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WHAT IS A NEIGHBORHOOD 
WATCH?

A Neighborhood Watch is a group of neighbors 
who are willing to communicate with each other 
and pass along crime and non-crime related 
neighborhood information. The groups are 
educated in crime prevention, trained to observe 
suspicious activity and report the activity to each 
other and the police.

It is a fact of life that relationships in many 
of today’s communities have become less 
personal than they were years ago. Families are 
more transient, children have more activities 
that take them and their parents away from 
home, and there are more families with both 
parents working. The once-familiar sight of 
families visiting with each other on front porches 
while keeping a watchful eye on children and 
activities in the neighborhood is a rarity in 
most communities today. This trend away from 
personal contact in the neighborhood and 
the decrease in time families spend at home 
are two of the essential ingredients that make 
communities ripe for crimes of opportunity, such 
as burglary.

Neighborhood Watch is:

	X A community – police crime prevention 
partnership.

	X Neighbors coming together to help each 
other not become victims of crime.

	X Neighbors coming together to address 
community issues.

	X Learning and practicing Crime Prevention 
through Environmental Design - Surveying 
and upgrading, if necessary, your home 
security and lighting.

	X Learning to identify suspicious activity and 
reporting the activity to other neighbors and 
the police.

	X Members all live on the same street or 
within line of sight, generally 5 – 25 homes 
per group.

Neighborhood Watch is not:

	X Citizens armed patrol.
	X Vigilante groups.
	X Encouraging residents to take risks to prevent 
crimes.

	X A program that guarantees that a crime will not 
occur in a neighborhood.

	X A political group.
	X A neighborhood association or neighborhood 
organization.

	X A law enforcement entity.

CRIME PREVENTION OFFICER
Each Patrol Division has one Crime Prevention Officer 
(CPO).

The Crime Prevention Officer’s job is to monitor 
the progress of the whole Neighborhood/Business 
Watch Program on a division level as well as other 
crime prevention programs and initiatives. The CPO 
or their designee may speak at engagements that 
are requested by members of the community or 
Neighborhood/Business Watch functions.

The CPO’s are available to train your group in Crime 
Prevention, Workplace Violence, Robbery Prevention, 
Personal Safety, Shoplift Prevention, Narcotics, and 
other topics. If you are interested in a specific topic 
not listed contact the CPO and they can arrange a 
special topic seminar.

Throughout this manual you will be asked to contact 
your CPO should you have any questions or need 
information on other community programs. 

NEIGHBORHOOD WATCH
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STARTING A NEIGHBORHOOD 
WATCH

Starting a Neighborhood Watch is easy. The following 
steps must be taken when starting your group:

1.	 Decide on the number of households your 
watch program can effectively cover. Keep 
in mind the geographical layout of the 
neighborhood and the ease with which 
neighbors can observe each other’s property. 
Some groups will involve all the houses on 
one street facing each other while other 
groups may be organized around alleys, 
greenbelts, or cul-de-sacs. Most groups are 
around 5 - 25 households.

2.	 Visit with your neighbors and explain that you 
are starting a Neighborhood Watch program.

3.	 Determine what would be the most convenient 
day and time for them to attend a start‑up 
meeting. In order to have 
maximum attendance, the 
most convenient day and time 
for the majority must be taken 
into consideration. It would be 
more convenient to have the 
meeting in one of the homes 
in the neighborhood, if that 
home were large enough to 
comfortably accommodate 
the number of people 
expected to attend.

4.	 Contact your Crime Prevention Officer (CPO) 
to see when they or their designee will be 
able to attend the start-up meeting. It is very 
important to contact your CPO as soon as 
possible as some dates are booked up to a 
month in advance.

5.	 Once a date and time has been coordinated 
with the Crime Prevention Officer, you will 
need to develop a meeting announcement 
flier, make copies, and distribute them to 
neighbors. When the flier is delivered, stress 
the importance of having at least one adult 
from each household attend the meeting. A 
sample flier is included as Appendix 2. 

6.	 Block Captain(s) will be required to sign 
a Memorandum of Understanding and 
an application for a criminal background 
check; and attend the initial Block Captain 
Training. Please contact your Divisional Crime 
Prevention Officer for information on the next 
training class.

7.	 Have your start-up meeting.

REQUIREMENTS FOR 
STARTING AND MAINTAINING 

YOUR GROUP
In order for your group to be recognized by the 
Department you must meet the following criteria:

1.	 Your group must meet at least twice a year 
and report your meeting dates to the Crime 
Prevention Officer. This is a requirement, and 
failure to do so will result in your removal from 
the program.

2.	 Your group should complete Property 
Inventory sheets. The block captain and 
Police Department do not maintain those 
records. Property Inventory sheet attached as 
Appendix 9.

3.	 Please contact your Divisional Crime 
Prevention Officer for information regarding 
Neighborhood/Business Watch Street Signs.

Once your group has been started, 
your group needs to continue to 
meet at least twice a year. These 
meetings can be as formal or informal 
as you like including block parties, 
cookouts, or ice cream socials. An 
officer does not need to attend every 
meeting; however, to maintain your 
Neighborhood Watch Group status 
your meetings need to be reported to 
your Crime Prevention Officer.

The National Association of Town Watch sponsors an 
annual event, National Night Out, on the first Tuesday 
of each August. It is a unique crime prevention event 
sponsored by the National Association of Town 
Watch. Its purpose is to heighten crime prevention 
awareness; generate support for local anti-crime 
programs; strengthen neighborhood spirit and police 
/ community relations. Every National Night Out, 
Local Neighborhood Watch Groups and other crime 
prevention organizations across the city hold block 
parties, cookouts, ice cream socials and rallies. This 
event does count as a one of your yearly meetings so 
we encourage you to participate in whatever manner 
you choose. If you have a meeting, be sure to notify 
the CPO for your area. If you want your CPO or other 
police officer to attend, notify your CPO two weeks in 
advance. Their schedules get booked up very rapidly. 
There may also be a National Night Out event that 
occurs on a citywide level. You can encourage your 
groups to attend this type of gathering as well.
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MANAGING THE 
NEIGHBORHOOD WATCH 

START-UP MEETING
The first meeting is extremely important for your 
group. The officer attending has been specially 
trained in starting a neighborhood watch. He 
/ She will provide your group with valuable 
information about what a neighborhood watch is 
and how they function.

Because of the amount of information being 
covered at the first meeting expect the meeting 
to last approximately one hour. The length will 
vary depending upon the amount of questions 
asked by your group. The more involved your 
group members become in the meeting the 
more you will learn. The following is a list 
of recommendations for managing the first 
meeting.

1.	 Allow time prior to the actual meeting for 
neighbors to meet and socialize.

2.	 Start the meeting on time.

3.	 Introduce yourself as the Block Captain 
and introduce any other Block Captain.

4.	 Introduce the Police Department 
Representative. 

5.	 The representative will present a wealth 
of information to your group including:

	XExpectations of Neighborhood Watch

	X Importance of participation

	XRequirements of program

6.	 Closing remarks by Block Captain.

7.	 After the Block Captain Position is 
determined, fill out the application and 
MOU (memorandum of understanding) 
and give that to the representative. 
They will turn it in and add you to the 
database.

NEIGHBORHOOD WATCH 
PARTICIPANT RESPONSIBILITIES

BLOCK CAPTAIN RESPONSIBILITIES:
1.	 A Block Captain applicant must not have any 

prior felony convictions, must not be a registered 
sex offender and must not be actively involved in 
criminal activities. The final approval rests with the 
Division Commander.

2.	 Ensure your group meets at least twice a year by 
coordinating the meetings, cookouts, block parties, 
etc. and report the meeting dates to the police 
representative. (see Appendix 4)

3.	 Attend at least two block captain trainings per year. 
E-mail, web pages, or newsletters will announce the 
quarterly meetings. 

4.	 Develop a block map and roster for your group that 
includes names, addresses, and phone numbers 
and e-mails for each group member. Telephone 
trees can help expedite emergency information 
among your neighbors. Block Captains will create a 
chart (which is continuously updated) that includes 
the names and phone numbers of all members. 
Each individual listed on the tree knows whom he 
is to contact should emergency or other important 
information need to be disseminated in a hurry. (see 
Appendix 12 and 13)

5.	 Develop an alert plan reflecting the name and 
phone number of each household – e-mail 
distribution list or phone tree for notification of 
suspicious activity. (see Appendix 12 and 13)

6.	 Greet new neighbors and invite them to join the 
program.

7.	 Inform and distribute to group members any 
crime related information received from the police 
department representative.

