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The Role of the Building Representative 
 

Building Representatives hold a very important role in not only our union, but in our schools as well.  In 

general, there are five main roles of Building Representatives.  These roles are described below. 

 
As a Building Rep you are a: 

1.   Teacher Leader – Building Representatives, by definition, represent our members and the Boston 

Teachers Union.  Our building representatives must be effective leaders that other members feel 

comfortable turning to for support in a variety of ways.  It important to be approachable and to model 

professionalism as a lead educator so that you are in the best position possible to advocate for what is 

needed to improve the school, support our members, and best serve our students.  It is important to lead 

by example, take initiative, and act as a team player. 

 
2.   Communicator – Building Reps help other staff to understand BTU positions and policy, to learn about 

changes that are happening in the field, to learn about opportunities to become more engaged, and to 
help to have their voices heard in the union and policy world.   To be a great communicator, it is 
important to STAY INFORMED!  It is absolutely important that Reps attend membership and Building 
Rep meetings; open, read and respond to emails and mailings you receive; and read the E-Bulletin each 
week.  It is also important to become familiar with the contract, read the BTU Newspapers, and above 
all ASK QUESTIONS if you don’t understand something or need help!  The union depends on building 
reps for two-way communication. 

 
3.   Organizer – That means having your building structured so that there is a visible, functioning Union 

network that can be used to not only enforce the contract, but to advocate for positive changes to 

improve our schools and beyond.  There should be structures for members to meet regularly, 

communicate information between members, and to engage members in larger efforts to improve not 

just your own school, but beyond. It is our job to educate the relevancy and importance of the Union to 
new members and to encourage their participation.  We must build organizational capacity by signing up 
new members, listening to what our members need, having conversations to build community, and 
taking action as needed. 

 
4.   Problem-Solver – As a problem solver, Building Reps help to mediate conflicts, overcome challenged, 

and facilitate productive communication between our members and the administration.  Serving as an 

active member of the Faculty Senate is one way to do so.  You can help in the day-to-day school 

activities and keep the Senate informed about Union policy.  But it may go beyond the Senate.  You may 

be required to meet with the building administration to iron out school problems, especially as they may 

relate to areas of the contract.  And, of course, it includes handling grievances at step one. The Field 
Reps are always available to support you in this aspect of your role. 

 
5.   Friend    – Although this may sound a bit trite it is important.  Especially for members new to a 

building, Representative act as someone they can turn to for help and to get questions answered, and to 

feel welcomed into a new environment.  The BTU is a collection of all of us sharing our common hopes, 

and aspirations, and our friendship.  Alone and isolated we are just employees.  Together, we are the 

Boston Teachers Union. 
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The ABC’s of being a Building 
Representative 

 
 
 

 

A Attend 70% of BTU monthly meetings, the Building 

Rep. weekend and special building representative 

meetings. 
 

 

B Be a mediator between BTU members and 

administration. 
 

 

C Check on all teaching and non-teaching assignments 

in the building. 
 

D                  Disseminate all BTU information. 
 

 

E Evaluation- Make sure the process is followed 

correctly. 
 

F                  Find out answers for the building staff from Field 
Reps. 

 

G                  Grieve contract violations in a timely fashion. 
 

 

H Help new teachers become familiar with their rights 

and responsibilities under the contract. 
 

 

I Intercede when necessary on behalf of those who 

elected you. 
 

J                  Judge nothing until all sides have been heard. 
 

K                  Keep a close eye on class size in your building 
(especially in the Fall). 

 

L                  Lesson Plans – be able to show evidence of planning 
– past practice dictates that the plan book is a 
“working calendar.” 

 

M Meet regularly with faculty senate, school site 

council and staff members. 
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N Never be involved in evaluating or judging a 

member of the BTU. 
 

O                  Open all BTU mailings and post where all can see. 
 
 
 

P Participate in BTU activities – be involved to be 

aware. 
 

 

Q Quickly handle issues in your building before they 

escalate. 
 

 

R Reserve the right to be present at meetings with 

administration when any BTU members request it. 
 

S                  Share and post all information from BTU meetings. 
 

 

T Transfers – make sure pertinent dates are well 

known. 
 

U                  Use your BTU period to make contact with all BTU 
members in your building. 

 

V                  Violations – report them to the BTU office within 
30 days. 

 

W                  Watch and see that everyone receives 5 P&D’s. 
 

X                  Examine all directives from the office and Court 
Street for contract violations. 

 

 

Y YOU – be an effective link between your staff and 

the BTU. 
 

Z Zero in on issues of great importance to your staff – 

the Field Reps. can always come and answer 
questions or deal with problems – we are just a 
phone call away!
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BTU BUILDING REP ACTION TIMELINE 
 
 

Ensure that all members know 

who their Building Reps are & 

schedule a meeting for you to 

meet with your BR Regional 

Leader (BRRL) by September 30th. 

