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Individual Inquiries Process Guide 

Individual Trustee receives inquiry and decides if it is for information or specific concern. 
 
 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Information 

Caller is looking  
for information 

Trustee listens to caller 

Trustee provides  
answer or directs  
parent to proper  

divisional personnel. 
If unsure  

directs to CEO. 

Trustee records name,  
time, and content 

Caller has a concern 

Trustee informs caller 
of proper protocol 

(teacher, principal, CEO) 

Informs CEO and Board Chair 

Concern 

Trustee records name,  
time, and issue 

CEO follows up with caller 
reports back to  

Board Chair and trustee 

Board Chair may  
inform whole board 

Media 

Caller is looking  
for information 

Trustee refers caller to 
Board Chair or 

designate as the 
official public 

spokesperson for the 
board 
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Individual Inquiries Process Guide 

Individual Trustee receives meeting request or requests information from CEO. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Individual Trustee requested  
to attend a meeting 

Trustee brings request 
to the whole board* 

Board approves  
request or selects  
another Trustee 

 to attend 

Board  
denies  
request 

Meeting Request 

Trustee attends the  
meeting and reports  

back to the board 

CEO informs the  
group of the  

board’s decision 

CEO informs the  
group of the  

board’s decision 

If information already  
exists in current reports the  

Trustee is provided the  
information and 

 Board Chair is informed 

If information requires  
additional work the 
Trustee must make  

request to the whole board 

Board authorizes  
CEO to produce and 
provide information 

Board denies  
request 

Information is provided to  
the individual Trustee and 

 to the whole board 

Individual Trustee 
Requests Information 

*Board Chair and Vice-Chair may make decision if time is a factor 