8.	 Be the liaison between your Neighborhood Watch 
group and the CPO. 

9.	 Sign application and MoU and return to the 
Divisional Crime Prevention Officer.

10.	You are responsible to maintain you and your co-
captain’s accurate information with the CPO, i.e. 
mail and phone numbers.
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GROUP MEMBERS RESPONSIBILITIES:
1.	 Be alert to suspicious activities in your 

neighborhood.

2.	 Notify the Block Captain if your contact 
information changes.

3.	 Learn neighbors’ names and be able to 
identify their vehicles and other vehicles 
usually in your neighborhood.

4.	 Keep an up to date block map, roster, and 
other important group information in an 
accessible and secure location.

5.	 Implement security measures suggested by 
your CPO or Block Captain.

6.	 Notify police and block captain of any 
suspicious activity.

7.	 DO NOT TAKE ANY PERSONAL RISK –  
Be A Good Witness

8.	 Attend the Neighborhood Watch meetings.

REPORTING SUSPICIOUS ACTIVITY
Neighborhood Watch is founded on the principle that 
you and your group members know what activity 
is normal in your neighborhood. A police officer 
occasionally patrolling the area is not going to be 
able to identify a strange person or car as quickly as a 
resident is. To have a successful neighborhood watch 
the participants must learn to recognize what activities 
and behaviors are normal within their groups in order 
to observe what is abnormal.

When reporting suspicious activity that is after-the-
fact (a cold report) or one that is of a non-emergency 
nature, use the non-emergency number 444-7000. 
Be aware there is a good chance you will be put on 
hold using this number. Do not use 911 for a non-
emergency calls, as you will only be transferred to the 
non-emergency number. See Appendix 1 for a phone 
list.

HOME SECURITY
The CPO’s are trained in the practice of Crime 
Prevention through Environmental Design, CPTED for 
short. The concept of CPTED is that the environment 
can be manipulated 
to reduce the fear 
of and incidence of 
crime. For example 
how your yard is 
maintained, whether 
lights are on or off all 
may reduce the fear 
or incidence of crime.

In general, keep 
the exterior of 
your home clear 
of miscellaneous 
debris, tools, etc., 
that could be used 
by criminals to 
break into your 
home or used as 
weapons. Trim 
trees up 6’ – 8’ 
from bottom. Keep 
bushes trimmed 
down to ground level or below window height. Install 
and use 360 degree exterior lighting. Exterior doors 
should be solid core with door viewer and deadbolt 
lock. All windows should have a secondary device.

Do not automatically open your door to visitors. If you 
do not know the person, are not expecting them, or 
cannot verify their identity: do not open the door, even 
to talk to them.

Training is offered through CSPD in basic crime 
prevention and home security. Several security 
recommendations that could be implemented in 
your home will be made. These recommendations 
are general in nature. Due to the large number of 
neighborhood watch groups and participants in 
Colorado Springs the officer will not be able to look 
at every group members’ home. After your group 
receives the information, if you have any specific 
questions, please contact your CPO. See Appendix 5 
for a home survey and Appendix 6 for vacation 
checklist.

After conducting the home survey and upgrading 
your home security contact your home-owners 
insurance company.  Some companies provide 
discounts to Neighborhood Watch participants.

HOME SECURITY MEASURES
Develop the habit of surveying your home as you 
approach it. If you note evidence that someone 
has broken in, DO NOT ENTER. Go to the nearest 
telephone and call the police or sheriff’s department. 
Should you confront a burglar, the very first rule is: 
GET OUT OF HIS WAY!! Never get between a burglar 
and the exit, and never try to stop him. It may cost 
you your life!

You must be aware of the potential risk of crime in 
your home in order to prevent it. First…Remember 
that the key factor in most crimes is OPPORTUNITY. 
IF THEY CAN’T GET AT IT, THEY CAN’T TAKE IT! 
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Then…follow a regular plan of home security to deter 
the potential burglar or other intruder.

	z Use a timer or photo electric cell that 
automatically turns a living room light on at dusk, 
particularly if you are going to be away at that 
time;

	z Leave a radio on with the volume turned low 
when leaving home, even for short periods;

	z Always close and lock 
garage doors;

	z Never leave a garage 
door opener in your 
vehicle;

	z Secure all obvious (and 
not so obvious) points 
of entry to your home. 
Pretend you are the 
burglar…stand outside 
your home and plan how 
you would get in; then 
install secure locks on all 
doors and windows;

	z Lock up all ladders, ropes, or tools that could 
help a burglar gain entry;

	z Keep all shrubbery trimmed near your doors and 
windows-don’t provide concealment or climbing 
platforms for the burglar;

	z Brightly illuminate all entrances, preferably with 
vandal-proof fixtures;

	z Keep your grass cut, your leaves raked, etc., to 
indicate a well cared for and occupied home;

	z Empty your mailbox or arrange to have it 
emptied as soon as mail is delivered;

	z Install new locks when moving into an apartment 
or previously owned home;

	z Keep extra keys out of sight and in a safe place; 
never hide a key outside--most hiding places are 
obvious to burglars;

	z Avoid displaying valuable items near windows 
with open drapes or shades;

	z Never leave a note on the door explaining why 
you are not at home;

	z Never leave doors or windows unlocked when 
leaving home;

	z Display only your last name on your nameplate 
or mailbox;

	z Start a “buddy system” with you neighbors in 
order to watch each other’s homes; watch for 
“movers” or “repair people” at a house where no 
one is home.

WHEN LEAVING HOME FOR SEVERAL 
DAYS

	z Suspend your paper and mail delivery, or ask 
that your neighbor pick them up every day;

	z Leave a key with a friend or neighbor; ask that 
the house be checked periodically;

	z Have the drapes periodically opened and 
closed; and have different lights turned on and 
off so the house appears occupied;

	z Store all your valuables;

	z Consider asking friends or relatives to live in 
your home while you are away;

	z Leave a car in the driveway, or ask neighbors to 
park in it;

Despite precautions, if intruders are determined to 
enter and burglarize your home, they can probably 
do so. However, burglars usually seek the easiest 
target – and you can take steps to make your house 
less vulnerable. (See Appendix 6)

TELEPHONE SECURITY
	z Never give personal information (name, age, 
address, etc.) to a stranger on the telephone;

	z Never let a stranger on the telephone know 
when you will or will not be home;

	z Never let a stranger on the telephone know you 
are home alone; instruct babysitters never to tell 
anyone who calls that they are home alone with 
children;

	z Teach children old enough to be left alone 
never to tell a stranger who telephones that 
parents are gone. Teach them to say, “My mom 
can’t come to the phone now. May I take a 
message?”

	z Credit card/Social Security #, etc. Do not give 
out a credit card or social security number to 
someone who you do not know or whom you 
did not call.
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WHEN PLANNING A TRIP
	z Consider having your telephone “put on 
vacation.” (Notify the telephone company 
approximately two weeks before your trip, and 
arrangements will be made for an operator 
or a recording to state that your telephone is 
temporarily out of order each time it rings);

	z Use “call forwarding” if available in your area. 
(Call forwarding can give callers the impression 
that residents are home when they are actually 
away, by transferring your incoming calls 
to another telephone number. Your local 
phone company can provide you with further 
information).

SUSPICIOUS PERSONS
Obviously, not every stranger who comes into a 
neighborhood is a criminal. Legitimate door-to-door 
sales and repair people appear in residential areas 
frequently. Occasionally, however, criminals disguise 
themselves as these workers; therefore, it is important 
to be alert to the activities of all nonresidents. Law 
enforcement officials should be called to investigate 
persons in the following circumstances, who may be 
suspects in the crimes indicated:

	z Going door to door in a residential area, 
especially if one or more goes to rear of 
residence or loiters in front of an unoccupied 
house or closed business (burglary);

	z Forcing entrance or entering an unoccupied 
house (burglary, theft, or trespassing);

	z Running, especially if carrying something of 
value or carrying unwrapped property at an 
unusual hour (fleeing the scene of a crime);

	z Heavy traffic to and from a residence, particularly 
if it occurs on a daily basis (drug dealing, vice or 
fence operation);

	z Screaming (rape or assault):

	z Loitering 
around or 
peering 
into cars, 
especially in 
parking lots or 
on streets (car 
theft);

	z Loitering 
around 
schools, parks 
or secluded 
areas (sex 
offender);

	z Offering items 
for sale at a 
very low price (trying to sell stolen property);

	z Loitering or driving through a neighborhood 
several times or appearing as delivery person 
with a wrong address (burglary).

