
Room Parent Responsibilities

Identify one person as the Head Room Parent to act as the main point of contact for event and communications. Occasionally, it will be necessary to reach parents in your classroom to relay important event information.  The Head Room Parent will be contacted and will then have the responsibility to use their phone tree or email distribution list to pass on the information to the rest of the parents in the classroom.
I. Getting Ready for Back to School Night

Distribute the Class List Information Form

Send out the Class List Information form (permission slip) prior to or on Back-to-School night (see Class List form).  It would be most beneficial to send this out prior to Back-to-School night so that you can collect from parents who have not returned the form. This helps to get a complete class directory.  Bring extra copies to Back-to-School Night.

Solicit Classroom Funds

Discuss with the teacher your intention to speak to parents about soliciting funds and volunteers.  If you write a letter then review this with the teacher.  Sometimes people would rather donate supplies than cash.  Discuss with the teacher their “wish list” of supplies and add this “wish list” to your letter (see sample letters) or create a separate letter.  Checks for Classroom Funds should be made out to “Lakeshore PTA” and designated to “Classroom _#_ Funds” in the memo line.
Develop the letter and send it home with children at or before Back to School Night.  Attach an envelope to the letter.  At Back to School Night have a box, a manila envelope, or other labeled area where parents can put their contribution into.  

Get classroom volunteers

Discuss with the teacher about how she or he would like to use parent volunteers (see samples of volunteer request forms.)  If you use a volunteer request form review this with the teacher and make appropriate changes.  Try to limit the number of activities needing volunteers to high priority teacher requests.   Some Room Parents use sign-up sheets at Back-to-School Night for items such as Library visits, Motor Perception, and Field Trips.   

Plan Class Parties

Discuss class parties with the teacher (when, how many, etc.)  If you can get dates nailed down, before Back-to-School Night, it will be easier to get parent volunteers then.

II. Delegate Responsibilities

Below you will find a list of Room Parent responsibilities.  Each of these tasks can be delegated to parents in your classroom.  Your job will be easier and more rewarding if you do so.  You may decide to do all of these or only a few depending on how supportive the parents are in your classroom.  Other room parents are obvious candidates but check the class list for other possible helpers.  

Getting commitment now, at the beginning of the year, is always easier than trying to get someone to help later on.  Identifying and delegating responsibilities to parents prior to Back-to-School Night enables you to introduce these helpers to the rest of the parents at that time.  

1. Develop the Class List phone tree and create an email distribution list.
2. Solicit for Classroom Funds.  Ask teacher if they would like help with Thank you’s.
3. Assist the teacher in getting volunteers for the classroom.  (i.e., library visits, motor perception field trips, copying).  See volunteer request form.
4. Coordinate class parties depending on what the teacher wants.  The major parties are Halloween, Winter Break, Valentine’s Day and End of Year (EOY).  Some teachers also add a Spring Break party and perhaps a Thanksgiving Party.  (I would highly recommend dividing responsibility for coordination of each party among room parents or other class parents.)
5. Help promote participation with the Lakeshore Annual Auction event.  This is our main fundraiser for the school and we need to encourage families to solicit donations and attend the function.
6. Coordinate a Winter Holiday Teacher Gift.  This is an optional event.
7. End of year (EOY) teacher gift is a great way to show your appreciation.  This is optional; however, coordinating a class gift for your child’s teacher is a great way to reward our hard working teachers. 
III. At Back to School Night

Introduce yourself, other room parents and your responsibilities.

Have parents sign and complete Class List Information forms.  If necessary, redistribute forms.

Solicit funds for your classroom.  Distribute the request for classroom funds letter with an attached envelope.  If you sent a letter before Back-to-School Night redistribute at this time.  Be sure that parents understand the difference between the classroom fund and the PTA fund.  Both are equally important but payments need to be separate.  Classroom funds are specifically used by the teacher for materials and events for the classroom.  PTA fund is used for enrichment programs for the entire school.  Please encourage parents to donate to both.  

Encourage volunteers to participate in the classroom.  Mention specific high need areas that you and the teacher have discussed.  Distribute Volunteer Request Forms. 

Parent volunteers are needed to help during library visits.  Teachers can tell you when your room is scheduled for a library visit.

Discuss class parties and state your expectation for parent involvement.

It is important to discuss volunteering outside of the classroom as well as contributing in the classroom.  Parent volunteers run all school fundraising events and fun events as well.  Encourage parents to participate in as many events as possible.

Make a pitch for contributing to the PTA.  The PTA funds enrichment programs here at Lakeshore such as Art, Drama, Motor Perception, Music, and Poetry to our students.  It’s important to remind parents that keeping these programs depends on the funds the PTA is able to raise.  We are looking for 100% participation from our community.  Have a few copies of the PTA Membership Pledge forms available as well.  Forms should be turned in to the teachers or to the PTA mailbox located in the office.  

IV. Follow-up after Back to School Night

Create your Class List and Email Distribution List

If you have not received enough of the Class List information you will need to resend forms home with children.  I have often sent a draft copy home with “Information Pending” next to the child we are awaiting info from and attach a new Class List form.

Develop the Class List and distribute to the classroom families.  Keep the Class List Information forms until the end of the year as a record.

Email is increasingly an important means of communication.  I have found that about half the class uses email regularly.  This will not decrease the need for the “message in a backpack” method but it will increase the likelihood that more parents will see your communications.  Developing an email distribution list in your email address book from the information obtained on the Class List form can be an important time saving tool.

Parents who can help with language translation (i.e. Chinese) are very helpful to the teacher especially during conference time.  This information should be listed on the Class List.
Classroom Funds

Resend letters if necessary. The school Classroom Funds manager will send official thank you letters/tax receipts to all donors.  The teachers may also send their own thank you letters.  Depending on how many donations are received, you may have to resend the solicitation letter to your parents.  Check in with your teacher to see if this needs to take place. 
Forward names of Library Volunteers

You should forward names of parents who signed-up on the volunteer form or expressed an interest in volunteering for the Library to Ms Courtney.  These names should be shared with your teacher AND placed in the Library mailbox located in the office. 

V. Throughout the school year 
Check in with the teacher

Check in with the teacher periodically and see how things are going and if they need help.  Is she/he getting the volunteers that they need for library visits or other activities?  If not, discuss with the teacher what follow-ups should be taken.  Is the classroom fund getting low and needing a follow-up request for funds?  
Coordinate Class Parties

Make sure that parents are signed up for parties and that someone is coordinating them.

Recruit Volunteers

There may be times when an event coordinator desperately needs more volunteers.  At this time they may request Room Parents to initiate their phone tree, or email distribution list in a “call for volunteers.”

