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... is a publication of the Washington Education Association. 
Call us at 800-622-3393 with questions, comments or suggestions 
about this publication. Or write to us at P.O. Box 9100, Federal Way, 
WA 98063-9100.

Thanks to Mary C. Clement, the Pennsylvania State Teachers 
Association, Texas State Teachers Association, Virginia Education 
Association and Tennessee Education Association and all of the 
new and veteran teachers who contributed to this handbook.

For information about WEA, visit our Web site at 
www.WashingtonEA.org. See your local association representative 
for more information on any of the topics covered in this book.
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your first day can be as intimidating to you as it 
is to your new students. It’s best to get as much 

as possible done in advance. Here are 10 tips from 
your colleagues.

•	 I’m late, I’m late ... for a very important date. If 
you plan to drive, drive it a few times during the 
time you’ll be driving to school. Allow 
extra time. It’s embarrassing to start the 
year off by coming in late.

•	 Map out the territory. Familiarize your-
self with your building. Locate exits, 
offices, cafeteria, supply room faculty 
lounge, media center, etc. Meet the 
other teachers, custodians, secretar-
ies, cafeteria workers, bus drivers, 
and get to know them. Don’t be 
afraid. Ask questions.

•	 Make your classroom colorful and 
inviting. Doesn’t matter if you’re 
elementary or secondary. 
People appreciate visual stimu-
lation. Make your area homey 
too. Kids like to see pictures of 
people in your life. It helps them to 
remember that you are human too.

•	 get out from under the paperwork before the kids 
arrive. Take care of that pile including the health 
insurance forms, parking permit, payroll and 
income tax deduction forms, district personnel 
records, and, of course, sign up for membership 
in your local education association. If you’re not 
sure about some of the forms, your local building 
representative will help you.

•	 rules, rules, rules! Get acquainted beforehand 
with school policies and procedures such as open-
ing and closing hours, attendance procedures, 
fire drill regulations, lunchroom regulations, etc. 

Set up a notebook to hold official notices, poli-
cies and schedules. Find out what is expected of 
you in any situation so you can be prepared.

•	 It’s a material world. Make sure you have all the 
materials you’ll need for getting school going 
smoothly. Locate your books and supplies. Grab 
at least a couple extra copies of everything your 
students will need in case students are added 
at the last minute. Ask the custodian to put a 
couple of extra desks/chair in the classroom just 
in case you get new students unexpectedly. Get 
the forms, hall passes and so on. There are more 
forms at schools than you could ever expect. If 
you are a floating teacher, prepare a means of 
moving materials from room to room.

•	 What’s mine, what’s yours. Go through the storage 
and filing cabinets and decide where to store 

things to which the students 
will have access and things 
to which only you will have 
access. Let the students 
know which is which.

•	Plan, plan, plan. Create les-
son plans for the first few days. 
Plan at least twice as much as 

you think you can cover. Write 
down everything. Detailed plans 

will provide you a feeling of 
security when facing the class for 

the first time. Practice your first 
lesson plans out loud before the 

kids ever walk in the door. It really 
will help.

•	Smooth sailing. School will begin 
much more smoothly if you have 

decided in advance how to handle routine proce-
dures. It is especially important for you to develop 
classroom discipline procedures that follow your 
district’s policy and guidelines.

•	 Finally, take a deep breath, and go for it. Be in the 
room when the students arrive. Have your name 
written on the board. Greet students with a smile. 
Encourage them to be seated and remain so. 
Make the opening exercises brief. Your goal for the 
morning is to get down to the business at hand. 
Make the first day of school a real one. Accomplish 
some constructive learning with your students. A 
good start yields huge dividends later on. 

you’re
hired!
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•	 Greet the children at the door 
as they come in and give them 
name tags that are easy to read 
and affix. Allow them to choose 
desks, then tape an identical 
name tag to the desk.

•	 Explain procedures for entering 
the room each morning: where 
to hang coats, when to be in 
their seats, how much conversa-
tion is permissible.

•	 Tell how you will start each day 
— then have them do it.

•	 Describe how the lunch count, 
attendance and other daily tasks 
will be handled. Explain the 
procedures for absences and 
tardiness.

•	 Read the specific rules for be-
havior along with consequences 
and rewards. Point out the 
poster, bulletin board or chalk-
board where they are listed.

•	 Give students a tour of the room 
and show them materials they 
may use.

•	 Establish a specific location of 
the chalkboard or bulletin board 
for daily schedules, homework 
assignments and reminders of 
events and deadlines.

•	 Discuss and outline the basis 
on which students’ grades are 
determined.

•	 Schedule a restroom break 
early in the morning the first 
day.

•	 Explain what students 
should do if they finish their 
work early.

•	 If you plan an activity 
period, demonstrate the 
procedures for getting out 
materials and putting them 
away.

•	 Tell your class what is about 
to happen before they leave 
for physical education, 
lunch or other outside ac-
tivities. Tell younger children 
how you want them to line 
up and have them practice 
a couple of times.

•	 Vary activities and the pace 
of lessons every day.

•	 Reserve the last 15-20 min-
utes the first day to clean up 
and review what has been 
covered.

•	 Hand out any notices for 
parents or pin them on 
younger children.

•	 Explain procedures for dis-
missal and bus loading. Be 
sure to allow enough time 
for the latter. It is confusing, 
and buses must leave at 
scheduled times.

activities
for elementary teachers

for Secondary 
teachers
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•	 Stand at the door to greet 
 students.

•	 Introduce yourself, including 
your background and special 
interests in your subject. Then, 
introduce the students to 

 one another.

•	 Have students write on note-
cards their address, phone 

 number and the names of 
 parents or guardians.

•	 Hand out any notices from the 
school office and have students 
complete any forms that are 
required by the school.

•	 Outline your procedures for 
recording attendance and 
tardiness, giving assignments, 
collecting papers, make-up work 
and hall passes.

•	 Post rules for classroom behavior 
 on a bulletin board, poster, or 

— for the first few days — on 
a chalkboard. You might want 
to have the class help make up 
rules, but remember that they 
have no choice about some 
rules, so don’t pretend they do.

•	 Establish a uniform heading 
 for papers.

•	 Discuss and outline the basis 
on which students’ grades are 
determined. They must under-
stand the procedure.

•	 Tell the class your objectives 
 for the week and for the year. 
 Tell them what they will study 

and why it will be interesting 
and relevant.

•	 Allow a short period of time for 
each class to ask questions about 
what is expected of them and 
about any of the procedures that 
you have established.
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PlaN releNtleSSly.
Create back up plans and plans 
for teaching students of varying 
abilities.

Set hIgh aND CoNSISteNt 
exPeCtatIoNS.
Reinforce positive behavior and 
academic performance expectations 
constantly. Notice and say something 
when they meet your goals.

reSPeCt.
Teach it and model it at all times in 
the classroom and outside of the 
classroom ... always.

reaCh out For SuPPort early 
aND all the tIMe. 
Don’t wait for a problem to get 
out of hand. Communicate with 
parents early in the year or before 
it begins. Ask your local education 
association for help. Document 
everything and let administrators in 
the school know about problems 
before they get out hand.

get INvolveD IN a SChool aCtIvIty.
DoN’t Feel you have to Do 
everythINg.
Participate in an extracurricular ac-
tivity that strengthens your relation-
ship with colleagues, parents and 
students and that you might enjoy. 
On the flip side, know when to say 

“no.” You get to have a life outside 
of your career.

