people available on a very 

" 

When raising funds, it is recommended.that the block association tell 
potential contributors specifically ~ it is raising money, e.g., 

two-we,ek summer camp for "x" number of older" adults 
5 trees 
sponsorhsip of a block team in a community l~ague . 
"x" number of walkie-talkies for block secur1ty patrol 

Remember not to by-pass the obvious. Ask landlords for contributions. 
If the block association is doing beautification of the block, it increases 
the property value of their investment;, so owh~ n~t a$k landlords t:o pay for 
all or part of a tree in front of the1r bU1ldlngo 

1 0 0 • 1°nc'1' ude 'the option of making a contrl-Membership app 1cat10ns can 
bution to the block association, as ~ .. ell as the dues payment. For example: 

Enclosed are my membe!:'ship dues •••••••••••••••••• $1.00 
I would also like to make a contributi0t,t, of •••• D • ...:$ __ 

\) 

Local Merchants can be asked for contributions, also. Some of th~ 
smaller shops may not be able to contribute money, but they may be able 
to donate goods or services for a special event or raffle. 3ust remember 
to credit the name of the stor~ for the donation made. 

Some fund-raising projegts that have been conducted by block'associa
tions and have been very suc~~ssful are as follows: 

9 . 

cake sales 
book sales 
wine & cheese 
flea market 

MEETINGS 

parties/other social 

car ,,rashes 
theatre parties 
raffles 
brock parties 

'II ~. 

Basically, block associatidns hold meetings for two reasons: 

1. tocprov.ide residents with a regular opportunity to 
meet and ,get to know each other 5) 

v 
(::;J • 

2.- to collectively decide upon programs, strategies ,and 
·activiti,~s • 

,j 
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Depending on the organizational development of a block association, 
its size, as ~-lellcas the desires of the members, two recommendations are 
made---ulassist in det,ermining the frequency of meetings: 

1. Committees of the association meet on their own on a 
reg~~ar basis, and then. on a quarterly basis - once every three months 
the full membership meets for a social/business gathering, at which 
programs are reviet-led, goals re-defined, evaluations made, a~d new 
goals set. 

2. To maintain ongoing communication with all residents of 
the block, and to a1lo,,r c;:them the opportunity to present an "upcoming" 
problem to the association for resolution, full meetings are held on 
a monthly basis. 

~o a certain extent, the frequency of meetings defines, or per
haps even determines the degree of tinity of the group. For this rea
son, it is fmportantthat block associations meet on a regular basis, 
whether monthly or quarteI~y.. The by-laws developed by the associ~tion 
should state whatever has been decided by the group as the frequency of 
meetings. In addition, notices should be posted within three to five 
days prior to the scheduled data publicizing the date, ti1!le and location 
of the meeting. 

10. PROGRAH DEVELOP~1ENT 

Based on the co~~on needs and interests of the block's residents, 
the block association AS A GROUP should decide on programs and activities 
to be undertaken. ~;/ 

For each activity COLLECTIVELY decided upon, it is recommended that 
GOALS and OBJECTIVES be determilled, and, if necessary, put in writing. 

KEY QUESTIONS TO ~~ISE 

1. 
2. 
3. 
4. 
5. 

6. 
7. 
8 . 

WHY should the block association do "X"? 
IStliere a CON~'10N need for the block association ,to do "X"? 
Uhat RESOURCES are a:vailahle? 
lmERE t and TO lmOH can the block association go for help? 
Has any ,other block associations in the vicinity tried this 
~ctivity? If yes, can they be contacted for a discussion 
on their successes, failures etc.?' 
What are the TASKS involved to do "X"? 
How much TI~ will be needed? 
Will doing "X", require money? If yes, HOl.;r NUCH? Does the 
block a$sociation have these funds. or can it raise them? 

o 
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In developing programs, it is important to keep things in perspective. 
,by. looking at the total "picture" of the block association. If several 
actiyities and programs are in motion, do the people involved in each 
feel connected to other residents of the block? Or, are they feeling 
that they are "doing their own thing" rather than working for and with 
the block association? 

For each program being developed, it 'is important, in addition to' 
setting GOALS and OBJECTIVES, to develope A WORK-PLAN that includes: 

WORK-PLAN 1. 
. ,2. 
,3. 

4. 
5. 