SUSPICIOUS VEHICLES
Vehicles in the following situations MAY be involved in 
crimes and should be reported to authorities:

	z Slow moving, without lights, following aimless 
course in any location, including residential 
streets, schools, and playgrounds (burglar, drug 
pusher, or sex offender);

	z Parked or occupied, containing one or more 
persons, especially at an unusual hour (lookouts 
for a burglary or robbery);

	z Parked by a business or unoccupied residence, 
being loaded with valuables (burglary or theft);

	z Abandoned in your neighborhood (stolen car);

	z Containing weapons (criminal activity);

	z Someone, especially a female or juvenile, being 
forced into a vehicle (kidnapping, assault, or 
attempted rape);

	z Business transactions taking place in it, 
especially around schools or parks (sale of 
stolen items or drugs);

	z Persons detaching mechanical parts or 
accessories from it (theft or vandalism);

	z Objects being thrown from it (disposing of 
contraband).

Call 911 if a crime is occurring and 444-7000 for 
suspicious activities.
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BUSINESS WATCH PROGRAM
The Colorado Springs Police Department is working 
with the business community to reduce crime and 
the fear of crime by establishing a Business Watch 
Program. Business Watch has evolved from the very 
successful Neighborhood Watch Program with some 
modifications.

Business Watch is composed of a group of business 
people who join together with the police in a team 
effort to practice crime prevention. A Business 
Watch may be formed in a shopping center, among 
a row of street-front shops or within a single office 
building. One person will be needed to organize 
the first meeting. A coordinator will be chosen to 
be the liaison to the Police Department’s Crime 
Prevention Officer. Reporting suspicious activity is 
the key feature of the program. We encourage these 
types of calls since they are a very effective way of 
preventing crime. Calls to the police do not place the 
caller in civil or criminal jeopardy. Business Watch 
does not require owners or employees to confront or 
apprehend criminals. See Appendix 5 for a Business 
Security Checklist.

ROBBERY PREVENTION 
STRATEGIES

	z Keep your front doors and windows clear of 
signs and posters to allow natural surveillance, 
two way visibilities. Employees can see 
suspicious persons outside. Passers-by and 
police can see inside.

	z Keep the outside of your business well lit at 
night.

	z Make sure your cash register area is clearly 
visible to outside observers.

	z Practice good cash control. Keep a minimum 
amount of cash in your cash drawer and make 
regular drops into a safe. Advertise outside 
that you keep a minimal amount of cash in the 
register and that you will not accept large bills. 
Don’t keep large bills under the cash drawer. If 
you don’t have a safe, find a less obvious place 
to hide your extra cash until you go to the bank. 
Make bank deposits as often as possible and 
try to vary the times you make these deposits 
so that potential robbers cannot establish your 
routine. Carry cash in a variety of ways - a lunch 
sack, attaché case, flight bag, pocket, etc. 
Money bags are pretty obvious. Not only should 
you vary the times, but also the routes that you 
use to go to the bank. Make deposits as often as 
possible, never less than once a day.

	z Use a safe that the clerk cannot open alone 
or that requires two keys and post that fact 
conspicuously, including on the safe itself. 

	z Use digital surveillance at your business to 
deter both from robberies and employee theft. 
Make it well known that surveillance cameras 
are in place and always have at least two clerks 
working at night.

	z Be alert for “customers” who seem to be 
glancing around the store while appearing to 
shop or browse through a magazine. Approach 
them and ask “May I help you find something?” 
or “Are you finding everything you need?” etc.

	z Watch for suspicious persons outside the 
business too. Such as people sitting in cars, 
people loitering, or other behavior not normal for 
the circumstances or environment.

	z If you see someone who is acting suspicious 
inside or outside, call the police to have them 
checked out. Consider locking the doors to 
your business if someone outside is behaving 
suspiciously until you know the police have 
checked them out and the situation is safe.

	z At opening time enter the store and check to see 
if it has been disturbed. Try to have two people 
perform the opening and closing of the business 
each day. Before closing check the office, back 
rooms and rest rooms to make sure no one is 
hiding inside.

	z Regarding doors, keep side and back doors 
locked. Have employees use the main entrance, 
if possible. Place markers at the main entrances 
so that if robbed, employees can use this to help 
gauge the height of a robber as he leaves.
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WHAT TO DO DURING A ROBBERY
	z Try to stay calm and don’t make any sudden 
movements to upset the robber. Do exactly 
as you are told unless being instructed to do 
something that would endanger your life or 
safety. Do not resist unless you feel you are in 
imminent danger of abduction or death.

	z Activate your alarm ONLY if you can do so 
secretly and tell the robber about anything that 
might surprise him, such as someone who is 
expected to arrive soon. If you have to move or 
reach for something, tell the robber exactly what 
you are going to do and why.

	z Don’t be a hero. It’s better to lose your money 
than your life. If safe to do so, get a good look 
at the robber so you can describe him later. 
Give the robber time to leave and do not block 
his escape. Note his direction of travel when he 
leaves and try to get a description of his vehicle 
ONLY if you can do so without exposing yourself 
to harm.

	z DO NOT allow yourself to be abducted or moved 
to crime scene number two!

WHAT TO DO AFTER A ROBBERY
	z Call 911 (police) immediately, even if you have 
already activated the alarm. Close the store and 
lock the doors. Do not allow anyone to enter 
other than emergency personnel and do not 
discuss the details of the robbery with witnesses 
or fellow employees. Do not discuss the amount 
of money taken with anyone other than police. 
Please ask any witnesses to stay until police 
arrive and can get their information. If they can’t 
stay, or if someone involved refuses to stay, get 
their names, phone numbers and addresses. 

	z Do not touch anything that the robber may have 
touched. Block off areas where the robber was, 
if necessary. Try to recall as much as you can 
about the robber’s appearance, height, weight, 
eye and hair color, as well as things like speech, 
mannerisms, jewelry, scars, tattoos, teeth, 
glasses, clothing, shoes, or anything else that 
may be able to help identify the individual who 
committed the crime.

	z Step outside the store when the police arrive so 
that they’ll know the robber is gone and you are 
safe. Try to relax, calm down, and be as detailed 
as possible when answering the police officer’s 
questions. Don’t be afraid to ask questions of the 
police if you have any.

SHOPLIFT PREVENTION
Good retailing practices are important:

IMPROVING STORE LAYOUT AND 
DISPLAYS

	X Make it easy for staff to exercise effective 
surveillance.

	X Exits should not be accessible without passing 
through checkout.

	X Reduce or eliminate the number of exits, blind 
corners, recesses, alcoves, and hidden areas in 
the store.

	X Monitor restrooms and changing rooms.
	X Carefully place mirrors and surveillance 
equipment.

	X Avoid displays that conceal goods and shoppers 
from view.

	X Staff should be able to easily see down aisles 
from one end.

	X Provide good, even lighting.
	X Eliminate clutter and obstructions.
	X Place goods away from entrances and exits.
	X Reduce height of displays and reduce crowding 
near displays, especially of high risk items.

	X Hot products should be moved to higher-security 
zones with more staff surveillance.

	X Speed up check out to reduce congestion and 
waiting.

	X Eliminate possibilities and opportunities for 
shoppers to exercise concealment of goods.

TIGHTENING STOCK CONTROLS
	X Helps managers detect shoplifting patterns.
	X Inventory control procedures must allow 
shoplifting trends to be detected.

	X Managers must be able to distinguish between 
shoplifting and employee theft.

	X Without good inventory controls retailers will be 
unable to notice and immediately report shoplifts 
and employee thefts.

IMPROVING RETAIL SECURITY
	X Standard security must make shoplift more 
difficult.

	X Do not allow unaccompanied children in store.
	X Establish clear rules for use of changing rooms 
and restrooms.

	X Display only the cases in music and video store 
and only one shoe from a pair in shoe stores.
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	X Keep high value items in locked displays or use 
cable locks and security hangers.

	X Provide baskets or something similar for 
shoppers to carry items to eliminate any excuse 
for putting items in their own bags or pockets.

	X Check receipts against goods as shoppers exit 
the store.

	X Require proof of purchase for refunds.
	X Post warning notices on high risk merchandise.