(Contacts for BRRL available 

at www.btu.org, in resources 

for 

building reps) 

 

 
Return Building Assessments by 

September 14th Create a BTU 

bulletin board with important info 

and upcoming events in staff 

lounge by September 30th. 

Organize a Vote on the Jan 4th 

PD 

by September 30th 

 
Attend Membership meetings, 

(2nd Wednesday of each month) 

Ongoing. Create a listserv of 

all members with non-bps 

emails to circulate information 

amongst staff by October 1st

 
 
 
 
 
 
 
 
 
 
 
 
 

Register & attend the BR 

Conference in October, 

by October 1st. 

 
Ensure that there is a School 

Site 
 

Council with elections by 
October 

 

15th, and that they hold their 

first meeting by October 31st. 

On going tasks 

     Ensure that there is an  

active Faculty Senate.  

 Get members engaged in 

union committees and 

bodies.  

 Find a list of BTU 

committees in your BR 

Handbook .  

     Familiarize yourself with  

the contract.  

 

 
Hold timely elections by 

May 30th (be sure to follow 

the protocols described in 

your BR Handbook!) 

Submit BR Election 

Results by 

June 1st (find online at 
 

www.btu.org under 
 

Resources → For 
Building

 

 
 
 

Have questions? Need support or help? 
Contact your BRRL, your Field Rep, or a member of the BTU Organizing Team! 617-288-2000

http://www.btu.org/


 

Building Rep Suggested Activities 
Little Steps…                                                                                                              …Big Steps!

Make sure everyone knows who the 

reps are 

Establish a list-serve of all 

members with non-bps e- 

mails that you can use to 

send out information 

Engage members in the collective 

bargaining process and bring members 

out to rallies and events

 
 
 

Make sure there is at least one 

building rep 

Hold timely elections                 Encourage members to actively vote in 

all union elections

 
 
 

Attend monthly membership 
meetings-and stay the whole time! 

Building relationships with 
all members 

Meet/talk with each member to have 

“organizing conversations” to find out 

what issues are important to them
 
 

Make sure all members have a 
contract 

Know the common 

contractual grievances and 

violations 

Know how to write a grievance

Send a synopsis of membership 

meetings to all members (you can 

get one from your BRRL) 

Attend  the Building Rep 
conference 

Mobilize/recruit members for political 
action

Establish regular membership 

meetings/gatherings to give updates 

(try a 10 minute meeting, maybe 

before or after a PD) 

Establish an active Faculty 

Senate (with an agenda, 

notes, roles, calendar of 

meeting dates) 

Establish a regular meeting time with 

admin to share ideas and solutions 

from your membership meetings 

and/or Faculty Senate

 
 

Maintain an active bulletin board 

with flyers, notes and events 

Ensure that there is School 

Site Council with elections 

before Oct 15 

Attend a parent council meeting and 

introduce yourself as a resource.

 

 

Establish a relationship with 

administrator 

Get members engaged in 

union committees and bodies. 

Initiate community outreach to 

organizations in your school’s 

neighborhood.
 
 

 

My Goals for the Year: 
1)   

 

 
 

2) 
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FACULTY SENATE GUIDELINES   
Art. I Sec. E7 a & b   

  

Faculty Senators may be formed in each school building 

and shall meet once every month after the close of the 

normal school day with the principal or headmaster 

concerned. Faculty senates will be recognized by the 

administration of that school as having an advisory voice in 

the operation of that school and having an advisory voice 

in the formation of educational policy.   
(Add as of 73-74 contract)   
  

Faculty Senate Chairpersons will meet twice each year on the 

elementary, middle and sr. High levels during days of 

regularly scheduled in-service meetings.   

  

Purpose   

The Faculty Senate shall  

1) Plan and run in-service meetings, in cooperation with the  

administration and in accordance with the contract;   

2) Elected by the teaching staff, it represents that staff in  

matters concerning school policy;   

3) Present the administration with faculty positions on  

building procedures and educational policy;   

4) Cooperate with building rep. in all contract matters 

and Union policy.   

  

Membership   

1) Only those eligible to vote shall be eligible for 

membership (see below);   

2) The Faculty Senate will be composed of a minimum of five 

members, except in buildings where the number of teachers 

is less. In schools where the faculty numbers more than 50, 

membership should be on a 1 to 10 ratio. Members are 

generally elected at large, but in certain schools may be 

elected by departments, areas, pods, etc.   

3) All Buildings Reps. Are automatically members of the F.S.  

but should be elected as Building Reps. separately.   