WHAT will be done? 
HOW will it be done STEP-BY-STEP activities 
WHO will be needed fa accomplish it. including 
. the number of people, and the kinds' of skills 
they should have, or could learn? 
TIME-TABLE for ~ccomplishing 
EVALUATION of success or failure - how will 
the association measure what it did? 

In determining t'he STEP-BY-STEP tasks that are required to com
plete a project as well as the WHO part of the work-plan~ try to develop 
tasks that,. require ~ifferent LEVELS. OF PARTICIPATION. from each person. 
Not ~veryone has the same amo~ntof time, energy or commitment, and by 
offering levels of involvement» there will be a greater potential for 
participation. Also, try to approximate the aoount of time that lvill 
be needed of each person, e.g., one hour/t.;e~k; one hour/month, etc. 
People will be much mo:r::e willing to be part of. something if ,they kno\v 
what is involved. 

_.. c:;. 

In addition~ in defining the tasks to be done by each person. place 
them in· ,sequential order so ,that .each perscm kno.vs where their ·task fits 
into the -"wholen of the project. This will also be helpful in keeping 
track of how close you are to your timetable, and in giving you informa
tion on who might need some extra hell> to complete their part. 

FOLLOW-UP is an important part of every block association activity_ ~. 
Keep ,in touch with people, find out how things are going, and if necessary» 
remind them that the next person is waiting for them to finish their piece. 
(e.g., If .three people have volunteered to design, duplicate and distribute 
a meetingn~tice, each 'has to wait for the prior to finish their part before 
the next one can start on theirs). This need not be done in a reprimanding 
way, in fact» it should not. Give people the benefit of the doubt - chances 
are they are,reliable, but perhaps something has happened at their work or in 
their'personal lives that is preventing them from keeping to the timetable. 
If this ~appens, pffer to find someone'to help them complete their piece. 
Keep in mind» though, that some people are "chronic-Iaters". If experience' 
has shown that someone rarely, if ever» follows through on what they have 
said they will do, the next time they volunteer, either politely refuse, or 
.see if you can recruit a second person to work lvith them to "ride herd". 
(You can "politely" refuse by saying that he/she has always worked so hard, 
that its time for a rest ,.etc.) • 

. . . 
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FORHAT: SUGGESTED WORK-PLAN FOR A BLOCK ASSOCIATION PROGRAH 

EXAHPLE: PRO GRAN FOR BLOCK ASSOCIATION CRIME PREVENTION Cm-rHITTEE 
START-UP DATE FOR ACTIVITIES: October 1 

'. 

GOAL 

TO REDUCE CRIME 
AND FEAR OF CRIME 
llN BLOCK 

-, 
, 

.' o' 

OBJECTIVES 

1. Research cri~e statistics 
for block at police department. 

2. Develop & 'distribute litera
'ture on it! to residents • 

3. C~ll a' bloc'It-wide meeting • 
Invite Crime Prevention Officer. 

---~) 

4. .MEETING FOLLOlI-UP 
a) .'i coordinate Operation 
Identification Enrollment 
Campaign . 
b) Schedulia"Self-Protection 
Seminar 
c) .Schedu1e Block-Watcher 

.. Training PrograTIl 
d) Coordinate· Home Security 
Checks by Cri~e Prevention 
Officer on building-by-building 
basis. 
'.~) ,through Block Newsletter 
". 1. Distribute informat.ion on 

Victim/iolitness Assistance 
Program; N.J. Crime Victim 
Compensat·i.on; Federal Crime 
Insurance» etc. 
2 •. Survey residents to 
determine interest i~ group 
purchasing of pick-proof cylin- . 

,.ders; lock plates; angle irons; 
window gates; window locks,. etc. 

5. MEASURE SUCCESS OF ACTIVITIES 
a) Track crime statistics for block 
over a 3 month period and compare with 
same 3 month period in previous yeat. 
b) Through Block Nelvslet ter ~ survey 
residents to assess any change in 
residents fear of crime. 

TIMETABLE 

by Oct'. 31 

·by Nov. 15 

by Nov. 30 

12/1-1/31 

by Dec. 15 

by Jan. 15 

12/1-1/31 

by Jan. 15 

Feb.-April 

ltarch 

" 

D OF PERSONS 

2-3 

1-2 prepare 
10 distribute 

5-6 prepare 
meeting 

2-4 people 

2 people 

2 people 

2 coorqinate 
"x" building 
captains 

. Newsletter 
committee. plus 
1-2 from'crime 
prevention COmIn. 

i· 
, .. 

