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Neighborhood Organization Registration 

 

Overview of 

Policy and Procedures

 


I. Hampton Neighborhood Initiativetc "Hampton Neighborhood Initiative  " \l 3
The Hampton Neighborhood Initiative is a partnership of neighborhood organizations, the Neighborhood Commission, the City of Hampton, area businesses and non-profits that is dedicated to improving the quality of life in Hampton’s neighborhoods.  Any organization can participate in the Hampton Neighborhood Initiative; the basic criterion for participation is that the organization be inclusive, is working at a neighborhood level and follows the guiding principles of the Hampton Neighborhood Initiative. A participating neighborhood organization must demonstrate that they have given everyone in the organization the opportunity to participate.  A neighborhood organization is an inclusive group of neighborhood stakeholders who come together in order to work together to make their and other neighborhoods better.  The Guiding Principles of the Neighborhood Initiative are listed below:

1. Hampton neighborhoods are valuable community assets. 

2. City government should be flexible enough to serve the unique needs of individual neighborhoods. 

3. Partnerships are critical. Everyone has a stake in neighborhoods and everyone has a contribution to make. 

4. Neighborhoods should be places where families are strengthened and youth are supported. 

5. Neighborhoods should be safe, offer economic opportunity, support social interaction and civic involvement, and provide recreation and education opportunities to all residents. 

6. Neighborhoods should be places where people want to live.  tc " " \l 3
II. Neighborhood Organization Registration Policy tc "II.  Neighborhood Organization Registration Policy " \l 3
A.  Purposetc "A.  Purpose"
The primary purpose of the Neighborhood Organization Registration process is to promote the guiding principles of the Hampton Neighborhood Initiative (HNI) and to assist neighborhood organizations in building their capacity to achieve their goals and objectives in the area of neighborhood development. Becoming a Registered Neighborhood Organization constitutes a pledge to participate and be a partner in the Hampton Neighborhood Initiative.  Registration is intended to be a source of community pride and provide an opportunity for organizations to assess and improve their effectiveness.

B.  Registration Criteriatc "Registration Criteria  " \l 4
In order to register, neighborhood organizations must demonstrate that they have met the following criteria.

1) Organizational Purpose 

The applicant must provide a description of their organizational purpose and demonstrate how it supports the guiding principles of the Hampton Neighborhood Initiative.  

2)  Organizational Structure

The applicant must provide a description of their organizational structure (you may include a list of your organizations officers if applicable).  

3)  Leadership

The applicant must describe how the leadership of your organization works to accomplish its goals and priorities.

4)  Activities--Planning and Implementation

The applicant must describe how your organization plans and implements projects.  How do these projects impact youth and families?

5) Inclusiveness and Outreach 

The applicant must describe efforts undertaken by their organization to include all residents, businesses, and others as members or partners.  Information will include an explanation of the methods used to obtain information and input from, and share information with, diverse community members on an ongoing basis.  The organization should demonstrate the capacity to continuously conduct outreach and be inclusive.

C.  Benefits Package  

Registered Neighborhood Organizations will receive a package of benefits.  These include:

· Recognition by Hampton City Council and the Neighborhood Commission

· Technical assistance in the outreach efforts of your organization

· Technical assistance in assessing the effectiveness of your organization

· Technical assistance in marketing your neighborhood

· Web-site development & linkage to the Hampton Neighborhood Initiative web page

· Sign that identifies Registered Neighborhood Organization

· Hampton Neighborhood Initiative sign to announce the organizations' meetings, special events 

· Priority access to training opportunities, including the Neighborhood College

· Copying privileges at the Kenneth Wallace Neighborhood Resource Center (1000 free copies – organization must provide paper, additional copies at cost)
· The Kenneth Wallace Neighborhood Resource Center is located at  2315 Victoria Blvd

· The hours of the center are as follows: Monday, Wednesday and Friday 9am to 12pm and Tuesday  and Thursday 5pm to 8pm

· One year access to Neighborhood Office bulk mail permit (Organization will be billed for the cost of postage)
· Access to funding:

· Capacity (Training, Consultation, and Outreach) Grants - Registered Neighborhood Organizations can receive up to $500 to strengthen their capacity in relation to the HNI guiding principles

· Neighborhood Improvement Funds - Registered Neighborhood Organizations can receive up to $100,000 for priority projects involving physical improvements to public property

· Matching Grants* - Organizations can receive up to $5,000 for small, self-help neighborhood projects

· Neighborhood Month Grants* - Organizations can receive funds to support Neighborhood Month activities

* Matching Grants and Neighborhood Month Grants are available to registered and non-registered organizations.