STAFFING
	z Hire more and better-trained sales staff.

	z Makes it harder for shoplifters to operate.

	z Hire store detectives.

	z Provides a deterrent, especially to shoplifters.

	z Hire security guards.

	z Provides a deterrent to shoplifters who 
might otherwise believe they could escape if 
apprehended by sales staff.

SHOPLIFTING POLICIES
	z Using civil recovery.

	XSome deterrence; Provides retailers with the 
ability to recover some of the costs.

	z Using informal police sanctions.
	XUnknown deterrent value; saves retailers, 
police, and the criminal justice system time.

	z Establishing early warning systems.
	XRetailers communicate to one another when 
known shoplifters are present in the area.

	XEliminates element of surprise that shoplifters 
rely on.

	z Banning known shoplifters.
	XAlerts staff to their presence so they may ask 
them to leave.

	XDeters known shoplifters from entering store 
and may deter others.

	XPolice may be notified and arrest banned 
subject for trespass.

	z Launching public information campaigns.
	X Informs public about the harms of shoplifting.

	XEncourages people to report shoplifting.

	X Increases knowledge about the consequences 
of apprehension.

	z Adhering to a zero tolerance policy.
	X100% of shoplifters are arrested and subject to 
prosecution.

TECHNOLOGY
	z Installing and monitoring Closed Circuit 
Television (CCTV).
	X Increases surveillance abilities.

	XUseful in identifying offenders.

	XProvides evidence for prosecution.

	z Using electronic article surveillance.
	XDetects shoplifters trying to leave the store with 
concealed goods.

	z Attaching ink tags to merchandise.
	XRemoves the rewards of shoplifting by 
rendering the stolen goods unusable. 

FRAUD PREVENTION

CREDIT CARDS
	z Check signature on back.

	z Ask to see identification.

	z Make sure name on ID matches name on credit 
card and that signatures match.

	z Do not accept cards that have been taped 
together.

	z Do not hand the credit card back to the customer 
before you have received an approval code.

CHECKS
	z Ask to see a photo ID.

	XWrite date of birth and driver’s license 
number on check. The district attorney has 
to have this for prosecution.

	z Compare name on check with name on ID.

	z Make sure signatures match.

	z Make sure photo on ID matches the person 
using it.

	z Verify funds with issuing bank on large amounts.

	z Use a check verification system/machine.

	z Obtain a fingerprint from persons paying via 
check.

	z Never cash a check for anyone, you are not a 
bank

	z For your information:
	XThe district attorney is now contracting out all 
insufficient funds and stop payment cases to 
an independent company.

	XThat phone number is 1-800-398-5065
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CRIME PREVENTION 
THROUGH ENVIRONMENTAL 

DESIGN (CPTED)
Crime Prevention Through Environmental Design 
(CPTED) is a set of design principles used to 
discourage crime. The concept is simple: Buildings 
and properties are designed to prevent damage from 
the force of the elements and natural disasters; they 
should also be designed to prevent crime.

CPTED principles are based on anticipating the 
thought processes of a potential offender, and 
creating an environment that discourages follow-
through. CPTED has the added advantage of creating 
a sense of security and well-being among employees 
and tenants.

When CPTED is put into practice, the resulting 
environment - including the building and its 
surroundings - will discourage or impede criminal 
behavior, and at the same time encourage honest 
citizens to keep a watchful eye.

The Four Principles of CPTED are:

	XNatural Surveillance

	XNatural Access Control

	XTerritorial Reinforcement

	XMaintenance

Although these principles were developed for the 
design and construction of new buildings, the 
concepts can be applied to existing businesses as 
well.

NATURAL SURVEILLANCE
Criminals do not like to be seen or recognized, so 
they will choose situations where they can hide and 
easily escape. Here are some ways to incorporate 
natural surveillance into a business environment.

	X Keep areas well lit. In particular, building 
entrances should be bright at all times and 
provide a clear line of sight from both inside and 
outside.

	X Eliminate hiding spots. Cut down hedges and 
remove trees, bushes, fences, dumpsters, etc. 
that create blind spots or hiding places.

	X Low, thorny hedges work well around windows, 
because they don’t obstruct the view in or out, 
and they don’t provide a comfortable place to 
hide.

	X Use Closed Circuit Television (CCTV) to view 
areas without natural sight lines. Put up monitors 
in public areas so that visitors know they are 
being watched. The last thing a criminal wants to 
see when they enter a building is their own face 
on a security monitor.

The result: A potential offender should feel like they 
are being watched, and that the surroundings offer no 
easy escape routes.

NATURAL ACCESS CONTROL
Criminals like to feel that they are in control. However, 
this sense of control can be denied by clearly marking 
the approaches to buildings and properties and 
channeling visitors into a defined area. Here are a few 
tips for creating natural access control:

	X Use maze entrances in public lobbies. The goal 
is to cut off straight-line access to a potential 
target, such as a bank teller or cashier. I’m not 
talking about barbed wire - even tension barriers 
that have to be jumped or navigated around can 
discourage the bad guys.

	X Use curbing and landscaping to direct 
automobile and foot traffic into a controlled, 
visible area.

The result: a criminal should never feel like they have 
the upper hand when approaching a facility.

TERRITORIAL REINFORCEMENT
The purpose of this principle is to create a clear 
distinction between public and private property. This 
is important for two reasons: Legitimate occupants 
have a sense of ownership and will notice, and even 
challenge, people who don’t belong; intruders, on the 
other hand, have a harder time blending in. Here are 
some ways to implement territorial reinforcement:

	X Make sure receptionists have clear sightlines to 
all entrances, as well as the ability to quickly and 
discreetly call for help. A panic button that calls 
a central station or signals for help via an alarm 
light in a separate section of the building works 
well.

	X Make sure security signage is clearly visible at all 
entrances.

	X Implement a visitor badging system, and make 
sure that all visitors are properly escorted.

The result: Employees gain a feeling that “this is my 
space,” while intruders are immediately put on the 
defensive.
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MAINTENANCE
Maintenance is related to territorial reinforcement. 
A well -maintained area sends the message that 
people notice and care about what happens in an 
area. This in turn discourages vandalism and other 
crimes. Security practitioners refer to the “Broken 
Windows Theory” – the idea that one broken window 
will entice vandals to break another. A vandalized area 
then becomes more inviting to higher levels of crime. 
Property should be well-maintained as a matter of 
safety as well as pride.

TARGET HARDENING
Target hardening is another element often mentioned 
in connection with CPTED. This simply means making 
a building more difficult to forcibly enter.

The use of deadbolt locks is one example of target 
hardening. To be effective, the locks should have 
hardened steel bolts extending at least one inch into 
the door jamb. When deadbolts are installed on a 
wooden frame door, the screws that fasten the strikes 
should also penetrate at least one inch into the door 
frame. 

Protective window films are another example of target 
hardening. Buildings with plate glass windows are 
vulnerable to “smash and grab” burglaries. But plate 
glass can stop a sledgehammer when a protective 
film, such as ShatterGARD, is properly installed. 

DESCRIBING AND REPORTING 
OF EVENTS, VEHICLES AND 

PERSONS
Practicing to develop skill in providing quick, accurate 
descriptions is an excellent NEIGHBORHOOD/
BUSINESS WATCH meeting activity. In attempting 
to describe events, vehicles, or persons, write down 
the details of what you have observed while they are 
still fresh in your mind, so your descriptions to law 
enforcement officials will be as accurate as possible.

DESCRIBING EVENTS
When describing events, write down:

	z What happened;

	z When it happened;

	z Where it occurred (note the nearest cross street, 
home address, or landmark in relationship to the 
event);

	z Whether injuries are involved (Be prepared to 
report visible or suspected personal injury. Be as 
specific as possible - this could save a life!);

	z Whether weapons are involved (this information, 
whether observed or suspected, is vital to 
responding officers).

DESCRIBING VEHICLES
When describing vehicles, write down:

	z Vehicle license number and state, make and type 
of vehicle, color, and approximate age;

	z Special designs or unusual features, such as 
vinyl top, mag wheels, body damage, pinstripes, 
etc.;

	z Direction of travel.

DESCRIBING PERSONS
In preparing descriptions of persons, it is important to 
write down the following:

	z Sex;

	z Race;

	z Age;

	z Height (estimated from eye contact level 
measured against your height);

	z Weight;

	z Hair (color and length);

	z Hat;

	z Facial Hair (beard/mustache);

	z Shirt/tie;

	z Coat/jacket;

	z Trousers;

	z Shoes;

	z Any peculiar or distinguishable mannerisms, 
physical disabilities, disfigurations, scars or 
tattoos;

	z Voice characteristics;

	z Direction of movement.

