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Policy 1-9 

Protocol for Response to Requests  

for Policy and Procedural Changes   

A protocol for receiving and responding to suggestions and criticisms allows 
administration, board members, committee members and the organization’s public to be 
confident of an evenhanded response. 
 
Every unsolicited communication should generate some thought and discussion prior to 
decision making; however, receipt of such does not usually justify nor require a public 
debate. Those who are responsible for making a decision may seek further input from the 
initiator of the suggestion or from any others they feel it is appropriate to involve. This 
should be done on an individual basis. 
 
A clear response to all formal requests should be made within the timeframe of the 
regularly scheduled work of the Board and its committees. 
 
Therefore the following protocol has been adopted: 
 

1. A request, suggestion or complaint involving policy, procedural change or 
innovation is received by administration, chair or other committee member, or 
board member. 

2. The communication is referred to the appropriate committee chair or member of 
administration,. If it does not refer to an area designated to a committee or to 
administration it will be referred to the Board of Directors. 

3. The chair or administrative staff member will respond in writing to the person 
who has submitted the request. 

a. If the request is in an area designated to a committee the response will be 
from the chair of that committee and will acknowledge receipt and 
indicate that the chair has begun, or the date that they will begin, a formal 
discussion of the request with the committee members. 

b. If the request is in an area designated to the Board the response will be 
from the President of the Board and will acknowledge receipt and indicate 
the next Board meeting date where the proposal will be reviewed. 

4. After information gathering and discussion by the responsible group, that 
committee, Board or administrator will decide upon the request. The responsible 
person will then communicate to the initiator a response that deals with the issue, 
indicates any change(s) that may have been made based on the initial request and 
that indicates the disposition of the matter. 
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5. If a request is received for a procedural or policy change that has already been 
previously considered, it is at the discretion of the appropriate person (Chair, or 
administrative staff), how to respond to the initiator. 

6. Notwithstanding the above, a clear response should be made within 6 months of 
the original inquiry. If the original communication is a complaint about personnel, 
the timelines for response will be much shorter, at least within one month. 

 