  

Eligibility for Voting   

1) All teaching personnel assigned to the building except 
short  

term subs;   

2) Nurses, permanent librarians, guidance personnel.   

3) No one above Group II. Elections 1) Held by the first week  

of October;  

  

Elections   

1) Held by the first week of October;  

  

  

2) Outgoing F.S. appoints election committee; if no F.S. Then 

B.R. appoints election committee. Submit names in writing. In 

a case where not enough names are submitted, the B.R. 

should run a primary, entering the name of every eligible 

person in the building.   

3) Separate ballots for B.R. and F.S. Union members only vote  

for B.R.   

4) Ballots should be checked, one per vote.   

  

Meetings   

1) F.S. elects own chairperson;   

2) F.S. should meet at least bi-weekly;   

3) The administrative head must meet with the Faculty Senate 

at least monthly; present the administrative head with written 

positions of the faculty and demand a response.   

4) Meet with entire faculty at least monthly; Faculty should  

submit items for agenda; F.S. Chairperson determines agenda;   

5) F.S. elects own secretary;   

6) IN SERVICE MEETINGS a) Faculty and administration 

submit items for agenda b) Chairperson and administrative 

head determine the allotments c) each (in b) chairs his 

section of meeting.   

  

Communications  

The F.S. should:   

  

1) Keep accurate attendance and minutes of all meetings.   

2) Supply each member of the faculty with a written report once  

each month.   

3) Supply the BTU with a written report signed by the  

chairperson and the secretary by the first of each month.   

4) Present the faculty with the responses of the 

administration head. If the faculty is dissatisfied with the 

response of the administrative head, it may be appealed to 

the Cluster Leader.   

  

By-Laws   

1) Each Faculty Senate should formulate its own by-laws 

following these guidelines and in compliance with the 

contract and union membership policy writing. In a case 

where not enough names are submitted, the B.R. should run 

a primary, entering the name of every eligible person in the 

building  
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Setting Up a Successful Faculty Senate Is As Easy As 1-2-3 
 

What is a Faculty Senate? It’s a place to build unity between the staff -come together and problem 

solve, not a place to come together just to complain!  Although it is necessary to vent, if we continue only 

to complain about what is wrong, we don't get the opportunity to make things right. 

The Faculty Senate is a place to identify common issues and set agreed upon goals and solutions to 

those issues, and a place to build community and unity amongst our members at a school. 

1. Before The Meeting 
     Invite all members using a listserv (excluding administration) 

     Create an agenda, send it out to staff day or two before the meeting with a reminder 
 

 
 
 
 
 

2. At The Meeting 
Sign Up Sheet: have a sign-up sheet where you can record member's name phone numbers 

and non-BPS emails as they enter the meeting--Make sure they are part of the larger list! 

Introductions and Who’s In The Room:  Name and role at the school, make a note of what 

grade levels and or specialists are not represented in the room and identify teachers who are present 

to report back to all missing parties.  You might want to have a Google Doc of running notes from the 

meeting, too! 

Determine Norms as a Group: This ensures that the meeting remains a safe space to share and 

learn from each other. Some Suggestions are: 

a.         Assume Best Intentions 

b.         Agree to Disagree 

c.         Respect Confidentiality 

d.         Step up Step Back 

e.         Stick to the agenda 

Explain What a FS Is and Isn’t: Isn’t a place to just complain, Is a place where we come together 

to problem solve and build unity within the school. 

Assign a Note Taker: Ask someone to volunteer to take notes 

Explain Issue Identifying Protocol: what it is and how it works: a way to identify common issues and 

start tackling the most common ones first. 
     Depending on the size of the group, use post-its or name tags: 

o  smaller groups use post-its, larger groups use name tags. 

     Ask each person to take 1-2 minutes to think of the greatest challenge confronting the school. 

Writing it in as few words as possible on the post-its or name tags. Only one! 

     See appropriate group size for further instructions. 
 

 
 
 

For Larger Groups: 

 Have members wear their issue name tags and do a silent gallery walk to see what other 

people are concerned about and also start forming affinity groups based on similar 

issues. The issues of the largest groups will take precedence. 
     Once everyone is in a group: 

1) Discuss the issue and summarize it in one sentence. 

2) Describe what the school would look like if this wasn’t an issue-what’s the ideal vision? 

3) What are concrete steps you can take to address this issue and move towards the 

vision of what it should be like? (Record on large paper) 

 Selection Process: Have each member walk around and check off one concrete 

solution from each affinity group. 
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 Tally up member choices and create a list of the most popular solutions to present to 

the administration. Proceed to Step 3, Next Steps. 
 

 
 

For Smaller Groups: 

     Have members post sticky notes on a wall or poster board. 

 Selection process: Arrange stickies to form groups based on Identical/similar issues. 