REPORTIT
ReportIt is the name of a nationwide program for 
documenting personal property to permit positive 
identification if the items are lost or stolen. ReportIt 
is not mandatory for a Neighborhood Watch group 
however participation is highly recommended.
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REGISTERED SEX OFFENDER 
INFORMATION

Most persons convicted of a sex offense must 
register with the local police department. How 
long the offender has to register depends on many 
different factors and laws. The public has a right to 
obtain the registration information. Information on 
Registered Sex Offenders can be obtained by going 
to Springspolice.com. On the left side, Click on “Sex 
Offender Registry Info.”

COMMON NEIGHBORHOOD 
CONCERNS

GRAFFITI: Hotline Number : 634-5713
Graffiti is defined as any writing, word, symbol, figure, 
design or other inscribed material written, sprayed, 
painted or otherwise applied to any exterior surface 
of a building, wall, fence, tree, sidewalk, curb or 
other permanently fixed object without the authority 
or consent of the property owner. Online tips are 
available at www.graffitihurts.com. 

Code Enforcement primarily removes graffiti from 
Public Property. We are presently meeting our goal 
of removal from public property within 48 hours of 
reporting.

Studies prove that graffiti removed within 24-48 hours 
results in an almost 0% chance of reoccurrence, 
graffiti left for 30 days results in a 200% chance of 
reoccurrence.

City Code (9.6.606) requires private property owners 
to remove graffiti from their property within 10 days 
of notification. Code Officers are responding and 
advising them of their requirement. Patrol Officers, 
PSRs and ERTs should do the same.

Victims are encouraged to make a case report by 
Direct Line Reporting or Online Reporting.

We will help private property owners who are elderly, 
have extenuating circumstances or are constant 
victims.

JUVENILE LOITERING
The City of Colorado Springs does not have a 
curfew. However, there is a Juvenile Nighttime 
Loitering Ordinance. The ordinance states that it 
is, “unlawful for any person under the age of 18 to 
loiter or to aimlessly drive or ride about, on or about 
any street, avenue, highway, road, sidewalk, curb, 
gutter, parking lot, alley, vacant lot, park, playground, 
yard, building, place of amusement, or eating place, 

whether public or private, without the consent or 
permission of the owner or occupant thereof, during 
the hours ending at 6 a.m. and beginning at 12 a.m. 
on Saturday and Sunday mornings, and beginning 
at 10 p.m. on Sunday night through Thursday night.” 
It is not a violation if the person under the age of 
18 is accompanied by a parent, guardian or other 
adult person over the age of 21 years of age who is 
authorized by a parent or guardian of such juvenile to 
take the parent’s place for a designated period of time 
and purpose.

This ordinance does not prohibit juveniles from 
participating in legitimate activities. It does prohibit 
them from aimlessly wandering and hanging around. 
If you are concerned about a group of juveniles 
hanging around your neighborhood call the non-
emergency number, 444-7000, and based on priority 
and availability an officer will be sent to investigate. 

Parents also have a responsibility under the law. 
When parents knowingly permit their child to violate 
the ordinance, charges may be filed against the 
parents.

MOTOR VEHICLE THEFT
Motor vehicle thefts in the City have been on the rise. 
Unfortunately, many of these thefts have occurred 
with the keys in the car. Remember to always pocket 
your keys and lock your car doors even if “just for a 
minute” such as warming your car in the winter time, 
or paying for gas while the car is running.

BREAK-INS TO MOTOR VEHICLES (BMV)
It’s important to removal ALL valuables or perceived 
valuables from your vehicle. Criminals target areas 
of opportunity. If your neighborhood removes these 
items from your vehicles you reduce the chance of 
criminal activity in your neighborhood.

NARCOTICS COMPLAINTS
If you have a narcotics complaint you have three 
options of reporting the information:

1.	 Call the non-emergency phone number, 
444‑7000, and an officer will be dispatched 
based on priority and availability.

2.	 Call Crime Stoppers at 634-STOP (7867)  
24 hours a day to report narcotics complaints 
anonymously

3.	 Fill out Drug Information Report, (see 
Appendix 8), and email to your Divisional Crime 
Prevention Officer. 
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TRAFFIC VIOLATIONS
The number one concern voiced by the citizens of 
Colorado Springs is neighborhood traffic complaints. 
Most neighborhood violators are your neighbors. 
Neighborhood Watch encourages group members 
to be responsible for their neighborhoods. With that 
in mind, the Police Department has initiated several 
programs so community members can have an 
impact on traffic problems such as speeding, reckless 
driving, and stop light violators.

SMART Trailer – The SMART trailer is a self-contained 
radar unit that displays the vehicle speed to the 
driver. The unit does 
not take pictures so 
driver information is 
not available. The 
unit does record 
the average and 
high speeds, and 
counts the number of 
vehicles. Officers use 
the data from the trailer to evaluate the need for future 
traffic enforcement. The purpose of the trailer is to 
encourage voluntary compliance of traffic laws.

Traffic Complaint Form – This is a report form 
that provides citizens with the opportunity to make 
a traffic complaint against a known driver or a 
vehicle identified with a license plate. These reports 
are available at any police station, on line at the 
department’s web page, springspolice.com click 
on “forms and documents” then on “Form-Traffic 
Complaint”. The complainant has the option of 
requesting a warning be issued to the registered 
owner or a citation be issued to the driver provided 
the complainant can identify the driver and is willing 
to sign the complaint and testify in court against 
the violator. The final decision to issue a citation is 
always made by the investigating police officer. (see 
Appendix 8)

Neighborhood Traffic Complaint Form – This is a 
report form that provides citizens with the opportunity 
to make a neighborhood traffic complaint (i.e. 
speeders) with regard to reoccurring traffic problems 
in their neighborhood. A citizen simply telephones 
the respective police substation in their area and a 
front desk representative can take the complaint over 
the phone. This information is then forwarded to a 
supervisor, and then in turn is assigned to a police 
officer to investigate. In addition, the SMART Trailer 
can be used as an additional tool to target and slow 
down speeders. 

OTHER COMMUNITY 
PARTNERSHIP PROGRAMS

The following list is only a small number of 
partnership programs available to the community. 
If you have any questions about these or other 
community partnerships contact the CPO for your 
division. See Appendix 1 for phone numbers.

Explorer Program – The Colorado Springs Police 
Explorer Program is open to local area teens aged 
14 ½ to 20. Explorers learn law enforcement tactics, 
crime scene investigation, and can ride with officers 
after the age of 16. Explorers can participate in the 
program until one year after they turn 21 years of age. 
Several of our Officers started as Explorers. 

Crime Free Multi-Housing – This is a crime 
prevention program for apartment communities 
which are similar to Neighborhood Watch. This is a 
partnership between the Colorado Springs Apartment 
Association and Police Department and the Crime 
Free Multi-Housing project. Apartment Communities 
can become certified as a Crime Free Multi-Housing 
Unit providing them with special privileges.

Crime Stoppers – Program that 
allows citizens to anonymously 
report suspects of crimes to the 
police. Detectives working the 
case will later follow-up these 
tips. This number will not get a 
response for an in progress call. 
Sometimes cash rewards are 
given. Call 634-STOP. 

Handicap-Parking Enforcement – Volunteers are 
trained and commissioned to enforce handicapped 
parking violations. As a requirement, all handicap-
parking volunteers are disabled in some manner that 
permits them to use the handicapped spaces. 

Ride Along Program – Qualified community 
members may complete an application and ride 
with a police officer for half a shift. You may select 
specific officers, days or shifts. Approval is based on 
scheduling, manpower, and emergencies. Call the 
Division you wish to ride at for more information.

Citizen Advisory Committee (CAC) – The Colorado 
Springs Police Department believes in community 
partnership and transparency between us and the 
public we serve. For this reason the Citizen Advisory 
Committee (CAC) was formed. The purpose of the 
CAC is to be a policy advisory group to provide 
informed, timely recommendations in support of 
Crime Prevention initiatives and any other appropriate 
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issues involving the Colorado Springs Police 
Department. Each Police sub-station hosts a group 
for their division. If you would like to be part of this 
group please contact your divisional Crime Prevention 
Officer for more details.

Volunteering – Join the CAPS (Community 
Advancing Public Safety) Team by volunteering in 
Colorado Springs’ public safety agencies.  
Volunteer opportunities are available in the police and 
fire departments days, nights and weekends. Visit 
www.springsCAPS.org to submit an online volunteer 
application or call 444-7441. Training is provided.

