WEA Sammamish Council 
Guide to Representation Meetings: Your Role as a Building Rep

	Investigative Meetings: Promote fair process

	· Help the member to tell their side of the story:
· Listen carefully to the question, breathe, think…then respond.
· Tell the truth: lying in an investigation can lead to discipline.
· Be concise: don’t answer questions that weren’t actually asked.
· Do not speculate: only speak to what you know.
· Allegations can sound bad: withhold judgement and maintain a professional demeanor.
· You can’t answer questions for the member, but you can pose a question to the member (“so, it sounds like you are saying XYZ?” or “I think he is asking you…”)

· Promote accuracy, due process, and respect:
· Take notes.
· Make sure the allegations are made clear.
· If the investigator/principal seems to be badgering the member, interject and remind them that questioning should be done respectfully.
· Ask about timelines: when they will get a final outcome. 

*If Human Resources is involved, please call your local President or Uniserv Director.

	Disciplinary Meetings: check for reasonableness, clarify expectations

	· Review
· Ask the principal to go explain the results of their investigation.
· Ask the principal to explain their rationale for discipline, and specifically the proposed level of discipline (oral warning, documented oral warning written warning, etc.) 
· A letter of counseling or direction is not considered discipline.
· Probe
· Probe whether the allegations are serious enough to warrant the proposed discipline, including how others may have been treated in similar situations. 
· Principals do occasionally reduce the level of discipline as a result of these meetings, or simply issue a letter of counseling or direction.
· Clarify
· Clarify expectations going forward if the situation is one that might recur (example, the discipline is related to how the member handled a student who repeatedly behaves in a challenging manner; what is the expectation the next time the behavior occurs?)
· Determine next steps
· If the discipline appears unfair, we can file a grievance. Refer to your contract for grievance timelines. 

*If Human Resources is involved, please call your local President or Uniserv Director.

	Performance Feedback Meetings: clarifying concerns and confirming support

	
· Take notes
· Watch for disparate treatment – are others being held to the same standard?
· Ask clarifying questions if there is confusion. 
· Repeat back positive things you hear from the principal – this encourages the principal to maintain a balanced viewpoint and helps ease defensiveness from the member.
· Highlight evidence that may have been overlooked: principals don’t see everything the member might be doing.
· In addition to direct feedback, discuss what supports may be available and useful. Consult the contract and/or your Local President or Uniserv Director for additional possible supports.
· Help clarify or explain what the administrator is asking of your colleague.  

*if non-renewal or performance plan is mentioned, please call your local President or Uniserv Director.
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