Guidelines for Resolving
Concerns

Start with the right person

The people who have the best and
quickest solutions are the direct staff
and program supervisors. If they
cannot answer your concerns, they will
help you find someone who can.

Issues need to be timely

The best time to correct a problem or
consider a new idea is when it is fresh.
It is very difficult to do anything about a
problem that happened many days or
weeks earlier.

Be specific as to what you want
Objectively state your concerns, who
was involved, when it did or did not
happen, and what you want to see
happen in the future.

Address one issue at a time

Some concerns can be addressed
quickly and completely. Others will take
more time. A shopping list of problems
will probably never be totally resolved.

By using these guidelines, you will be
able to have most of your gquestions
answered quickly and simply. If verbal
requests do not bring results, please
present your concemns in writing to the
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appropriate program supervisor.
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