SuPPort oNe aNother aND Seek 
WISDoM FroM otherS.
Look for team teaching assign-
ments and lots of chances to work 
with other first-year teachers so 
you can support one another. Also, 
find a mentor if you don’t have one 
assigned to you. Mentors can be 
lifesavers. They can help you keep 
your perspective.

roll WIth the PuNCheS. 
Surprises can be fun. They can be 
enriching for you and you can 
feel good that you were flexible 
enough to meet the challenge.

FIght ISolatIoN IN all aSPeCtS oF 
your Work. 
Work closely with counselors and 
other school personnel who can 
respond to your students’ social 
problems. You don’t have to fix 
everything by yourself.

take Care oF yourSelF.
Block off time in your calendar to 
take care of yourself physically, 
mentally, emotionally and spiritual-
ly. Renew your energy. Cut yourself 
some slack. Treat yourself the way 
you treat your students: with pa-
tience, compassion and respect.

love learNINg, love your StuDeNtS 
aND love teaChINg!
But know that there are days when 
you won’t.

These tips offered by both first-year 
and veteran teachers are taken 
from an article in What to Expect 
Your First Year of Teaching, Of-
fice of Educational Research and 
Improvement, US Department of 
Education.

teN tIPS for your first year.

Su
rv

Iva
l t
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S
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Communicating

you’ve heard all the buzzwords. Parent involvement, parents as part-
ners, authentic and meaningful parent involvement. But how does 

that all translate to your classroom?

When asked how they made phone calls to parents, a group of first-year 
teachers paused. Finally, one woman said that after dialing she thought 
to herself, “Please don’t answer. Please don’t answer.” Phoning and con-
fronting parents was intimidating.

Parents want to be on your side. Here are tips to help you keep the lines 
of communications open the whole year.

with parents,
guardians, caretakers

“Be proactive with 
e-mails to your parents. 
let them know all the 
good things you are 
doing before they start 
talking about the bad 
things you might be 
doing. assign a kid each 
day to keep track of 
‘what we did in class 
today’ so that when 
absentees come back,  
they can read it from a 
page and not have you 
try to recall everything.”

Mike Radow
Mercer Island High School
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Communication
is key!

PhoNe CallS

•	 Call parents early and often. 
Calling with good news early 
in the semester makes later calls 
easier to make.

•	 Develop a checklist for your 
phone calls. It will help you 
organize your thoughts. 

•	 Identify yourself and make sure 
you are talking with the parent 
or legal guardian.

•	 Explain why you are calling — 
 to introduce yourself, to give 

good news, or to discuss a 
 concern.

•	 If you are calling with a problem 
state it clearly. State behaviors, not 
opinions. “Amber has not turned 
in the last three homework as-
signments,” is better than “Amber 
is lazy in class because she’s too 
concerned with her popularity.”

•	 Give possible solutions to the 
problem. Parents are busy and 
may not have the answer. Most 
will welcome suggestions.

•	 Listen to the parent for addition-
al information and possible solu-
tions. They have known their 
child longer than you have.

•	 Find a diplomatic way to be 
done. “Thanks. I appreciate your 
concern. Let’s talk about it 

 during conference week. Right 
now I have to call 12 other 

 parents.”

•	 Let parents know when and 
how they can reach you.

•	 Date and document your notes 
from telephone conversations. 
Add it to student files to help 
you stay organized.

WrItteN CoMMuNICatIoN

Written communication can be less 
intimidating for you. That doesn’t 
mean it ought to be used as a sub-
stitute for phone calls. Still, it can 
be quite effective for communicat-
ing on a regular basis. The teachers 
at an alternative school in Seattle 
hand-write a one-page “what 
we’ve been doing” note every 
week. The letter is copied for each 
parent in the class and sent home 
each Friday.
•	 Make sure that any and every 

letter home is legible and con-
tain correct spelling and gram-
mar. Ask another teacher to 
proof it.

•	 Announce the class calendar 
in your newsletters. Let parents 
know the dates for district- and 
statewide testing, as well as 
other important dates.

•	 Tell parents what’s up. If you’re 
studying a unit about botany, 
talk about what the kids are 
doing in class, what’s expected 
at home and how parents can 
support the work.

•	 Keep copies of all correspon-
dence sent home to parents.

•	 If you want parents to return 
a portion of the newsletter, or 

respond, make a section for com-
ments and explain how they can 
send it back with their student.

e-MaIl

•	 Ask parents for e-mail addresses 
and if they want to communi-
cate through e-mail. If that works 
for you and for them, it can be 
a great way to let them know 
about the little things. “Your 
daughter taught the whole class 
a math solution today.”

•	 Keep your e-mail communica-
tion short, clear and always 
invite face-to-face or telephone 
communication, especially if 
there is a more serious concern.

PareNt CoNFereNCeS
Parent conferences are too fast, 
intense and over before you know 
it. Plan for your conferences in 
advance. Welcome them into your 
room and you will communicate 
confidence and competence.

•	 Find out who schedules the 
conferences at your school If 
you schedule your own, let 
parents know exactly when 
and where to meet with you. In 
some cases, both parents work 
at night. Flexibility is key. 

•	 Clean up your classroom and find 
a place where you can sit togeth-
er comfortably. Parents do not like 
sitting in their first grader’s chair. 
Some high school parents will not 
want to wedge themselves into 
those all-in-one desk/chairs.

•	 Keep the conferences on sched-
ule. Many parents are taking time 
off work to attend, so make every 
effort to stay on schedule. One 
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pair of parents should not wait in 
back of the room where they can 
hear your discussion with another 
parent. Respect confidentiality.

•	 Be professional with parents. 
Stand to greet them and to say 
farewell.

•	 Dress appropriately for confer-
ences. Ask a veteran teacher what 
is acceptable in your school.

•	 Show parents their child’s work.

•	 Provide written information to 
parents about how they can 
help their child.

•	 If you make a commitment with 
parents at a conference (agree-
ing to send home weekly re-
ports), write them down so you’ll 
remember and follow through.

•	 If a parent becomes angry or abu-
sive toward you, end the confer-
ence immediately and get some 
help from a colleague. Don’t put 
yourself in an unsafe situation.

•	 Begin and end each conference 
with positive statements. Always 
thank the parents for their support.

•	 Dump the “education-ese” 
 jargon. It sounds like double-talk 

to most parents.

•	 Ask for parents’ opinions. They 
are wise.

•	 Watch out for family politics. 
Invite both parents but be sure to 
find out first if a student comes 
from a single-parent home and if 
both parents ought to be invited.

Take the initiative to involve parents. 
Most want to be active in their child’s 
education. Invite them to spend time 
at school. Give them the chance to 
share their talents and experiences 
in the classroom, on field trips, or 
before school-side audiences.

When parents are not available, 
find the grandparents, foster par-
ents, or other significant adult in 
the child’s life.

We do the best we can 
with what we have
I’ve been a teacher for 20 years and a parent for two. That does make 
me an old(ish) mom and teacher with lots of experience. I’ve taught 
kindergarten, 2nd, 5th and library, but there is nothing like having your 

child start kinder-
garten to really 
understand what it 
is like for parents in 
our classrooms.