D.  Re-Registration Requirement  

Registered Neighborhood Organizations will be required to re-register every two (2) years.  The District Commissioner and a Neighborhood Office staff member will meet with neighborhood organization representatives to conduct a review of the self-assessment and capacity plan.  A recommendation from the Neighborhood Capacity Committee will be forwarded to the Commission for final approval. 

III. Neighborhood Organization Registration Application Procedurestc "III.
Neighborhood Organization Registration Application Procedures"
A.  Intent to Register tc "Intent to Register " \l 4
Applicants must complete an Intent to Register form prior to proceeding with the application process.
B.  Preliminary Reviewtc "Preliminary Review  " \l 4
After the Intent to Register form is submitted, the District Commissioner and Neighborhood Office staff person will meet with the applicant to discuss their plans for Neighborhood Organization Registration. The District Commissioner and the Neighborhood Office staff person will provide assistance with the application process.

C.  Application Due Dates tc "Application Due Dates  " \l 4
Applications are accepted monthly, due the first Friday of each month.

D.  Approval Processtc "Approval Process  " \l 4
After a Registered Neighborhood Organization Application is submitted, the Neighborhood Commission Capacity Committee will meet to review the application.  

Neighborhood Commission Review 

Following review by the Neighborhood Capacity Committee, applications will be forwarded with a recommendation to the Neighborhood Commission for final consideration.  Applicants must be prepared to make a presentation to the full Commission and answer any questions about their application and organization. An acknowledgement by City Council at the next regular Council meeting follows approval by the full Commission.  After a presentation to City Council, the applicant will receive a proclamation recognizing the organization as a Registered Neighborhood Organization.
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Please note - This is a potential time line for an organization to be recognized as a Registered Neighborhood Organization.  This time line does not take into consideration unforeseen events. 
Ongoing Technical Support

· Prior to submission, applicants must submit an Intent to Register form, and attend a Preliminary Review meeting with a Commissioner and a Neighborhood Office staff person.

· City of Hampton Neighborhood Office District Facilitator/Associate and District Commissioner will meet with organizations as needed to discuss the registration process. All applications must be submitted in the format obtained from the City of Hampton’s Neighborhood Office.  All responses should be completed in accordance with the attached application instructions.  
First Friday of the Month - Organization submits RNO application to the Neighborhood Office
· All applications must be received by 4:30 p.m. on the application due date (the first Friday of each month).  Applications may be hand-delivered or mailed to the following location:





Hampton Neighborhood Office





22 Lincoln Street, 5th floor





Hampton, Virginia 23669

· Neighborhood Office staff will review the application and make recommendations, if applicable

· Application is forwarded to the Neighborhood Capacity Committee of the Neighborhood Commission

Third Tuesday of the Month - Neighborhood Capacity Committee Review

· 3:30 p.m. (approximately) in the Neighborhood Office (City Hall, 5th Floor)

· Organization does 10 -15 minute presentation before the Committee

· Question and Answer period

· Committee, in closed session, discusses the application and makes recommendation for further action
· Recommendation is forwarded to organization and the full Commission

Second Monday of the Month - Presentation Before Full Commission 

· Only if application approved by the Neighborhood Capacity Review Committee

· Ruppert  Sargent Building, 1 Franklin Street  7:00 p.m. 
· 10 minute presentation 

· Decision (Disapproval or Approval/Recognition by Commission)

Within Three Months After Neighborhood Commission Approval - Presentation/Recognition Before City Council

· Wednesday evening session
· 5 minute Power Point Presentation - Neighborhood Office staff will provide assistance in preparation.  Presentation should include name, boundaries, purpose, accomplishments, future plans.
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Purpose

The primary purpose of the Neighborhood Organization Registration process is to promote the guiding principles of the Hampton Neighborhood Initiative (HNI) and to recognize neighborhood organizations that are actively improving the community through their efforts.  Becoming a Registered Neighborhood Organization constitutes a pledge to participate and be a partner in the Hampton Neighborhood Initiative. A neighborhood organization is defined as an inclusive group of neighborhood stakeholders who come together in order to work together to make their neighborhood and other neighborhoods better.”

Why Register?

Community Pride: Registration can be a great source of community pride.  After successfully completing the Registration process, you will be officially recognized as a Registered Neighborhood Organization under the auspices of Hampton’s Neighborhood Commission and acknowledged by City Council.

Benefits Package: Becoming a Registered Neighborhood Organization entitles you to a package of benefits. 