CSPD DIVISION CONTACT INFORMATION

Falcon Division (North West)	 Gold Hill Division (South West)
7850 Goddard Street	 955 West Moreno Avenue
Colorado Springs, CO 80920	 Colorado Springs, CO 80905
719–444-7240	 719–385-2100
Crime Prevention 444-7246	 Crime Prevention 385-2117

Sand Creek Division (South East)	 Stetson Hills Division (North East)
950 Academy Park Loop	 4110 Tutt Boulevard 
Colorado Springs, CO 80910	 Colorado Springs, CO 80922 
719–444-7270	 719-444-3140
Crime Prevention 444-7276	 Crime Prevention 444-3168

“Safeguarding our Community as our Family”
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IMPORTANT PHONE NUMBERS
EMERGENCY	 911 

Non-Emergency	 444-7000

Poison Control	 1-800-222-1222  
	 or 1-800-332-3073

FALCON DIVISION
General Info 	 444-7240

Duty Desk	 444-7249

Crime Prevention	 444-7246

GOLD HILL DIVISION
General Info	 385-2100

Duty Desk	 385-2125

Crime Prevention	 385-2117

SAND CREEK DIVISION
General Info	 444-7270

Duty Desk	 444-7282

Crime Prevention	 444-7276

STETSON HILLS DIVISION
General Info	 444-3140

Duty Desk	 444-3144

Crime Prevention	 444-3168

GENERAL POLICE UNITS
Airport Security	 550-1976

Community Relations	 444-7410

Crime Stoppers 	 634-7867

Vehicle Impound 	 667-2777

NUMBERS FOR YOUR INFORMATION
Code Enforcement	 444-7891

Colorado Springs Utilities	 448-4800

Court	 452-5000
District / County	 448-7700 
Municipal	 385-5922

Dept. Human Services	 636-0000 
Child Abuse 24hr	 444-5700

Domestic Violence Hotline	 633-3819

Drug Hotline	 444-3111

Explorer Program	 444-7410

Fingerprint Info	 444-7464

Fire Dept. Admin.	 385-5950

Graffiti Removal Hotline	 634-5713

Humane Society	 473-1741

Jail – CJC	 390-2000

License Plates 	 520-6240

City Council 	 385-5986

Neighborhood Justice	 520-6000

CSPD Records	 444-7464

CSPD Recruiting	 444-7555

Victim Assistance (DA)	 520-6049

CSPD Victim Advocacy Unit	 444-7777

El Paso County Emergency  
Services Division (OEM)	 (719) 575-8400

Colorado Springs Office  
of Emergency Management	 (719) 385-5957

Community Advancing Public Safety (CAPS) 
Volunteer Team	 444-7441

Colorado Information Analysis Center (CIAC): 
Reporting Suspicious Activities	 877-509-2422
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COLORADO SPRINGS POLICE DEPARTMENT  

Time: _________________________________

Date: _________________________________

Location:___________________________________________________________

Host(s):_ ___________________________________________________________

Join us with ____________________________of the Colorado Springs Police 

Department / _________________________________ as we learn how to make our 

neighborhood a safer place to live.  We will discuss:

	X The Neighborhood Watch Program

	X _________________________________ 
(Fill in for Speaker Topic)

	X Answer Your Questions 
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 COLORADO SPRINGS POLICE DEPARTMENT

NEIGHBORHOOD WATCH  
BLOCK CAPTAIN APPLICATION

NAME_______________________________________________________________________________
	 First 	 Full middle name	 Last

DATE OF BIRTH_____________________________________________

CURRENT ADDRESS_ ________________________________________________  ZIP___________

COLORADO DRIVERS LICENSE NUMBER_____________________________________________

HOME/CELL TELEPHONE____________________________________

WORK TELEPHONE__________________________________________

E-MAIL ADDRESS_ __________________________________________________________________
	 (Please print legibly)

To ensure the integrity of all potential Block Captains and the overall Neighborhood Watch 
Program, a Criminal History Check, a Drivers License Check and a Warrant Check is 
conducted on all Block Captain Applicants. The personal information obtained about the 
applicant is kept strictly confidential and secure.

Please read and sign the waiver below:

I,_ __________________________________________ , hereby allow the Colorado Springs Police 
Department to conduct a Criminal History Check, a Colorado Drivers License Check and a full 
Warrant Check for the purposes of insuring the integrity of the Neighborhood Watch Program.

Sign full name____________________________________________Date_______________________

Please return your completed application to your Division. Addresses on page 14.

If you have any questions regarding this application or about the Neighborhood Watch 
Program in general please feel free to contact your Division Crime Prevention Officer (CPO):

SAND CREEK  444-7276	 GOLD HILL  385-2117

STETSON HILLS  444-3168	 FALCON  444-7246
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 COLORADO SPRINGS POLICE DEPARTMENT

BLOCK CAPTAINS MEMORANDUM OF 
UNDERSTANDING

By signing I acknowledge that I have read and understand the Block Captain Handbook 
and this MoU.

Failure to sign or not follow the outlined responsibilities will result in removal from 
the Neighborhood/Business Watch Program.  This MoU is valid as long as there is a 
Neighborhood/Business Watch Program in place and/or the Neighborhood/Business Watch 
Group Block Captain holds the current position.

CPO or Designee_____________________________________________ Date____________________

Block Captain________________________________________________ Date____________________

DEFINITION
A Memorandum of Understanding (MoU) is a document used to convey and articulate 
a written mutual agreement between two or more parties.  In this case this MoU is an 
understanding of the below information between the Neighborhood/Business Watch Group 
Block Captain and the Divisional Crime Prevention Officer (CPO) or Designee.

The document is not binding as a contract but outlines a commitment between parties to work 
together collaboratively toward the same purpose and/or goals.

GOAL AND PURPOSE
To provide a clear outline and understanding of what the roles and responsibilities are of both 
the Block Captain and the CPO or Designee.
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MEMORANDUM OF UNDERSTANDING RESPONSIBILITIES

RESPONSIBILITIES – BLOCK CAPTAIN

1.	 You are to read and understand your responsibilities outlined in the Block Captain Handbook and this 
MoU.

2.	 You are the Point of Contact between your Neighborhood/Business Watch Group and the CPO or 
Designee.

3.	 You are accountable to your group as their representative to the Police Department.

4.	 You are to share all information given from the CPO or Designee to your group.

5.	 You act as a coordinator for your group by sending out meeting notices, and ensuring that the group 
meets at least twice per year.

6.	 You are responsible to maintain your and your co-captain’s accurate information with the CPO, i.e. mail 
and phone numbers.

7.	 You are responsible to maintain an up-to-date list of contact information of Watch Group Members with the 
CPO, i.e. name, address and telephone numbers.

8.	 You or your designee is responsible to attend 2 Division Block Captain Meetings/Presentations annually, 
and take the information learned back to your group.

9.	 You or your designee is responsible to attend the Annual Chief’s Town Hall Meeting.

10.	You are not to exclude neighbors with an active interest in participation within the neighborhood watch 
group.

11.	To become listed as a new Neighborhood/Business Watch Group Block Captain, you must attend a Block 
Captain Training Module.

12.	You or your designees attend additional training throughout the year provided by CPO or Designee, and 
take the information learned back to your group.

13.	A Block Captain applicant must not have any prior felony convictions, must not be a registered sex 
offender and must not be actively involved in criminal activities. The final approval rests with the Division 
Commander.