The summer before 
Olivia’s kindergarten 
year, we prepared 
to be the perfect 
family. Olivia was 
going to excel and 
be far ahead of 
the other students. 
She would always 
be on time, have 
all her school work 

ready, have healthy food for lunch and, of course, her teacher would 
love me the most. I would be the best kindergarten parent ever. And, I 
could make sure all this happened because I also happened to be the 
Head Teacher at my daughter’s school.

I certainly understood when books were returned late to the library 
or homework was late or not turned in at all. Parents get busy, right? 
I guess I thought parents needed to prioritize a little better. Parents 
needed to make sure that school came first. After all, isn’t that part of a 
parent’s job — making sure their child got a good education?

The first day of school came and I was the perfect parent — that day. I 
promptly returned all of the first-day-of-school paperwork. I’m sure I was 
the first parent to return everything in such a timely manner. I made 
sure Olivia had money in her lunch account for those just-in-case days. I 
prioritized everything just the right way to make school successful.

Now that Olivia’s first year of school is over, I realize that I prioritized 
everything the best way I could, and that we had a successful year.

As a teacher, you must understand that as parents, we are trying our 
best. Ask Olivia’s teacher, Janet, how many copies of field trip permission 
slips she had to give me or how many times I made it into the classroom 
to volunteer as a parent and not as Head Teacher. One rainy day, I 
sent Olivia to school in a short dress, sandals and no lunch — on a day 
when the class was going on a field trip to a park to study trees. Oops! 
Luckily, we live close to school.

A counselor I once heard on the radio said, “You do the best you can with 
what you have.” That is so true for all of us as parents — and as teachers.

Lisa Clayton is a mom to Olivia and Fiona 
and a Seattle School District teacher.
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DISCIPlINe — something they don’t 
teach enough of in teacher prepa-
ration classes. Figuring out how 
you’re going to handle discipline 
in your classroom ahead of time 
will put you ahead of the game. 
Being consistent, learning from 
your mistakes and developing that 
sixth sense warning you of trouble 
ahead will fuel you a long way 
down the road.

First off, read about classroom 
management:

•	 The First-Year Teacher: Teaching 
with Confidence (K-8),

 Karen A. Bosch and 
 Katharine C. Kersey

•	 Assertive Discipline

•	 Behavior Management in the 
Middle School Classroom, both 
by Lee Canter and Associates

•	 The First Days of School, 
 Harry Wong

•	 Discipline Strategies for the 
Bored, Belligerent, and Ballistic 
in Your Classroom, 

 Carol Fuery Ruot

greet StuDeNtS at the door each 
day, saying hello and making small 
talk. Try shaking hands at the door 
from time to time. It teaches them 
how to shake hands and have eye 
contact with adults and it lets them 
know you care about each of them.

We are creatures of habit. Having 
routines to follow each day as stu-
dents enter and leave your room 
will help make things run smoothly.

•	 Always post an assignment on 
the board or overhead projector 
screen so students know on what 
to work as they enter the room.

•	 Post an outline of what you’ll 
cover during the class. Refer to 
this and let students know what 
is up next.

•	 Have a pick-up table by your 
classroom door where students 
get everything they need for 
that class (workbooks, hand-
outs, supplies, whatever). File 
graded papers in individual fold-
ers with each student’s name so 
the student can retrieve her or 

DI
SC

IP
lI

Ne Dos and DoN’ts

“think of each student in your classroom as your own child.  
If your own child did not learn to read easily, wouldn’t you 
move heaven and earth to ensure that he did? If your own 
child wanted to skip an assignment, wouldn’t you as the adult 
in his life make sure he did what was required and did it well?  
Sometimes teachers allow students to make poor choices con-
cerning their education. remember that you are the adult in 
the room, and in your classroom, every student learns.”

Patricia Vaughn
Haller Middle School

Arlington

12
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MotIvatorS Do Not have to Be 
CaNDy aND FooD. Reward students 
with smiles, free time, talk time, 
media center passes, computer 
time, and word games.

Some rewards may seem like 
punishment to students. Having 
lunch with the teacher can be a 
big reward for an 8-year-old, but it 
may indeed be a punishment to a 
freshman in high school. 

Eventually, students have to motivate 
themselves. Let the students know 
who you really are and that you 
believe in their abilities to succeed.

IF you “BloW” the FIrSt Week, 
DoN’t Worry. Just re-evaluate your 
rules and policies, tell the class you 
are making some changes and be 
consistent from hen on.
  

his own work. This avoids hav-
ing a students pass out graded 
papers — and it saves you from 
having to do it too.

•	 If students are in your room all 
day, have a routine for taking 
lunch count and other house-
keeping chores. Some teachers 
put each student’s name on a 
Popsicle stick and have students 
put their stick in a can labeled 
“hot lunch” if they are eating 
lunch that day. Make your 

 system easy and do-able.

PraCtICe a “teaCher Stare” that 
can stop potential problems before 
they begin. Work on a “teacher 
voice” that is a concerned tone 
of voice, indicating that you are 
serious. If confronted by a student, 
lower your voice and speak slowly, 
but seriously.

Make Sure your DISCIPlINe PlaN IS 
CoNSISteNt with the school’s poli-
cies. You may want to develop a 
plan with a teacher next door or 
down the hall for back up help. If 
you send a student to that teacher, 
he or she will know that you need 
immediate support.

keeP MovINg. Always be on your 
feet, moving around the room.

DIFFereNt StuDeNtS WIll reSPoND 
to DIFFereNt teChNIqueS. Develop 
a classroom discipline plan that has 
rules, motivators and consequences.

lIMIt your ruleS to no more than 
five. These rules must be realistic 
and enforceable by you. Good 
rules include:

•	 Follow directions.

•	 Keep hands, feet and objects 
 to yourself.

•	 Be seated when the bell rings.

•	 No interrupting or loud 
 discussions.

•	 No swearing or put-downs.

avoID MakINg PhraSeS lIke “Be 
NICe,” or “Be kIND” aS a rule. They 
are great goals and can be posted 
around the room but are difficult to 
enforce because they lack the clar-
ity of a rule.

PoSt the ruleS. Teach them to the 
students. It can be great to have 
a democratic class meeting about 
the rules the first day of class. Many 
teachers lead the discussion, moni-
toring the wording of the rules, 
but still getting student input. Make 
sure parents have a copy of the 
rules and consequences.

And speaking of consequences, 
make sure yours are reasonable 
and consistent.

•	 Make a warning your first conse-
quence. It can defuse a situa-
tion and allow a student to cool 
down.

•	 Calling parents can be an ef-
fective consequence, as can a 
time-out or detention.

•	 Give students choices, and 
remind them that they have 
chosen the consequence.

•	 Don’t argue with students. State 
the consequence. This can be a 
very effective way of avoiding a 
lot of “back and forth” with the 
student.

•	 If you teach the rules effectively, 
you can simply walk over to the 
poster on the wall and remind 
students by pointing to the rule 
and nodding to the offender as 
a warning.

Do Not Make SIlly “IF-theN” State-
MeNtS with students. Saying, “If you 
don’t quit doing that, I’ll just throw 
you out the window,” will not ever 
work. Make positive statements and 
use students’ names. “Emma, do 
the first six math problems on the 
worksheet, please.” Then thank her.

life isn’t fair ... 
but we can try!