Assess your Neighborhood Organization: The Registration process will help you assess the effectiveness of your neighborhood organization, its purpose and structure, the current goals and projects, and the efforts to be inclusive and continuously conduct outreach within your boundaries. 

Application Process

Upon completing the Intent to Register form below, organization representatives will meet with a Neighborhood Office staff person and the District Commissioner for a preliminary discussion. A Neighborhood Office staff member and the District Commissioner will be assigned to work with the applicant in completing the process. In order to register, neighborhood organizations must meet certain criteria regarding their organizational purpose and structure, and inclusiveness and outreach. The Hampton Neighborhood Commission will review all applications.  For more information, contact the Neighborhood Office at 727-6460.

This certifies that the members of the _____________________________________ Organization/ Association located at ________________________________________________  have agreed to participate in the Registered Neighborhood Organization process.
	Contact Person:
	
	Title:
	

	
	

	Street Address:

	

	
	

	
	
	
	
	

	City
	

	State
	
	Zip

	
	
	
	
	

	Telephone:
	
	
	
	Fax:
	

	
	Day
	
	Evening
	
	


E-Mail Address:  __________________________________________________

Signature of Authorizing Official: __________________________________________________
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	Name of Applicant / Organization:
	

	
	

	President

or Executive Director:

	

	
	

	Contact Person:
	

	
	

	Street Address:

	

	
	

	
	
	
	
	

	City:
	

	State
	
	Zip

	
	
	
	
	

	Telephone:
	
	
	
	Fax:
	

	
	Day
	
	Evening
	
	


	Email:
	


________________________________________


Signature of Authorizing Official
_______________________________________

_______________________________________

Title







Date
To complete your application please answer the following questions to the best of your ability. You may be brief and you should feel free to provide us with additional information if you feel it supports your application.

I. Organizational Purpose
· How does your organization define itself?  
· Describe your organization’s purpose and mission, and how and why the organization was formed. 
· How does your organizations purpose support and further the goals of the Hampton Neighborhood Initiative?

· Discuss how your organization conducts business (If applicable, please attach a copy of the organizations by-laws, articles of incorporation, charter, or other governing documents.)  

· How long has your organization been in existence?
· Describe the strengths and assets unique to your organization that help you to further your mission.  

· Who does your organization impact? (i.e. what geographic area of the City? Homeowners? Renters? Businesses, youth, families, etc.?)
· What geographic area of the city does your organization serve and/or does your organization have any boundaries?

II. Organizational Structure

· Who comprises your organization? (i.e., Members? Residents? Businesses?)

· Does the composition of your organization reflect the people who are impacted by your organization?

· Discuss how your organization conducts business, makes decisions and sets priorities.

· Describe how your organization’s structure supports its purpose.
III. Leadership

· What qualifications are required of those in leadership positions?

· How does the leadership work to accomplish the organization’s mission? (i.e., Committee structure)
IV. Activities—Planning and Implementation

· Describe the activities in which your organization is engaged that support and strengthens neighborhood(s).

· What method is used to plan and implement projects?

· Discuss who participates in project planning and implementation and how the organization’s mission has been furthered by these projects.

· In what way do these activities and projects impact youth and families in your organization?

V. Inclusiveness and Outreach

· How do you encourage representation from people your organization impacts?

· How do you obtain and share information with those whom your organization impacts and with those who comprise your organization?
· Describe the partnerships in which your organization is involved. 
· Are there other neighborhood serving organizations in your geographic area? If so, describe how you share information &/or partner with these groups.

For your information 
A sample of the review form the capacity committee will use to rate your application is attached.

An Overlapping Boundaries form is also attached for your use if you have boundary concerns.

A capacity building grant is also attached in case you are interested in accessing these funds.
 Neighborhood Organization Registration Program - application rating sheet

Applicant ______________________________________________________________

Date _____________________________

Reviewer_________________________________________________

Ratings – 

0. Not aligned with HNI – send back to staff

1. Needs Improvement - Aligned with HNI but see comment

2. Acceptable – aligned with HNI

3. Good – promising practice

4. Model – model for other organizations
1. Organizational Purpose 
Provided a description of their organizational purpose and demonstrate how it supports the guiding principles of the Hampton Neighborhood Initiative.  


Not Aligned 

Needs Improvement
Acceptable
Good

Model

   
      0


1

        2

    3

   4
2. Organizational Structure
Provided a description of the organizational structure (Included a list of Officers if applicable) 


Not Aligned 

Needs Improvement
Acceptable
Good

Model

   
      0


1

        2

    3

   4
 

3. Leadership

Described how the leadership of the organization works to accomplish its goals and priorities.


