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Communication	  Procedures	  and	  Expectations	  

	  
To	  find	  the	  appropriate	  contact:	  

1. Begin	  by	  referring	  to	  the	  BFA	  website	  
2. When	  in	  doubt,	  call	  the	  main	  office	  and	  the	  staff	  will	  direct	  you	  to	  

your	  pathway	  
	  
Please	  communicate	  concerns	  by	  email	  initially.	  	  This	  allows	  the	  person	  
responsible	  time	  to	  look	  into	  it	  and	  correct	  it.	  
	  
After	  emailing,	  set	  up	  a	  time	  to	  speak	  by	  phone	  and/or	  in	  person	  with	  the	  goal	  to	  
clarify	  and	  resolve	  the	  issue	  before	  escalating	  to	  the	  next	  level.	  
	  
Expect	  a	  brief	  email	  response	  with	  48	  hours,	  understanding	  that	  resolution	  may	  
take	  longer.	  	  If	  an	  issue	  is	  not	  readily	  addressed	  in	  the	  initial	  in-‐person	  conference,	  	  
we	  will	  follow	  the	  BFA	  Conflict	  Resolution	  Policy.	  
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