Be consistent in your discipline 
and reasonable in your require-

ments and assignments.
•

Consider mitigating circumstanc-
es when a student is telling his or 

her side of the story.
•

Keep the misdeeds of students to 
yourself and the student except 

to those who have a right to 
know. Don’t openly compare one 

student to another.
•

Apologize if you have treated a 
student unjustly. Say to the class, 
“I made a mistake. I was wrong 

and I apologize.”
•

Make sure consequences are 
logical and appropriate for the 

misbehavior and remind the stu-
dent why he or she has to deal 
with the consequence of his or 

her action.



14

Classroom Burnout?
how can I avoid

reMeMBer hoW StreSSeD out 
you or your ClaSSMateS got DurINg FINalS at 
College? Most educators will tell you that level of stress was 
just a little practice for the rest of your career.

Stress, itself, doesn’t cause the problem. A little stress is actually 
good for us — motivating us to organize and perform our du-
ties. Too much stress is debilitating. Your challenge is to make 
good choices in how you cope with the countless demands 
on you.

lighten up!
14

People who don’t deal positively 
with stressful situations become 

ill. This occurs because the body’s 
immune system is worn down in 
the fight against stressors. Migraines, 
ulcers, backaches, constipation, 
constant sore throats, high weight 
gain or weight loss and heart  
attacks are only a few of the physi-
cal consequences of inappropriate 
coping techniques. 

Many, but certainly not all, experi-
enced teachers have found some 
preventative medicine to protect you 
against massive stress symptoms.

•	 exerCISe! You owe it to your 
body to shake off the day. It will 
revive you. A workout at the 
gym, a brisk walk in the leaves 
or a bike ride clears a mind and 
heals a tired body. Just do it!

•	 eat a BalaNCeD DIet. Potato chips 
are not really leafy vegetables. 
Watch your vitamin and miner-
al supplements. Eat wholesome 
foods so your body takes in all it 
needs. When in stress, the sys-
tem calls on these nutrients for 
energy. If they are not available, 
the physiological system breaks 
down and you get tired or sick.
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StreSSPractice stress management with the same regularity with which you would brush your teeth. 
De-stress at least twice a day.

•	 Do your tougheSt Work WheN you 
are StroNgeSt. Decide if you will 
arrive at work early, stay late, or 
take work home, but do not try 
to do all three. Try to do your 
schoolwork at school.

•	 talk out your trouBleS. Find a 
friend, spouse, clergy person, 
counselor or therapist who 
can be a trusted listener. The 
problem may not go away, 
but talking about it can relieve 
tension. Talk in a private place. 
Venting your frustrations in a 
public place where you can be 
overheard and misunderstood 
will lead to more stress. 

•	 reCogNIze aND aCCePt your lIMItS. 
Most of us set unreasonable 
goals for ourselves. But, we can 
never be perfect so we often 
have a sense of failure or inad-
equacy. Re-evaluate your goals 
with ruthless realism. Are they 
really achievable? Is that what 
life is really all about?

•	 StoP ProCraStINatINg. Having 
something hanging over you 
can cause more tension that the 
project is worth. Face it and be 
done with it.

•	 Be gooD to yourSelF. Surprise 
yourself with a bubble bath 
or a “creative date” with your 
spouse, friend or child. Keep 
a treasure box and fill it with 
cards, gifts and notes your 
students and their parents 
give you. Pull it out and read 
through the treasures on a 
rough day. Play. Find hobbies 
that are enjoyable and that let 
you escape for the daily routine.

•	 PlaN, PlaN, PlaN aND juSt Say No! 
Disorganization breeds stress. 
Develop your own personal 
style of getting things done 

 in a calm, orderly way. Learn 
 how to say no. You don’t 
 have to agree to serve on 
 every committee, club and 

group you are asked to join.

•	 get PleNty oF SleeP aND let go oF 
WorryINg. If you are tired, go to 
bed early. Don’t lie awake wor-
rying about how you should 
have handled Joshua in class. A 
study shows that only 2 percent 
of all of the things people worry 
about really deserve attention. 
Forty percent of the items peo-
ple worry about never happen.

•	 let yourSelF Be a ChIlD. Have an 
art party at your house where 
you color or paint. Invite your 
colleagues over and promise not 
to talk about anything going on 
at school. Join a book group. 
Give yourself permission to 

 experiment, to take risks, to try 
new things and to make mistakes.

lighten up!
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aCkNoWleDgINg Cultural 
DIFFereNCeS

our schools are a tapestry of 
cultures. During your teaching 

career, your classroom will have 
students from different countries, 
cultures, ethnic and socio-econom-
ic backgrounds. Acknowledging 
our differences lets students feel 
recognized and gives all of us a 
chance to learn more about one 
another.

Think back to your earliest experi-
ences with people outside your 
own cultural or ethnic group. How 
did those experiences influence 
your attitude and opinion about 
people from other groups? What 
experiences did you have that led to 
positive or negative feelings about 
your own cultural background? If 
you ever have felt discrimination for 
any reason, remember how it felt. 
What was your first experience with 
someone who was physically or 
mentally disabled?

Cultural differences often mean 
differences in religions, which 
inevitably lead teachers to ques-
tions about how to handle religious 
holidays. Teaching about religious 
holidays in public schools is permis-
sible. Celebrating religious holidays 
is not permissible. 

Information about holidays may 
focus on how and when they are 
celebrated, their origins, histories 

Sense&
Sensitivity

and generally agreed-upon 
meanings. If the approach 
is objective and sensitive, 
neither promoting nor in-
hibiting religion, this study can 
foster understanding and mutual 
respect for differences in belief. 

Ignoring ethnic, religious and other 
differences among the students 
in your class may be sending the 
wrong message in a learning envi-
ronment. Before making your lesson 
plans, ask yourself these questions:

•	 Is this activity designed in any 
way to either promote or inhibit 
religion? If so, dump the lesson 
plan.

•	 How does this activity serve the 
academic goals of the course or 
the educational mission of the 
school?

•	 Will any student (even just one) 
or parent be made to feel like 
an outsider, not a full member 
of the community, by this activ-
ity? Though Easter bunnies are 
not considered religious, some 
children won’t get “a visit from 
the Easter bunny.” If children are 
doing an activity to learn about 
Easter, make sure all of them are 
also learning about the mean-
ing of Passover and other spring 
holidays from cultures all over 
the world.

•	 Am I prepared to teach about 
the meaning of this holiday that 

enriches students’ understand-
ing of history and cultures? 
Hanukkah is not “the Jewish 
Christmas.” Kwanzaa celebrations 
began here in the United States, 
not in Africa.

avoIDINg uNINteNtIoNal SlIghtS
Are you hurting some of the stu-
dents you come into contact with 
by your assignments or language? 
Are you being unintentionally in-
sensitive? Check this list to see how 
you’re doing.

•	 Am I giving important tests or 
assigning something that can’t 
easily be made up on a religious 
holiday when some students 
are required to stay home from 
school?

•	 What is the Halloween policy at 
my school? If some kinds of cos-
tumes are not to be worn, am I 
sharing the policy with students, 
parents and discussing why in 
class?

