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Situation…


An agitated educator comes
into your room and says, “My
most trusted and valued GEA
Association Representative, I
have just been called into the
principal’s office. HELP!”

WHAT DO YOU DO?




As an AR, you have a decision to make…
Is the educator a member?




If yes, there is no decision—GEA will
represent him/her!
If no, then you must decide what to do.
Options:




“Here is a membership form….”*
“My advice is….”
“Let me know how it goes for you.” 

* GEA frowns on this practice unless the individual’s
problem affects members. Even then, at times, it sends the
wrong message (“I don’t have to be a member. I can join
when I get in trouble.”)

When You Need a Director…








If the issue pertains to sex, money, abuse, or other
criminal matters, call the GEA office immediately.
If the police (city or district) are involved, call GEA
sooner than immediately.
Do not ask, “Did you do it?” You could be called as
a witness. Legally, you are not afforded
confidentiality.
If you need advice, please call GEA
ASAP!

Please note




Occasionally, a principal will call GEA
directly to give us a “heads-up” before
progressing. In this event, the GEA office will
take the case.
Caution: Principals may become defensive
when GEA gets involved; thus, a good
relationship between the AR and principal is
VITAL.

AR Responsibilities


Initial conversation with the member:






“What happened?”
“Who was present?”
“When did it happen?”
Have the educator record the event as soon as possible
Please be cautious, since there are always two sides to the
story. As the AR, suspend judgment until you have
heard both sides. Explain to the member that when he/she
goes in to meet with the principal, the less said the better.

AR Responsibilities






Take pen and paper in with you.
Note the date, time, and who was in attendance.
Write down ACCURATE quotes.
Your primary job is to be an extra set of ears and eyes.
You may ask where the allegations are coming from.
Principals may or may not tell you. If they do not disclose
this information, GEA will request it.* Please note that
according to the policy manual notes, “Hearsay shall not be
used as the basis for actions which may be taken against a
teacher.”

*Some information is privileged under Article 15.3.4 of the Professional
Agreement

AR Responsibilities



Do not argue with the principal.
If you feel that the meeting is progressing badly, you
may say, “Mr. or Ms. XYZ, I respectfully request
that this meeting end, so that we can have a GEA
staff person present” (Star, Nikki, or Susen). This
is especially important if threats are made, or
swearing and/or yelling occurs.

Educator Responsibilities






Keep emotions in check.
 Try not to cry (sometimes hard to do)
 No outbursts
 LANGUAGE: keep it professional, not vulgar or rude
Remind educators to be truthful in their responses; but,
again, never answer more than has been asked.
If the educator is asked to write an account,* advise him/her
to keep the response factual, not emotional, professional,
and brief. (Read it for the person, or send it to one of us.)

*Usually, the GEA office will ask the individual for statement
of the incident.

Educator Responsibilities cont.


“By signing, I concede only that I have received a
copy of the reprimand [verbal or written].”





Signing does not mean the educator agrees
Educators may make a note on the letter saying, “I
contest…” or “There are false allegations…” or “I
disagree with…”
They may then follow it up with a formal letter to
accompany the principal’s letter

GET A COPY OF ANYTHING
THAT AN EDUCATOR SIGNS!


REMINDER


NEVER GIVE YOUR NOTES TO
ADMINISTRATION! THESE ARE
FOR THE USE OF GEA AND THE
INDIVIDUAL BEING
REPRESENTED!

Two Files


Building File:








Principal maintains it
It stays at the building
It “shall be used primarily
for improvement of a
teacher’s performance.”
When the principal leaves,
the file should be destroyed
It should not be passed
from one school to another,
or from one principal to
another



District File (Official File):






Human Resource Department
maintains it
Contains your application,
fingerprints, transcripts, etc.
Documents related to
disciplinary matters





Written warnings
Date of suspension

Anything is this file related to
a disciplinary matter can be
removed five (5) years from
the date of issue.


Exceptions: Physical contact
with students, Sexual, criminal,
or drug/alcohol violations.

District File





Educators may contact the Human Resource
Department and make an appointment to
review their files.
Initial and date all papers.
Remember to remove anything negative
after five years; thus, it cannot be used again
in a disciplinary matter. We can help with
this.

REMEMBER…






Never, NEVER discuss a member’s situation
without the expressed consent of that member.
Members will be comfortable with you in the
room if they know you will be discrete!
Do not take offense if a member asks that the
GEA office take the case. Many times
members are embarrassed and do not want
their colleagues to hear the gory details.

WHEN YOU HAVE
QUESTIONS…
Never hesitate to call us at the office!
GEA 801-266-4411 Ext. 1