2-3 people 

Newsletter' ~\ 
committee pli..l~· ~ 
1-2 from Crime 
Pre~., Corom. 

BUDGET: $25 ~ $60 for cost of mimeographing literature; Operation I.D. en~aving tools 
and Self-Protection Film can be borrowed for free from the Police Department. 
OPTIONAL: ,$100 - $500 to assist low-income residents to purchase needed 

security devices. 

,. 
t ~ • 
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11. N~t.J'SLETTER 

Newsletters are helpful in keeping an on-going communication with 
the block's residents. A one page handout is fine - it's enough to 
keep people in touch with what is happening, and what the future plans 
of the association are. It is suggested that each newslett,er include 
a request for new ideas, and that a contact person's name, address and 
yhone number be listed for those residents wanting more information. 

Many block associations include a membership application in .each , 
issue of the newsletter. Also, the association can consider putting 
in a "Neighbors Column" which lets people know who is doing what; e.g.,. 
a resident who is giving a r~cital, two neighbors from the block getting 
married, etc. 

12., BLOCK "SYHBOLS" I BULLETIN BOARD I BLOCK. T-SHIRTS, ETC. 

Block associad.on,s c~n consider purchasing an inexpensive bulletin 
board to be poste~ in a visible.1ocation on the block, or in a local 
shop window. (If it is pos~ed on a building wall, permission from the 
owner.' will have to be obtained • ) Meeting notices ~ . communi.ty events, 
and other block-related news can be posted on the bulletin board. In 
ad'clition, residents can use the bulletin board for an "exchange-of
services" such as babysitting,. dog-wal~ing, 'etc. It can also be used 
to inform block residents of available community resources such as 
social service programs, locat},ons of Social Se.curity office, etc. 

To increase block "identify" the block association can consider 
designing and obtaining special T-shirts, buttons, decals, 'bumper 
stickers, note paper" etc.' Not only are these items helpful in fund
raising, but they giv~,peoplea ~ense of belonging. 

* * * * * * * * * * * * * * *'* * * * * * * * * * * * * * * * * * * *'*,* :- "... :'. t. 

:.;.; ....... . 
As you can see, block associations CAN be successfully organized, 

and, more importantly, SUCCESSFULLY MAINTAINED. In order for a block 
association to continue to go and grow, keep the following tips in mInd: 

~. '. 
. ~ .' -:." 

1. Regularly reassess the purpose(s) of the· block a~sociation, 
and its prioriFie~. 

2. ' Develop realistic plans and activities. 

3. Make' ~~~-e. the 'leadership is representative of ,the block. 

4. Mainta~n on-going communication with all residents of 
the block, whether priid members of the association or not. 

" . 
5. Use the block association to enhance "neighboring". 

6. Don't let factions develop - deal with crises as they come 
up; solve problems before they become crises. 

: ' 
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Ne~ghbors working together make the block their home and find in it 
a source of mutual support and enjoyment. Block spirit will endure and 
so l-lil1 the block association. 
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II ATTAcmlENT "A" 
,t 
" 

!1 r,',\ 

~ 
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S~WLE SURVEY FOR, BLOCK ASSOCIATION 

II IN HOUSEHOLD:.-.. _____ _ 
NMffi~ __ ~----~--------~~------------

APT II QCCUPATION:--_____ _ 
ADDRESS; ____ ------------------------~- ----

TELEPHONE (DAY), ____ ----------(EVENING)_-.....,.,---------'--"'p 

1. 

, 3. 

4. 

s. 

6. 