•	 When discussing Thanksgiving 
traditions, like what people have 
at dinner, will all of my students 
have an elaborate meal? Do I 
incorporate contemporary 

 Native American issues as well 
as historical ones?
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•	 Can my students name any 
African-American leader other 
than President Obama? Do they 
know about contemporary lead-
ers who are African-American? 
Hispanic? Asian-American? 

 Native American? 

•	 Do my students learn about fe-
male role models, heroines and 
leaders as well as male through-
out the year?· 

•	 Do I allow my students to use 
any derogatory term in class? 
Do I help them understand and 
be comfortable with the physi-
cal, intellectual, emotional, cul-
tural and other differences that 
exist among their classmates? Is 
my classroom safe for gay and 
lesbian students?

•	 How many students will be im-
pacted if I assign an art project 
for Mother’s or Father’s Day? 
Am I sensitive to children from 
single-parent families or from 
families with two moms or 

 two dads?

•	 What do I do to guide students 
who tease others or who are 
teased themselves about being 
too fat, too skinny, too short, 
too wimpy, too sissy, or too 

 (fill in the blank)? Are my 
 expectations for appropriate 
 and respectful behavior clear 

and do students learn from 
 their mistakes?

avoIDINg geNDer BIaS
Gender bias occurs in our class-
rooms every day. Here are a few 
suggestions for avoiding gender 
bias in your classroom:

•	 Use inclusive language. “You 
guys” is a popular way of ad-
dressing a group, but it is an 
example of gender bias;

•	 Make sure your expectations are 
the same for all of your students. 
Both genders can succeed in 
reading and in math;

•	 Use examples that are gender bal-
anced. If there are none in your 
textbooks, do some research;

•	 Avoid stereotyping jobs for 
 students such as having girls 

clean up and boys carry things;

•	 Screen books, posters and other 
materials for balance;

•	 Try to put girls and boys in 
 non-traditional situations;

•	 Make the classroom atmosphere 
one where both girls and boys 
are encouraged, questioned 
and reinforced;

•	 Avoid using gender to group 
students;

•	 Model gender balance by what 
you say and do; and

•	 Be open to students who are 
gay, lesbian, bisexual or trans-
gender.

Your Washington Education Associa-
tion offers a course to address many 
of these issues. Cross Cultural Compe-
tency is offered around the state. For 
more information, contact Ben Ibale 
at BIbale@www.WashingtonEA.org 
or 800-622-3393, ext. 7067.
 
Remember: The goal of multicultural 
education is acceptance, support 
and appreciation of similarities and 
differences. It recognizes the right of 
different cultures to co-exist in peace. 
Pursuing the goal of multicultural 
education and sensitivity to all of 
your students will bring a richness 
that will go far toward preparing 
your students for the future.

Check your WEA pocket calendar 
for a list of multicultural holidays 
each month or ask your school 
library resource specialist or public 
library for more detailed lists. 
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Be Prepared ...
Now that you 

have that brand 
new job and are 
ready to start the 
new school year, 
what guaran-

tees do you have 
that you will be asked to 

return next year?

Although statute considers you to be a provisional 
employee for the next two years, you have the 
same rights as continuing employees when it 
comes to renewal or nonrenewal of your contract. 
The difference is that you do not have access to the 
appeal process open to continuing employees. That 
means that if the decision is made not to renew your 
contract for next year, you probably will not be able 
to challenge that decision.

Because of the near zero chance of success, the 
WEA Legal Defense Fund is not likely to fund an 
appeal of nonrenewal for a provisional employee.

Therefore, it is really important for you to know 
what your rights are in the whole process of 
evaluation and recommendation for renewal or 
nonrenewal. 

Employment rights for 
certificated employees 
come from two sources: 
the statutes of the state 
and the local collective 
bargaining agreement. The statutes require that all 
certificated employees be evaluated annually in the 
performance of their jobs. The evaluation must 
consist of at least two observations and a total 
observation time of 60 minutes. Provisional employ-
ees must be observed for at least 30 minutes during 
the first 90 calendar days of employment.

After each observation or series of observations, you 
must receive documentation of the results of the 
observation. At a minimum, you should be evalu-
ated for performance in the following categories: 
instructional skill; classroom management; profes-
sional preparation and scholarship; effort toward 
improvement when needed; the handling of 
student discipline and attendant problems; interest 

in teaching pupils; and knowledge of subject mat-
ter. The statute requires that the actual procedure 
and the evaluative indicators be bargained with the 
union representing you.

CoNSult your loCal ColleCtIve BargaININg agreeMeNt
The local collective bargaining agreement will 
contain the bargained procedures and indicators. 
The procedures and indicators must be used for the 
evaluation of all certificated employees covered by 
it. The only exception would be expressly provided 
for in the agreement. For example, while the 
statutes do not require that a provisional employee 
be placed on probation prior to nonrenewal, if 
the local collective bargaining agreement requires 
probation, then a provisional employee is entitled to 
probation prior to being nonrenewed.

Both the statutes and the collective bargaining agree-
ment are designed to give you a chance to improve 
your performance prior to losing your job. For you as 
a provisional employee, the first indication of prob-
lems will most likely be addressed as part of the first 
90-day observation. You can prevent misunderstand-
ings and a lot of hassle by preparing both for the first 
observation and all the ones to follow.

FIND out Who WIll Be evaluatINg you
One of the first things that you should find out is 
who the evaluator will be. More than likely it will 
be the building principal or vice principal, but not 
necessarily.

Once you know who the evaluator will be, set up 
an appointment to talk to her/him regarding the 
procedures and what expectations she/he will have 
in regard to performance. You should also clear up 
any questions you have regarding rules, regulations 
and policies.

You should know what the procedure and policy 
is for “sending a student to the office.” Know the 
policy toward lesson plans and if there is a preferred 

for that first evaluation

By joanne Christopher, Wea advocacy Specialist
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for that first evaluation

format. Know how much discretion is allowed in 
teaching to a specified curriculum.

After talking with the evaluator, ask other employees 
who have had the same evaluator what to expect. 
Ask to see their lesson plans and other documents 
that might be helpful.

Prior to your first observation, ask another employee 
to come in and watch you teach and ask if you can 
do the same in one of their classes.

ChooSe a ClaSS that WIll hIghlIght your StreNgthS
Once you feel you are ready, choose a class and a 
lesson that you believe will highlight your strengths. 
Invite the evaluator to observe that particular class 
and lesson. Provide a copy of the lesson plan to the 
evaluator.

If possible, have a pre-observation conference with 
the evaluator. Discuss any difficult students that are 
in the class and how you intend to handle them. 
Have the evaluator explain how she/he interprets 
the evaluative criteria and indicators.

During the observation itself, try as much as pos-
sible to act as though the evaluator is not in the 
room. Follow the lesson plan, but do not hesitate to 

stop what you are doing to handle a problem 
situation. Make a note of the time.

When the observation report has been written and 
a copy provided to you, review it carefully. Take 
note of any and all negative comments and/or 
suggestions for improvement.

Discuss the observation report with the evaluator. 
Make sure that you obtain clarification of any negative 
comments and suggestions for improvement.

Ask for specific guidelines as to what was done 
wrong and how it should have been done. Ask the 
evaluator to suggest someone that could model 
proper performance.