Select the largest issue to tackle as a group (the 1 with the most stickies) 
     As a large group: 

1) Discuss the issue and summarize it in one sentence 

2) Describe what the school would look like if this wasn’t an issue 

3) What are concrete steps you can take to address this issue and move towards 

the vision of what it should be like. (record on large paper) 
Proceed to Step 3, Next Steps. 

 
 
 

3. Next steps 
 Set Date For Next FS Meeting, if there’s not a set date already--It’s best to set a regular 

schedule! (i.e. First Friday of every month an hour before school starts.) 
     Take Notes: record notes in a google doc and share with all BTU members, present and absent or 

have a binder of notes that those who are not present can check. 

 Check-In: Report meeting highlights and solutions to absent staff, if the majority of the staff 

agrees with the solutions then proceed. 

Notice: It may take one or more meetings to get to the point where your faculty senate is ready 

to present your solutions to admin. 

 Meet with Admin: It is important for members and administration to work together 

to create  better working and learning environments for all students. 

 Schedule a Meeting: Set a date and time with the Principal to meet with staff. It's a 

great idea to set up monthly recurring meetings with admin to discuss issues and 

solutions generated in faculty senate meetings. 

 Meet with Principal/ Admin: Ask members to volunteer to attend a meeting with admin as 

a representative group of about 4-7 staff members from as many grade levels and content 

specialists as possible. (i.e. one kindergarten, 1st, 2nd , 3rd, 4th and  5th grade teachers a 

specialists and the nurse etc.) 

 Get a Confirmation: If the Admin agrees to implement solutions make a note of it, and 

hold them accountable. If they do not give a clear confirmation to adopt said suggestions, 

ask that they make some recommendations of their own since the issue is havocking the 

school community, and make a note of it also. 

     Report Back: Update staff on the outcome of the meeting with Admin. 

 Once one or more issues are resolved, move down to the next major issue and find 

solutions to those concerns. 
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Election Protocol  
 
 
 
 
 

1. Elections are run by Building Reps or Faculty Senate Election Committee. If BTU Reps are 

on the ballot, they organize and run the election but ballots must be distributed, collected and 

counted by a BTU member other than candidates for election. The election must be held in a 

neutral area such as library or cafeteria, wherever possible. 
 

 

2. Give at least five (5) School Days written notice including time & location of vote. 
 

 

3. Conducted by written ballot (Vote conducted in secret) of those BTU members who are 

present. 
 

 

4. Bldg. Reps. control location & time for voting which should be listed in notice. 
 

 

5. Ballots counted by BTU members other than candidates for election, ex. Faculty Senate 
Chair, BTU volunteers 

 

 

6. Voters are BTU members assigned more than half time to your building. Eligibility 

dependent upon type of vote. Please check contract. 
 

 

*Please use this protocol even when the number of candidates is equal to or less than the 

number of openings to allow for write in candidates. We want to encourage increased 

participation and capacity building within our Union. Voting is part of our by-laws.
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BUILDING REPS, - BEGINNING OF THE YEAR---- TASKS: 
 
 
 

 

1.   Distribute membership application blanks to all BTU bargaining unit persons, (teachers, 

paras, nurses, substitutes, COSESS, therapists, etc.) in the building or work site, who are 

new to BPS employment, or returned from a leave of absence, or who have not been 

receiving Union mail, e.g. annual membership card mailed at the end of August. 
 

 

2.   Check on class sizes for all regular education, special education, and bilingual education 

classrooms. Violations, i.e., exceeding contractual or statutory maxima, should be reported 

to the BTU office promptly and a Class Size Grievance filed via www.btu.org. 
 

 

3.   Disseminate all information received from the BTU.  Post all BTU information in a 

prominent location.  Be sure to read the E-Bulletin and all e-mail correspondences from the 
union! 

 

4.   Contract implementation activities:  You represent BTU members on site, when issues arise 

impacting working conditions.   Members may request your presence if conferences with 

administrators are likely to become judgmental in nature.   You will also be expected to 

process Step I grievances, if contractual disputes with local principal/headmasters cannot be 

resolved amicably. 
 

 

5.   Since attendance at monthly membership meetings and special Building Representative 

meetings is part of your obligation, it is expected that you will bring back to your staff 

information garnered at such meetings.   Many Building Reps xerox their notes and 

disseminate information in that manner. 
 

 

6.   Encourage fellow staff members to attend Monthly Membership Meetings.  Membership 

policy is set at these meetings; each member should be a participant in setting such policy. 
 

 

7.   Verify that members have signed up for the weekly BTU E-Bulletin. 
 

 

As the school year progresses, the Field Representatives and the BTU Organizer will send 

reminders of organizational task that arise seasonally. 
 
 
 
 

 

 