HOl¥ long have YQu lived on this block?' _____ -=-___________ -:-"7'""---

? SOMEWHAT SAFE?, _____ UNSAFE?-..---
W~uld you say the block is SAFE. ___ ----- -

Would you say the block is ATTRACTIVE? ____ UNATTRACTIVE?---NEITHER?,---=----

Would you be willin~ to work with your neighbors to: 
, ~ 

a)' plant ~,~me tree~ ~d flowers?~' ____ :.----------
" ' 

b) make ,the block safer?; ______ -----------------

c) make the block cleaner?; ____________ ~-------------
.. .. - .--

"d) 
.. .. -, 

improve t~e ,1~gltting on th~ block?, _____ -----:.--
"" ••• ,'.... .. 7 

e)' impro~e C~~y services on ~he.block?,------~----

etc., etc:~~ :-:'et~. (Use your ~ginations)-------_ f) 
, ' g) other (please specify)I _____ ~ _____________________ __ 

skU'~,~l th;,'~:would be usef~l to Do you have a 
a block association such as: 

0, ~", .. 

carpentry 
-painting 
-writi~g 

designing 
-photography 
'-working with 
-electricity 

organizing 
-pep-talking 
-other (please specify) 

typing ." .- . 
. " 

Would, you ~e willing ~~,:. ,': ,: 
I ••.•. ~ •• ': • 

serve on a ',isteering/organizingn commi~tee 
-------s;rve as the c~ntact for your building? 

, " . ,,'. .. 

far the block? 

" 

" 

(I 

7. Are you interested in developing block-based serVices for: 
" 

other (please specify) 

.. 

.. ~ ,. ~. 

homebou~d elderly"," : " food c,O-Ops 
,-chUdcare ',:'", adult recreation 
-single parents .: ~youtb re~reation 
--housing clinics , ' ~dog-walk1ng 

10, 

, .' ,1 

8. 
Do you have other suggestions for improving our block? __________ ----

!,j 

,,j 

,; 

ATTACHMENT liB" 
o 

, / 

SMWLE BY-LAWS FOR A BLOCK ASSOCIATION 

1. 'NAt-IE: The name of this Association shall be 

2. 

3. 

4. 

5. 

6. 

7. 

10. 

PURPOSE: 

------------------

The purpose of the Association shall be to promote a better 
,community through group action, site such s~ecific goals as 
the members may set. 

MEMBERSHIP: Any person residing on between -------------------- ~----------~: 

OFFICERS: 

and ", is eligible for member'ship. 

The Officers of the Association shall be President, Vice
, 'President, Secretary and Treasurer. They shall be elected 

by the entire membership in (month) of each year and 
shall serve a term of 

----------------~----------

COMHITTEES: The Standing (regular) Committees of the Association shall be 

EXECUTIVE 
COMMITTEE: 

MEETnlGS: 

,., • 4 

;) . 

QUORUM: 

VOTING: 

< . , 
.-: .. 

(membership) , (security) , (etc.) The 
majority of members at any meeting may set up ad hoc committees 
,that are time-limited to deal with specific problems that may 
\\arise. Chairpersons of the committees shall be appointed (or 

- elected) by Chairpersons of the 
- standing committees shall serve on the Association's Executive 

Committee for the length of their term. Chairpersons of the 
Ad Hoc Committee shall serve on the Executive Committee for 
the duration of their committee. 

The Officers of the Association and the Committee Chairpersons 
as~,stated above shall become the Executive Committee~ This 

. Committee shall call special meetings, take action between 
'meetings as instructed by the membe:(ship, and deal with emergency 

problems. 

Regular meeting of the Association shall take place every 
month(s). ~rembers shall be notified of 

--~~------~--~ meetings at least one week in advance. The time and place 
of.such meetings shall be determined at the cOllvenience of 

" ',the general membership. :Heetings shall be cal~ed by the 
Executive Committee (or President). ~Ieetings can also be 

, . 

, called by 'a consensus of 51% of the membership of the 
Ass.ociat'ion. An annual meeting of the Association shall 
be held in '. (month) , at which time elections will 
be held. 

At least (20) % of membership must be present to conduct 
official business. 

" 

A majority of voting members present will be required to 
take any action, pass a resolution, or instruct the Execu
tive Committee members to act onoany matter. 

" 

AMENDl-IENTS: These by-~aws may be amended at any regular meeting. Members 
must be notified one week in advance of the amendment proposed 
an~ 2/3 of tho~e present and votin~ must approve the change~ 

\ 
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ATTACHHENT "c,. 

TO THE LEADERSHIP OF A BLOCK ASSOCIATION 
,!3:c 

. . . . • is sensitive and listens to others 

• • • shares leadership and develops it in others 

· . . is organized in his/her association work 

delegates responsibility 
~ 

~ . . is ~ccountable to his/her membership 
l .... · . . . . . makes people feel they are important 

, . . . is accessible to his/her membership 
, /J , 

· . . . . ' ...... dges not "take over" . 