Do not assume that all negative comments mean 
that your job is in jeopardy, but take every such 
comment seriously.

your loCal aSSoCIatIoN WIll aSSISt you
If the observation clearly indicates unsatisfactory 
performance or if you feel that the observation 
could be construed as unsatisfactory, then contact 
your local association. Do not try to go it alone. The 
role of the association is to assist you and to make 
sure you are treated fairly.

Maintaining your own up-to-date personal and 
professional records is every bit as important as 
keeping your lesson plans and grade book organized.

Having the appropriate documentation on hand can 
be critical to placement on the salary schedule, clear-
ing up misunderstandings with parents and others, 
and making sure your evaluation is fair and accurate.

Proper documentation can keep a problem from 
becoming serious or from becoming a problem at all.

lISteD BeloW are the DoCuMeNtS you ShoulD have 
oN haND:

•	 Your collective bargaining agreement

•	 Certificate(s)

•	 Records of inservice or advanced academic 
 credits earned

•	 All evaluations and your responses or comments

•	 Proof of Association membership

•	 Record of college attendance, dates and degrees

•	 Transcripts of undergraduate and graduate 
 credits and degrees

•	 Record of accumulated sick leave and personal 
leave days

•	 Records of commendations, awards and honors

•	 Copies of teaching schedules for current and 
past years

•	 Records of incidents involving discipline, violence 
or other disruptive student behavior

•	 Copies of letters to and from administrators

•	 Copies of letters to and from parents and 
 colleagues

•	 Copies of all documents in your personnel files

19
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FaCe FaCtS. you’re 
Not goINg to Be at 
SChool every Day. 

this is the ideal time to begin 
planning for a substitute since 

he or she will have a lot of the 
same questions you have now.

Substitutes will do a great job if you 
make sure all the information, tools 
and materials they need is handy.

Label a file folder or notebook 
“Substitute” and keep it in a place 
anyone would logically look. If you 
move around a lot, jot a note in 
your plan or grade book as to the 
location of the file. Here are sug-
gestions about things to include:

•	 Your schedule of classes, including 
regular classes, special classes (day 
and time) and alternate plan in 
case special classes are cancelled;

•	 Names and schedules of stu-
dents who leave the classroom 
for special reasons such as 
medication, remedial or gifted 
programs, speech etc.;

•	 Class roll, including your seating 
chart for regular activities and 
special work groups;

•	 Opening activities: absentee 
report, procedures for reporting 
lunch count, etc.;

•	 Lesson plans or where to find 
the plan book (include alternate 
plans in case the lesson depends 
on resources only you have);

•	 Classroom rules and discipline 
procedures (include any district 
policies and notes about special 
cases);

•	 Location of all manuals and 
materials to be used;

•	 Procedures for regular and early 
dismissal;

•	 Floor plan of building includ-
ing emergency drill routes and 
procedures; and

•	 Prepare your students. Younger 
students need to be reassured 
that you will return. Older ones 
need to know that you will be in 
possession of information about 
their behavior and progress.

Teacher _______________________________________ Grade __________  Subject _______________________ Room _________
Principal _______________________________________________________  Counselor ____________________________________
Vice principal ___________________________________________________  Health room supervisor ________________________
For information on classroom procedures, ask these teachers in rooms ________________________________________________

TIME MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY

helPFul INForMatIoN For the SuBStItute

DaIly SCheDule

Recess           Morning ______ to ______          Lunch ______ to ______          Afternoon ______ to ______

Students with special needs (physical, emotional, medical) ___________________________________________________________
_____________________________________________________________________________________________________________
Students who go to special classes and the times ___________________________________________________________________
_____________________________________________________________________________________________________________
Additional information or instructions _____________________________________________________________________________
_____________________________________________________________________________________________________________

(Survival of Substitutes)



21

PreParatIoN
If you’re not prepared, everyone will know it, especially the students. It sets the 
wrong tone in your classroom. If you want quality lessons and you want 
students to come to your class prepared, you better model and practice it.

tIMe MaNageMeNt
Time management is connected to preparation. Make sure you’re using your time 
effectively in class, outside of class, during your prep, after and before school, and 
at home. Teach from bell to bell. Be over-prepared. You can always cover some-
thing the next day. But if you run out of activities during class, chaos will ensue!

CoNSISteNCy
Consistency is probably the most important thing to remember and perhaps 
the hardest to implement. Be consistent with your expectations. Be consistent 
with your evaluations. Be consistent with the way you treat your students. Be 
consistent with your discipline. Be consistent. Students will know how to behave 
and will be more comfortable in an environment that is not always changing.

exPeCtatIoNS
Make sure your expectations are appropriate for your students. Once you’ve 
decided what’s appropriate, take it up a couple of notches. I’ve learned that 
students will live up to any expectations you set for them. However, it’s 
important to model what your expectations are, give them several opportunities 
to practice it, and then implement it. It’s always easier to relax expectations if 
they’re too hard than it is to tighten them after you’ve started too easy.

rIgor
Rigor is connected to expectations. Hard for hard’s sake is not effective. Challenge 
your students with abstract concepts and ambiguities. Work should be intrigu-
ing and challenging for the brain. Avoid rote memorization. Explore the world 
of ideas and expect students to defend their positions.

DISCIPlINe
Discipline is another area that many new teachers struggle with. A good rule 
of thumb: Be consistent (see above). Have high expectations (see above). It’s 
all connected!

Rob Storrs
Mariner High School
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“I keep a short list of 
key words posted in 
my own classroom. 
It’s a nice reminder 
for me as I make the 
million decisions that 
all teachers need to 
make throughout 
their day.”
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What aBout 

teChNology?
It is easier and easier to access others 

and be accessed through cell phones 
and the Internet. Social networking is 
just that — it is social. It is better to err 
on the side of safety when contacting 
students or letting students contact you. 
Most districts have teacher Web sites set 
up specifically so you can share with 
students and parents what they need to 
know. The best policy is to use these sites.

•	 Don’t	interact	with	stuDents		
 uSINg FaCeBook, MySPaCe, or   
 other SoCIal NetWorkS
 Using these sites to interact with 

students is not without risk –— and, 
does not give you a free pass to say 
or do whatever you please without 
jeopardizing employment and ca-
reer. A sure way to stay out of trouble 
is to not use them. If you do, make 
your page private and don’t add 
students as friends. Don’t post any 
questionable or offensive comments 
on other people’s pages. Don’t post 
offensive or questionable bulletins, 
blogs or photos online. Finally, make 
sure you know who you add as a 
friend to eliminate chances of add-
ing face profiles that could link to 
adult/pornographic Web sites. You 
could be considered a promoter or 
endorser of inappropriate material. 
Report any fake profiles in your name 
that students may post on Facebook, 
MySpace, etc.

•	 be	a	responsible	blogger
 You are personally responsible for 

your posts. What you write online 
is available to anyone with internet 
access including your students and 
their families. Protect yourself and 
others. Use disclaimers and identify 
yourself. Use good judgment and  
respect your audience, copyrighted 
material and yourself.

•	 contact	stuDents	bY	using	hoMe		
 PhoNeS INSteaD oF Cell PhoNeS
 Letting parents hear messages you 

are leaving for students is a safe way 
to contact students. Text messaging 
is sending personal notes to students. 
If you text to one to remind them 
about a test or an assignment, text 
to all of them.