RESPONSIBILITIES – CPO AND/OR DESIGNEE

1.	 To coordinate four Division Block Captain Meetings a year and one Citywide Block Captain Meeting.

2.	 To act as a point of contact for neighborhood concerns that need to be addressed.

3.	 To work with the City Streets Department to obtain and maintain the Neighborhood Watch Signs.

4.	 To act as the CSPD representative to each Division Neighborhood/Business Watch Group.

5.	 To offer Community training on relevant topics in an effort to deter and prevent criminal activity.
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RESIDENTIAL SECURITY SURVEY

EXTERIOR	 YES	 NO
Do you belong to a Neighborhood Watch?	 ______	 ______

Are shrubs and bushes within four (4) feet of any sidewalks, driveways,  
doors or gates maintained at a height of not more than two (2) feet?	 ______	 ______

Are shrubs and bushes between four (4) and eight (8) feet away from  
sidewalks, driveways, doors or gates.	 ______	 ______

Are trees trimmed so that the lower branches are more than  six (6) feet off the ground?	 ______	 ______

Are bushes trimmed down to be lower than window height?	 ______	 ______

Is the front door well lit?	 ______	 ______

Is the back door well lit?	 ______	 ______

Does photocell, or a timer control exterior lights?	 ______	 ______

Is public or residence number easily visible on both the house and curb?	 ______	 ______

Is the house or residence number easily visible on both the house and curb?   
(check this at night, brass has a very bright glare preventing easy identification)	 ______	 ______

Are there any hiding places near the doors, windows, garage, or parking area?	 ______	 ______

GARAGE	 YES	 NO

Do you keep the overhead door closed and locked when not in use?	 ______	 ______
Do you remove keys from your motor vehicles when the garage is locked?	 ______	 ______

Are you careful not to leave garage door openers in vehicles parked outside?	 ______	 ______

Is the garage door, leading into the house, locked at all times?	 ______	 ______

Does the overhead door have a track pad lock?	 ______	 ______

Does the garage door close tightly?	 ______	 ______

Is the door leading from the garage into the home either solid wood or metal core?	 ______	 ______

DOORS	 YES	 NO
Are all exterior doors solid core?	 ______	 ______

Is the doorjamb tightly fastened?	 ______	 ______

Do exterior doors have wide-angle (180 deg) door viewers?	 ______	 ______

Are strike plates securely fastened to the doorjamb with at least 3 “ screws?	 ______	 ______

Have screws been installed in the tracks of sliding glass doors?	 ______	 ______

Are locking bars, or “Charlie Bars”, used to secure sliding glass doors?	 ______	 ______

LOCKS	 YES	 NO

Are deadbolt locks with at least a 1” throw installed on all exterior or entrance doors?	 ______	 ______
Have locks been re-keyed since you moved in?	 ______	 ______

WINDOWS	 YES	 NO

Have double-hung windows been pinned?	 ______	 ______
Have screws been installed in the tracks of horizontal sliding windows?	 ______	 ______

Can windows left open for ventilation be secured?	 ______	 ______

Do basement windows have security bars, grills, or auxiliary locks?	 ______	 ______

Are window air conditioners anchored and protected by steel grillwork  
to prevent removal from the outside?	 ______	 ______



VACATION CHECKLIST

	√ Arrange for a friend or neighbor to bring 
in the mail, milk, and/or newspapers.  (if 
you ask for a temporary “stop delivery,” 
someone knows you won’t be home.)

	√ Arrange to have your pet(s) fed/given 
water, at home rather than kept in a 
kennel.

	√ If you have a second car that you leave 
outside, arrange to have it moved 
occasionally.

	√ Arrange to have your lawn cut or snow 
shoveled as required, and for garbage to 
be put out and picked up as usual.

	√ Arrange for secure storage of expensive 
or dangerous items, such as furs, jewelry, 
heirlooms, guns, other weapons.

	√ Pay bills that will be due in your absence, 
and arrange for the payment of others that 
may arrive while you’re away.

	√ Encourage neighborhood children to play 
in your yard while you are away.

	√ Use timers for inside lights, and arrange 
to have outside lights turned on during 
darkness.  Keep a small radio on a talk 
show station, at a low volume.

	√ Have your alarm system checked before 
your departure.

	√ Leave shades and drapes in the positions 
that they would normally be in if you were 
home, arranging, if possible, to have them 
raised and lowered or opened and closed 
routinely.

	√ Set thermostats or air-conditioner 
according to weather conditions.

	√ Make sure you have documented serial 
numbers on household items.

	√ If you don’t have a generous neighbor, use 
a qualified and trustworthy house sitter.

	√ Avoid publicity about your impending trip.

	√ Leave an itinerary with the person 
watching your house, so that you can be 
notified in case of emergency.

	√ Don’t pack your car the night before 
departure unless it’s in a secured garage.

	√ The last thing you do before departure, 
check to see that all doors and windows 
are locked, that you have taken all 
necessary keys or left them with the 
person watching your home.

	√ Disconnect or lock overhead garage door.

	√ If you belong to an active Neighborhood 
Watch Program, let your Block Captain 
know that you’re going to be gone, and 
who, if anyone, is going to “house sit.”

	√ When you return home, if there are any 
signs of burglary, DO NOT GO INSIDE; 
immediately call the police.
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BUSINESS SECURITY CHECKLIST

DOORS/LOCKS	 YES	 NO
Do all of your exterior doors have good quality deadbolt locks with no less than a 1” throw? 	 ______	 ______

Are all of your latch-strike plates on your exterior doors secured with at least 3” screws?	 ______	 ______

Do your exterior doors having glass within 3 feet of the lock have double-cylinder  
deadbolt locks installed on them?	 ______	 ______

Do all of your exterior doors without glass have a wide-angle door-viewer  
installed for identifying visitors?	 ______	 ______

Are all exterior doors constructed of solid wood?	 ______	 ______

Do you change locks every time a disgruntled employee is dismissed or quits?	 ______	 ______ 

If you have an overhead garage door equipped with an automatic opener,  
does it use a “rolling code” to foil “code grabbers?”	 ______	 ______

If your overhead door is not equipped with an automatic opener, does it have  
good quality padlocks installed on both sides of the door?	 ______	 ______

Does the door leading from your garage have good quality deadbolts installed?	 ______	 ______

Do you use these deadbolts on a regular basis?	 ______	 ______

If you have a sliding glass door, does the door(s) have at least one of the following?  
Track lock, insertion pin lock, hinged door bar, metal or wooden dowel in track.

WINDOWS	 YES	 NO
Do you check to make sure all windows are locked before you leave your business?	 ______	 ______ 

Do you have good quality locks on all of your exterior windows?	 ______	 ______

Are all of your exterior windows in plain sight and not hidden by shrubbery or  
trees that provide easy cover for a burglar to hide while forcing open the window?	 ______	 ______

Do you make sure nothing is left laying around your business that would  
provide easy access to second floor windows, such as ladders?	 ______	 ______ 

If you have an alarm system installed, do all of you exterior windows have contacts? 	 ______	 ______

SMOKE/BURGLAR ALARMS	 YES	 NO 
Do you have at least one smoke alarm on every floor? 	 ______	 ______

Do you replace the batteries in each of your smoke alarms on a regular basis?	 ______	 ______

Do you test each of your smoke alarms on a regular basis?	 ______	 ______

Do you have a quality burglar alarm system with a reputable company?	 ______	 ______ 

Has your alarm company been instructed to notify the police before they call a contact person?	 ______	 ______

Do you test your alarm system on a regular basis?	 ______	 ______

FIRST-AID	 YES	 NO
Do you have first aid kits available for both employees and visitors?	 ______	 ______ 

Do all employees know where to locate and how to use these kits?	 ______	 ______

Do you and your employees know basic life-saving techniques, such as CPR  
and the Heimlich Maneuver?	 ______	 ______ 

FIRE EXTINGUISHERS	 YES	 NO
Do you have at least one fire extinguisher in your business? 	 ______	 ______

Do you and your employees know where the fire extinguishers are kept?	 ______	 ______ 

Has everyone learned how to operate the fire extinguishers?	 ______	 ______

Do you check the expiration date of the fire extinguishers on a regular basis?	 ______	 ______
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TELEPHONES	 YES	 NO
Do you have at least one telephone installed in every room in case of an emergency?	 ______	 ______ 

Do you have emergency numbers to police, fire, and gas and electric  
(other than 911) near every telephone?	 ______	 ______

Do you have a cellular telephone available in case of an emergency such as  
a power outage or intention cutting of telephone lines?	 ______	 ______

Do you have “Caller ID” installed for obscene calls or bomb threats?	 ______	 ______

EMERGENCY PLANS	 YES	 NO 
Do you have an evacuation plan established in case of a fire or other emergency?	 ______	 ______

Are all employees aware of this plan?	 ______	 ______

Have you established the best location to go to within the business in the event  
of a tornado or serious storm? 	 ______	 ______

Do you have a plan established to assist handicapped people in the event of 

an emergency of any type?	 ______	 ______ 

Have you provided a contact list to the police in case of an emergency?	 ______	 ______

BUSINESS EQUIPMENT	 YES	 NO
Have you photographed all equipment including computers, furniture,  
and fixtures maintained on the premises? 	 ______	 ______

Have you recorded the make, model, and serial numbers of these items?	 ______	 ______