· . . . 

· . . 
.. . ~ 

/ 

. ~ sticks to the goals set by the group~ and 
doesn't.w~lk into every meeting with new 
goals and activiti.es 

helps the group analyze its own .. condition 

• • • • deals constructively with conflict and 
, 'disagreement 

'/ 

medi~tes argume~ts bet;een and among members 

,.e • • •.• • . .2 . guides the group in setting realistic goals 

......... .. . . ' . helps the group develop a work-plan that has 
clearly defined steps; a realistic time-table; 
and that can be measured for success/failu~e 

, . . 
". :. 

, , 
~ .. 

. -

· " 
, ~ 

keeps records that are a~curate and consistent 
such as copy of by-laws, yearly membership 
totals & recruitment techniques~ all written 
communications ~ publicity, etc., minutes or, . 
summ£ries of every meeting held, all correspon-

""/-:-::z1ence, records of committees' ~~ork, records of 
elections and other. 

TO THE MEMBERS OF A BLOCK ASSOCIATION 

A MEMBER. •. ~ .• , ~,.,has both the RIGHT and the RESPONSIBILITY to 
question what the leadership is saying and 
,doing, even if it means disagreeing with them. 
REMEMBER: The leadership represents YOU! 

'REMEMBER: The leadership is accountable to YOU! 
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ATTACHHEN'l' "D" 

CHAIRING A MEETING 

The perso~ chairing a meeting of a block association is responsible 

1. 

2. 

3. 

4. 
5. 
6. 
7. 

Preparing for the meeting; agenda based on the direction of the 
associ.!tion 's steering committee or general membership. 
Ei.1couraging participation and discussion by as many members as 
possible (based on the number of peoole in attendance). 
Keeping the meeting on track by directing discussion and moving 
the agenda, 
Keeping the meeting within th~/ time ·frame as set by the group. 
Mediating arguments between and among members that may arise. ' 
Bringing issues to a vote to reinforce group process on decision~. 
Clarifying decisions made by the.group, including reviewing the 

i ! 

I fl 

\

1 I; 
task assignments necessary to act on the decision. ,':,' 
Follo~.1ing-up on the decisions made at the meeting. 8. 
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Many beginning block assoc1a~ions rotate the responsibility of 
chairing a meeting. , This system enables a ~umber of people to learn 
this. skill; it allows members, prior to elections of the association, 
to see a person "in action" as a chairperson to provide them,with infor-
1:Iation on who could be an effective., leader of the block association; and, 
if a meeting pertains to an issue being ~70rked on by orie of the cOmF..ittees, 
that committee head might be the chairperson as she/h'e is most familiar with 
the subject matter. 

Some basic tips for a chairperson tha~ may make the difference between 
being an ~uthoritari£h or being.a facilitato-r are as follows: 

INTRODUCE YOURSELF and if the group is a reasonable size have every
one present introduce him/herself as well. Give some introductory infor
mation o~ ~rr' the meeting is being held and why YOU are chairing it. 

'. !:_. 0 • 4.'" 1", 

STRUCT~JRE 'THE MEETING by telling people hO't-1 the meeting will proceecf. 
Reviet'7 the agenda items. If its a large group~ it may be best to ask people 
to raise their hands to me called on. Discu~s setting a time limit for 

II \1 j. , 

tl 'j DIREcT THE DISCUSSION" by keeping people on track towards the purpose 
II I of the meeting. Keep in fuind that nothing will be done if people keep 

the meeting or 'for se~tions of' it. Depending on the agenda items, it may 
be best to have part of the meeting as a whole group~ and part of it in 
sub-group.s for more focussed discussion. 

n {1 fragmenting the discussion by bringing up new or non-related issues.. It 
~! is up to the chairperson to correct this sho.uld it happen. Remind people 
I i' that new 'issues may be brought up during the agenda item~ "nel~ business". 
\' lfuen an agenda item is raised, people should understand what' is expected 
1'1 l - ~, . ' . of them. Does a decision have to be made? Is this a preliminary discussion 
n)1 .~ to give members something to go al-1ay ~dth and think about1 A1so~ if people . 