If you are called to a meeting with 
administrators and the meeting 

becomes an accusatory proceed-
ing where you are asked questions 
that could lead to your discipline, 
do not answer the questions. Do 
not tell administrators — or anyone 
else — what you did or did not 
do. You have a legal right to refuse 
to answer such questions without 
association representation. There 
are association people trained to 
assist you either in your building or 
UniServ office.

Until you have a chance to discuss 
the situation with your associa-
tion representative or your UniServ 
representative, do not reply to any 
questions or charges presented to 
you. Request an adjournment of 
the meeting and immediately con-
sult your representative.

It is important that you get advice 
early instead of waiting to “see 
what happens.” Your UniServ 

loDgeS a CoMPlaINt agaINSt Me?
What if someone

representative will see that you 
have the benefit of legal advice 
and counsel, if needed.

You should work with your asso-
ciation advocates regarding any 
written statements involving accu-
sations. Do not submit any written 
statements to administrators unless 
they have been reviewed by your 
association representative.
Be sure to keep copies of any 
written statements submitted or 
received. Also, keep all correspon-
dence related to your situation, 
including postmarked envelopes.

Arrange to be accompanied to 
your administrator’s office by an 
association representative.The 
association representative should 
be your building representative, 
a grievance committee member, 
a local association officer or your 
UniServ representative. The individ-
ual who accompanies you should 
agree beforehand to testify for you 
in administrative hearings or court 
proceedings, if necessary.

Beware of proposals offered by 
administrators. Do not agree to 
any proposals without first check-
ing with your association. If offered 
an “opportunity to resign,” do not 
do so without first conferring with 
your UniServ representative.

If the media gets wind of any 
accusations, they may try to get you 
to make a statement. Do not make 
any public statements whatsoever.

By aimee Iverson, Wea general Counsel
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recognizing the signs that a 
student might be being abused 

can save a child from endless physi-
cal and emotional pain, or even 
death. It also can provide insight 
as to why a child who has suffered 
abuse may be more likely to misin-
terpret actions at school that other 
students would not react to at all.

A child who shows no outward 
signs of abuse may still be living 
in terror of being touched, or may 
have an emotionally devastating 
reaction to a simple verbal repri-
mand. Becoming aware of some 
of the signs of abuse may save you 
and the child from unnecessary 
turmoil resulting from an innocent 
action or statement.

One sign or one symptom may not 
necessarily indicate child abuse, 
but if you see many clues, consider 
your suspicions seriously.

WatCh For a ChIlD Who:
•	 appears nervous, disruptive or 

hyperactive;
•	 has a pattern of unexplained 

injuries or an inordinate number 
of “explained” ones;

•	 constantly comes to school 
inappropriately dressed for the 
season;

•	 is habitually late or often absent 
from school;

•	 arrives early or leaves late 
 because he or she is reluctant to 

be at home;
•	 is unusually fearful of adults and 

other children;
•	 is unusually shy, withdrawn 
 or passive;
•	 goes to the bathroom with 
 difficulty, or,
•	 is constantly tired or thin, or 

shows evidence of malnutrition.

You also could save a child from 
attempting suicide if you can 
recognize warning signals. Finally, 
recognizing signs of distress and 
trouble could prevent violence in 
the school.

While some suicides and violence 
toward others occur without warn-
ing, most do not. Learn how to 
recognize the signs and take them 
seriously.
•	 Previous suicide attempts — 

people who have tried before 
are at a greater risk for actually 
succeeding.

•	 Talking about death, killing and 
suicide — be alert to statements 
like, “My family would be better 
off without me.” Sometimes 
those who are thinking about 
suicide talk as if they are saying 
good-bye or going away.

•	 Planning for suicide — people 
contemplating suicide often 
arrange to put their affairs in or-
der. They may give away articles 
they value.

•	 Depression — serious depres-
sion is often expressed as a loss 
of pleasure or withdrawal of 
activities that were enjoyable to 
the person before.

DID you 
kNoW?
Teachers, counselors and school 
nurses have a mandatory duty 
to report child abuse and may 
be found guilty of a gross mis-
demeanor if they knowingly fail 
to make an immediate report 
to the police, state patrol, 
Washington State Department 
of Social and Health Services or 
Child Protective Services.
 
To encourage reporting of sus-
pected child abuse, Washington 
law provides that you are 
immune from civil or criminal 
liability for such a report as long 
as it was made in good faith.

Check your school district policy 
on child abuse reporting. If you 
are not absolutely sure what the 
policy requires of you, get your 
questions answered right away. 
 

kNoW the SIgNS
you could save someone’s life.
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everyone knows that the world 
would fall apart without school 

secretaries. Even when you were 
a kid, you knew you could count 
on that secretary to save your life if 
you missed the bus home, forgot 
your lunch, or felt sad for just 
about any other reason.
 
As a teacher, you’ll discover that 
the team of people you work with 
will be just like that school secretary 
when you were a kid. Secretar-
ies know what hoops need to be 
jumped through to get where you 
want to go. They can help you 
with all the paperwork needed for 
the district office files as well as the 
school files. They will know where 
you can find supplies, people 
and help.
 

Your school custodian(s) can also 
be a valuable treasure. Think of the 
custodians when you arrange your 
classroom. Take a few minutes to 
talk to them about your set-up. Can 
they maneuver a vacuum easily 
between and around desks and 
tables? Is there a storage area you 
can use instead of piling things in 
the corner? Can they help you out 
with extra shelves or cabinets? The 
cleaning supplies in the custodians’ 
office are their working tools. If you 
want to borrow something, ask. 
Remember to put it back.
 
Most schools have several educa-
tion assistants, also called instruc-
tional assistants or paraeducators. 
They do a variety of jobs, many 
of which were once teacher 

responsibilities. They supervise 
students on playgrounds and in 
lunchrooms and they act as assistant 
librarians, secretaries and more. 
They work with special education 
students reinforcing skills, tutoring, 
feeding, etc. Even a small school 
district could have dozens of 
parapros working in 20 different 
categories.
 
Other educational support profes-
sionals work in and around the 
building. The mechanic or electri-
cian you see has a dedication to 
the schools and the students just 
as you do. Take the time to stop 
and talk with them. Make the ef-
fort to meet the bus drivers. The 
child who gets off the bus with a 
problem is the child who enters 
your classroom with that problem. 
Perhaps you and the bus driver can 
work together to help get the day 
off to a better start.
 
We are all part of the education 
family. Most school employees 
could earn more money in the 
business field but choose to work 
for and with children. Children are 
learning outside of your classroom 
just as they are inside. Establish-
ing a relationship with the people 
around you will help you be a 
better, more effective teacher.

you ShoulD kNoW
there are special people
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the Washington Education Association, founded in 1889 “to serve the 
best interests of the educational cause throughout the state,” is 83,000 

members strong. Our membership includes classroom teachers, school coun-
selors, psychologists, nurses and other certificated staff, educational support 
professionals, higher education faculty, college students and retired educators.

WEA is an affiliate of the 3.2-million member National Education Association. 
WEA is the largest educational association in the state with more than 
370 local affiliates representing virtually every public school district and 
many community colleges and universities in Washington.

WEA is a proud and powerful advocate for public school students and 
employees. We have exercised political power to raise academic standards 
and lower class sizes. We have campaigned for better pay for school 
employees. We have fought for safe and orderly schools.