Have you permanently marked all equipment that does not have a serial number? 	 ______	 ______

Have you made a duplicate copy of your inventory of equipment and  
do you maintain a copy off premises in the event of a burglary or fire?	 ______	 ______

Do you keep valuables, such as money, checks, and business records in a locked fireproof safe?	 ______	 ______

LIGHTING	 YES	 NO
Do you keep a sufficient number of interior lights burning after hours to discourage burglars? 	 ______	 ______

Do you have exterior floodlights or similar lighting illuminating all sides of your building at night?	 ______	 ______

Do you have flashlights and fresh batteries available in case of electrical failures? 	 ______	 ______

Do you have battery operated emergency exit lights installed above all  
exteriors doors on the inside of the building?	 ______	 ______

LANDSCAPING/EXTERIOR FENCES GATES	 YES	 NO 
Do you keep all gates on fences locked with a quality outdoor lock?	 ______	 ______

Do you keep all outside business equipment secure in a fenced-in area? 	 ______	 ______

Have you trimmed all bushes and shrubs to provide visibility to all windows  
and to prevent people from hiding nears doors and windows? 	 ______	 ______

Have you cut back all branches from trees that might provide easy access to second floor windows?	 ______	 ______

EMPLOYEE SAFETY	 YES	 NO
Do you and your employees check outside your business for strangers before leaving for the day? 	 ______	 ______

Do you and your employees check the inside of your cars before entering them to go home?	 ______	 ______

Have you established a secret phrase or password to alert other employees  
when something suspicious is occurring?	 ______	 ______

Have you instructed all employees to call the police whenever something doesn’t look right to them?	 ______	 ______
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COLORADO SPRINGS
DRUG INFORMATION REPORT

Do not put yourself, employees or residents at any risk to gather this information.

Address: _ ___________________________________________________________________________________

Building Information

Description of property – include distinguishing characteristics, color, size, etc.: 

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

Where are drugs sold and used? (be as specific as possible)

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

What drugs are involved?

Cocaine ___    Heroin ___    Marijuana ___     Crack ___    Pills ___    Don’t  know ___

What time(s) of day are drugs sold or used?  Be specific, not “all day”.

Primary: ________________________________________________________________________________

Secondary:_____________________________________________________________________________

Suspect Information:

Name if known: _________________________________________________________________________

Nickname, if known:_ ____________________________________________________________________

Physical Description:  Race _____   Sex _____   Height _____   Weight _____   Hair Color _____   

Hair Style ___________   Glasses: yes ___  no ___  style________   

Facial Hair Style ______________________  

Scars / Marks /Tattoos _____________________________________________________________

Clothing__________________________________________________________________________

Jewelry___________________________________________________________________________

Suspect Vehicle:

Make ________________   Model ________________    License plate ____________

Color ________________

Special Characteristics (describe special rims, tinted windows, lights, etc): 

_________________________________________________________________________________

_________________________________________________________________________________

Is suspect a resident of address:	 yes ___    no ___

Is suspect a visitor at address:	 yes ___    no ___
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Typical Buyer / User Information

Age Group:  Under 10 ___   11-15 ___ 16-20 ___ 21-30 ___ 31-35 ___ over 35 ___

Race(s): ________________

Method of travel: ________________________________________________________________________

Weapons ever seen: ___________________________________________________________________________

Weapons ever mentioned: _____________________________________________________________________

Describe the normal drug transaction.  
Be as specific as you can about how the drug deal occurs. Explain how buyers arrive, how money 
and drugs are exchanged, whether any kind of weapons are involved, whether lookouts are used, etc.  
Attach additional paper if needed.

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

Reporting Person Information

In order to initiate a drug investigation we need as much detailed information as possible. There may 
come a time when an investigator would need to contact you for additional information. If you are 
willing to be contacted please provide the following information. Be advised that your information 
may or may not be able to be kept confidential should an arrest occur.  

Name: ______________________________________________________

Address: ____________________________________________________

Phone:  _______________________ Alt. Phone: ____________________

Upon completion of this form send to your Divisional Crime Prevention Officer.



A-9

PROPERTY INVENTORY SHEET

NAME:___________________________   ADDRESS:_________________________________________

LAST UPDATED: __________________

Item Brand Name Model 
Number Serial Number Marking 

Location
Noteworthy 
Markings
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COLORADO SPRINGS POLICE DEPARTMENT
TRAFFIC COMPLAINT REPORT

The information in this report will be reviewed by an officer of the Colorado Springs Police Department, who will determine what 
action, if any, should be taken.  Should adequate probable cause exist to file formal charges, your testimony may be needed for 
successful prosecution.

Location of incident  (Specify highway, intersection, street & hundred block, etc.) Date Time      AM / PM  

Reporting Party’s Name (Print) Age Home Phone Business Phone

Address City State Zip 
Code

DESCRIPTION OF OTHER VEHICLE(S) AND PARTY(IES) INVOLVED IN INCIDENT
License Number Type* State Vehicle Year Make Type/Body Style Color Other Features, 

damage, etc.
Driver Name (if Known) Race Sex Age Height Weight Hair Eyes Distinguishing 

Features
*Type:  PC – passenger,  TK – truck;  MC – motorcycle;  Other – specify, 2 DR, 4 DR, Van, Etc.

Would you be able to identify the driver if you saw him or her again? Yes No  

If more than one vehicle or party was involved, list that information on a separate sheet.

DESCRIPTION OF INCIDENT
Include details concerning traffic, speed limits, traffic signs, signals and markings, and what the driver and/or passengers were doing in apparent violation of traffic laws.  If 
known, list names of any other parties who witnessed the incident. 

Use back for additional information or diagram.

I,               , swear or affirm that the above information is true and correct to the best of my knowledge.
       Print Name of Reporting Party

I would            I would not  be willing to testify in court.
Signature of Reporting Party Date Time                AM 

PM  
       

Signature of PSR or Officer Accepting Report Print Last Name IBM Gold Hill 
Falcon 
Sand Creek 
Stetson Hills 

DISPOSITION
 If a citation is issued, attach this form to the prosecutor’s copy.
 Notify complainant of disposition.
 If no citation is issued, send a letter or make a phone call to the registered owner of the suspect vehicle and dispose of this form.
Citation   
           Yes       No  

Citation No. Member’s Signature Date
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WEB PAGE RESOURCES
City of Colorado Springs – www.ColoradoSprings.gov 

Colorado Bureau of Investigation – www.colorado.gov/cbi

Colorado Courts – www.courts.state.co.us

Drug Enforcement Agency – www.dea.gov

Federal Bureau of Investigation – www.fbi.gov

National Fraud Information Center – www.fraud.org

National Institute of Drug Abuse – www.drugabuse.gov

State of Colorado – www.state.co.us

Colorado State Public Safety – www.cdpsweb.state.co.us

Colorado Information Analysis Center (CIAC) – https://www.ciac.co.gov

I-25 Construction Info – www.interstate25.com

National Association of Town Watch – www.natw.org

National Crime Prevention Council – www.ncpc.org

El Paso County Public Health – http://www.elpasocountyhealth.org

El Paso County Sheriff – http//shr.elpasoco.com

My Neighborhood Crime Information – http://www.myneighborhoodupdate.net/

Community Alert – http://www.springsgov.com/units/police/commalert/viewAll.asp

Neighborhood Watch Information – www.ColoradoSprings.gov 

CSPD Twitter – http://twitter.com/cspdpio

CSPD Facebook – Search> Colorado Springs Police Department

CAPS (Community Advancing Public Safety) Volunteer Team – www.springsCAPS.org

Crime Map – www.communitycrimemap.com

Nextdoor – www.nextdoor.com

ReportIt – www.reportit.leadsonline.com

Report a Crime, Code Enforcement Violations, Suspicious Activity,  
Traffic or Parking Complaint at www.ColoradoSprings.gov
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NEIGHBORHOOD WATCH  
PHONE TREE EXAMPLE 

 
 
 
 
 
 
 
 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Appendix 9 
 

Block Captain 

Co-Block 
Captain 

Name 
House # 
Phone 

NEIGHBORHOOD WATCH 
PHONE TREE EXAMPLE

Block Captain

Name
House #
Phone

Co-Block 
Captain
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Appendix 10

BLOCK MAP EXAMPLE 
 
 

Name
House #
Phone

Main Street 

1s t Street 

Name 
House # 
Phone 

BLOCK MAP EXAMPLE

Name
House #
Phone

Name
House #
Phone

1st Street

Main Street
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