'. ' 

1 has been said~ thus far. Think about how you phrase a question or how you can 
f II'.!I: .' p' are becoming repetitive. the chairperson can correct this by re-capping what 

I! introduce an'agenda it~m. For example, if tree planting is to be discussed, 

t
' d you can intorduce thiQr' by saying, "The ne:Kt agenda item is planting trees. 

. ~:l planted~" rather than thwarting ideas by saying, "l-Ie are planting a tree in 

" 

~ 
Let's (liscuss how many the association can afford. and l-1here they should be 

1 . front of "x" ~uilding. A chairperson must be very careful to limit their 

It~~~:~w _:p.:~:~ __ ~_ ,.,.--.., __ .,_,,_Q _ ... _ ... , .. ~-=~.r-I _. -....-._. __ ..-'......".".....".-~i.,',.,.·=.:·":'Z"._,.,..~ ~~.,....~,=."_"".. •.• ..",,.~.,.,.,.:""""" 
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TUNE-IN to what people are saying, how they are saying it, and what 
they are doing at a meeting. Always look at the group l-lhen you are speak
ing to them, or if someone is making a comment. Look for "non-verbal" 
~igns that indicate agreement or dlsagreement. If these non-verbal signs 
do not turn into verbal comments, try to make them explicit by saying "I 
see a lot of heads nodding - does that mean lole agree?" Or. I:So-at1d-so. 
your Ire frm~ing (or look puzzled) - did you have something to add?" (liar 
would you like clarification?"). It's always best to refer back to the group 
rather than speaking all-knowing or initiating a one-on-one dialogue with 
the person speak~,n, g • 

~ Ci 

VOTING/DECISION }~ING. Never assume that there is agreement on any 
point until it is put to a vote - whether by show of hands. or by written 
ballot - and there is an obvious majority opinion. People who vote on an 
issue "buy-into-it":.feel more .committed to it, and have a greater invest-
ment in the block association. _" 

DO NOT ABUSE THE POlmR OF THE CF.AIR. Since the chairperson is the one 
who calls on people to speak, he/she can also ignore others, or speak ad 
infinitum him/herself. This 'must be avoided. A chairp~~son facilitates 
discussio~ and coes'not dictate decisions. A chairperson sbou1d remain 
neutral, and NOT give his/her opinion.on an issue; he/she should be able 
to offer the pro's anq con's of a1ternative'methods in order to facilitate 
the decision-making process. 

MEDIATE ARG~mNTS. If disagreements arise, and they probably will, 
it is the 'chairperson' s responsibility to resolve them. She/he must remain 
impartial and falr, should not become emotional or angry, and do whatever 

.possibleto place the argument in the context of rules of order that can 
contain it. Each "side" can be asked to state their Viel.1 point,' placing 
a time limit,on the length of the statement; then, the membership can be 
asked to 'vote on the issue. This format may help to change a problem . 
from what may be a personal-gripe to a process of peer group control. 
In all situations, the chairperson must act as a role model towards 
resolution of the conflict. 

,REVIEW WHAT HAS TO BE DONE following discussion and a vote, so that 
people.fu1ly understand what the various task-assignments are in order 
to accomplish something, hOyT many people l-lill be needed and for l-7hat 
length(s) of.time,·and who will be doing what. The chairperson can ask 
for volunteers or can pass around a sign-up sheet; i~ either case, though, 
he/she should ensure that one person (if the task needs several) will take 
on temporary responsibility of convening the tasks force." If people have 
voted to dO'something, but do not volunteer to carry it out, this may mean 
that.they may be feeling that they were railroaded into the decision; or, 
~here is already too much to do; or, they do not completely understand 
what needs to be done; or, the task is isolating and unpleasant. If this 
happens, the chairperson should help the group explore why this has uccurred • 
This process will help the group see l~hich proj ects are lingering sentiment: 
that "all we do is talk about things, but nothing ever gets done" • 

BE ORGANIZED by following the agenda~ using a wristlolatch~ and keep a 
checklist of what happens. 

KEEP A SENSE OF HUHOR and keep things in perspective. 
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FOLLm~-up on decisions made by staying in contact tdth people and 
finding out hmol things are going. This is important both to encourage 
people to stay on the time table, as well as to let them know that their 
work is appreciated. ' 
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