Not Aligned 

Needs Improvement
Acceptable
Good

Model

   
      0


1

        2

    3

   4
 

4. Activities--Planning and Implementation

Described how organization plans and implements projects.  Describes how do these projects impact youth and families (if applicable)?


Not Aligned 

Needs Improvement
Acceptable
Good

Model

   
      0


1

        2

    3

   4
 

5. Inclusiveness and Outreach 

Describes efforts undertaken by their organization to include all residents, businesses, and others as members or partners.  Information includes an explanation of the methods used to obtain information and input from, and share information with, diverse community members on an ongoing basis.  The organization should demonstrate the capacity to continuously conduct outreach and be inclusive.


Not Aligned 

Needs Improvement
Acceptable
Good

Model

   
      0


1

        2

    3

   4
 

Reviewer Score _______

Overall rating
 _______

Approved – move forward to full Commission


Not Approved -return to staff for additional information

Comments and Committee Recommendations

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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Explanation of Overlapping Boundaries

 


In order to be recognized as a Registered Neighborhood Organization, an organization should have clearly stated boundaries in its by-laws.  The boundaries should not overlap those of any other neighborhood organization, except to the extent that each neighborhood organization affected agrees in writing.  The Hampton Neighborhood Initiative discourages overlapping boundaries because they confuse identification and representation, as well as creating duplication in service delivery and notification.

Boundaries that Overlap by Mutual Consent
Overlapping boundaries that are not of concern to the affected neighborhoods are not of concern to the Hampton Neighborhood Initiative.  If overlapping boundaries exist through mutual agreement and consent, the president of each affected neighborhood organization should indicate such by signing the statement at the bottom of this form.  

Resolution of Boundary Disputes
An organization cannot proceed with the Registered Neighborhood Organization process if overlapping boundaries are a source of contention with adjoining neighborhoods.  The following options are suggested for the resolution of boundary disputes:

1) If at all possible, boundary disputes should be resolved at the neighborhood organization level.

2) If two or more neighborhood organizations are unable to agree upon existing boundaries or to a proposed boundary change, they may select an alternate process to reach a resolution. One option involves conducting a survey or vote of the residents in all affected neighborhood organizations, with the agreement that the results of the vote will be final and binding. Another option involves referring the dispute to the Neighborhood Commission.  In order to make an informed decision, the Commission will also require the applicant to conduct a survey of the residents in all affected neighborhood organizations. The Commission will first meet with the organizations and attempt to reach a compromise solution. If a compromise is not achieved, the Commission will make a final and binding decision. Before any such process is undertaken to resolve a boundary dispute, it will be clearly described and agreed to in writing by all affected neighborhood organizations.

3) Boundary disputes may also be referred to mediation by the:



Dispute Settlement Center

586 Virginian Drive

Norfolk, VA  23505

(757) 480-2777

Agreement to Overlapping Boundaries 

We, the undersigned, declare that the condition of overlapping boundaries between our neighborhood organizations exists through mutual consent and agreement.  The issue of boundaries is not a source of contention between our organizations, and we support this application to become a Registered Neighborhood Organization.

___________________________________________________________

______________

Signature, title, and organization








Date

___________________________________________________________

______________

Signature, title, and organization








Date

___________________________________________________________

______________

Signature, title, and organization








Date
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Hampton Neighborhood Commission

 

Capacity Building Grants Request Form

 



As a Registered Neighborhood Organization (RNO), you can receive up to $500.00 to assist in the continued development of your organization.  The $500.00 can be used to attend trainings, hire consultants, and get the word out in your neighborhood, among other things.  In order to receive the funds, please answer the questions below and return this form to the Neighborhood Office (5th floor City Hall, 22 Lincoln Street, Hampton, VA 23669).  If you have any questions, please contact us at 727-6460.

	
	

	Organization Name:
	

	
	

	President

Or Executive Officer:
	

	
	

	Contact Person:
	

	
	

	Street Address:

	

	
	

	
	
	
	
	

	City
	

	State
	
	Zip

	
	
	
	
	

	Telephone:
	
	
	E-mail:
	

	
	
	
	
	
	


Amount Requested:  $_______________

	 Briefly describe how the funds will be used:
	

	

	

	


	Briefly describe how this effort will impact your neighborhood:
	

	

	

	

	

	

	


Signature of Authorizing Official

	
	
	


Title








Date
PAGE  
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