Our mission is simple and straightforward: to make public education the best 
it can be for students, staff and communities. We hope they are goals you 
share, because the strength of our members’ voice is derived from our unity.

Our goal is to build confidence in public education and increase support 
for Washington’s public school system. Our strength as WEA members is 
standing together to work for positive change.

By joining WEA, you have made a career investment. Your investment in WEA 
pays great dividends in your own future. WEA helps our members through:

•	 CoNtraCt NegotIatIoNS:
•	 rePreSeNtatIoN;
•	 ProFeSSIoNal DeveloPMeNt;
•	 oPPortuNItIeS to NetWork 
 WIth your PeerS;

•	 legal aSSIStaNCe;
•	 PolItICal Clout;
•	 aCaDeMIC INForMatIoN;
•	 lIaBIlIty INSuraNCe
•	 CoMMuNICatIoNS; aND
•	 MoNey-SavINg DISCouNtS;   

association Membership

MeaN to you?
What DoeS It

•	 eNSurINg your voICe IS hearD.

The supreme governing body of the Association is the Representative 
Assembly that is made up of locally elected delegates. Members also elect 
their representatives to the WEA Board of Directors. The RA and the Board 
review the Association’s programs to ensure they are serving the needs of 
the members.

Funded by the NEA, WEA and local associations, the UniServ (United Service) 
program puts experts in the field for every group of approximately 1,200 
members. In Washington, more than 50 UniServ representatives located in 
21 offices throughout the state provide collective bargaining, contract 
maintenance, communications and instructional services to our members.

Visit our Web site, www.WashingtonEA.org, or contact your local association 
president or your association representative for membership information.
 

nearly 83,000 people who all care 
about public education

“at the beginning 
of the year, I made 
positive phone 
calls home in front 
of the entire class. 
It did wonders for 

my relationship with parents 
and my kids fell absolutely 
silent every time I went to 
the phone.”

Lauren Porter
Highland Park Elementary

Seattle

“teaching continues to be 
my passion ... I suggest you 
laugh with your students, 
make clear your high ex-
pectations for behavior and 
academics, continue, your-
self, to be a learner and find 
a healthy balance between 
your career and your per-
sonal life. to be a teacher 
is an honor. honor your 
students and yourself!”

Jamila Norris
Highland Park Elementary

Seattle
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BeFore you DIg INto your oWN PoCket ...

Find help from the 
Wea Children’s Fund
Before you dig into your wallet to 

help a truly needy child in your 
class, you need to know about the 
Washington Education Association 
Children’s Fund. The Children’s Fund 
is a resource for you — a caring 
educator — and for your students.

Once approved, The Children’s 
Fund provides WEA members with 
money to help meet the modest 
(under $100) and immediate needs 
of their students.

Maybe you’ve seen your students 
run out to play in the snow, but 
one child hangs back, afraid to get 
her only pair of shoes wet because 
she doesn’t have boots. Call 800-
622-3393, ext. 7033. Then go 
out and buy her a pair of brand 
new shiny boots. Give them to 
her when there are no other kids 
around.

Maybe it’s a particularly cold winter 
and you know two children in a 
family who just can’t afford any-
thing warmer than the windbreak-
ers they already wear. They need 
coats if they’re to arrive at school 
warm and ready to learn. Call 
800-622-3393 or visit www.
WashingtonEA.org/childrensfund. 
Go out and buy the coats that 
will keep them cozy. Give them to 
the children when others are not 
watching.

 

If you see a child who needs a coat 
or boots or shoes, even a book 
or other school necessity, call the 
Children’s Fund and you can go 
out that day to purchase what the 
child needs.

The fund is supported by individual 
donations from teachers, WEA staff 
members, school support staff, 
community college faculty and 
other caring people. Parents, 
business people, corporations — 
anyone who cares about children 
— can donate. All donations are tax 
deductible and can be made online 
or by sending a check to WEA 
Children’s Fund, P.O. Box 9100, 
Federal Way, WA 98063-9100. You 
can even designate all or part of 
your United Way contribution to go 
to the WEA Children’s Fund.

All you have to do to access the 
Children’s Fund is be a caring person 
and a member of the WEA. So, go 
ahead. Give a student a break — 
without breaking your piggy bank.

For more information, guidelines 
and how to access the fund, 
visit www.WashingtonEA.org/
childrensfund.org.
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Social Security number _________________________________________________________________

Name  ______________________________________________________________________________

Former last name, if applicable  _________________________________________________________

Address  _____________________________________________________________________________

  ____________________________________________________________________________________

City ___________________________________________State ______________Zip ______________

I certify that 20__ - 20__ is my first year of active membership eligibility and I am an NEA active 
member.

My local affiliate is  ___________________________________________________________________

My state affiliate is  ___________________________________________________________________

Below is a record of my former NEA Student membership

   College or chapter & state  Year(s) a member (i.e. 2007-09)
____________________________________________________________________________________
____________________________________________________________________________________  
____________________________________________________________________________________

extra Cash?
rebate offer for former 
Student Washington 
education association 
members

CoulD you uSe SoMe

If you join Student Washington 
Education Association (SWEA), 

you also become a Student Nation-
al Education Association member. If 
you are a SWEA member any time 
while you are in school, then join 
NEA in your first year of member-
ship eligibility as a teacher, you are 
eligible for a cash rebate in that 
first year you teach. Here is how it 
works:

You can apply for your rebate only 
the first year you teach. You must 
apply for the rebate before May 1 
of your first year of teaching. You 
receive $20 back for each year you 
were an NEA Student member for 
up to four years. 

So, you can get up to $80 back 
for the years you were a student 
member. All you have to do is fill 
out the application below and 
send it to NEA Membership Records, 
Attention: Student Rebates, 1201 
16th St. NW, Washington, DC 
20036-3290. NEA will verify your 
student membership and a rebate 
check will be mailed to you by the 
end of the summer.

Detach and mail by May 1

(we must have for processing)

BeFore you DIg INto your oWN PoCket ...

Find help from the 
Wea Children’s Fund
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WaShINgtoN eDuCatIoN  
aSSoCIatIoN heaDquarterS
P.O. Box 9100, Federal Way, WA 98063-9100

800-622-3393
Fax: 253-946-7612
Web site: www.WashingtonEA.org

this book belongs to __________________________________

Work site ____________________________  Phone ____________________

I CaN get helP FroM My loCal PreSIDeNt

NAME  _____________________________________________ PHONE  ____________________________

I CaN get helP FroM My loCal uNIServ rePreSeNtatIve(S)

NAME  _____________________________________________ PHONE  ____________________________

I CaN get helP FroM My uNIServ CouNCIl PreSIDeNt

NAME  _____________________________________________ PHONE  ____________________________

I CaN get helP FroM My Wea BoarD DIreCtor(S)

NAME  _____________________________________________ PHONE  ____________________________

I CaN Call Wea oFFICeS at

Federal Way Headquarters ................ 800-622-3393 
Spokane ........................................... 866-388-4985

Olympia............................................ 360-943-3150

I CaN leave a MeSSage For My oWN legISlator at ........................... 800-562-6000

I CaN Call the Nea IN WaShINgtoN, D.C., at .................................... 202-833-4000

Contact Information Names & Numbers




