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Thank you so much for volunteering your time and energy toward making Willow Springs a wonderful place for our children to grow and learn.  The room parent role is critical for supporting our teachers and for providing volunteer leadership.  We hope that you will reap great benefits from volunteering in the school, and receive satis[image: image2.png]hanks “Ulou,



faction knowing that you have contributed to the teachers, encouraged other parents, and have been role models to all our children, by imparting the importance of volunteerism within their lives.  

If you have any questions or concerns, please do not hesitate to contact your PTA Volunteer Coordinators listed below.

Enjoy your year!


Christine Kelley
Anuja Prabhune

daveandtaye@gmail.com
acprabhune@gmail.com
ROLE OF THE ROOM PARENT

Purpose

The purpose of the Room Parent is to be:

· A coordinator for teacher needs that require parent involvement.

· A point of contact for parents on classroom needs and volunteering.

· A point of contact for specific PTA events that involve classroom participation.

· A bookkeeper for the class fund if donations are collected.

· A positive example of leadership and good character within the school community.
Principles to Remember

The principles that the Room Parent should remember are that he/she:

· Takes direction from the teacher, ensuring that the level of participation remains within a level that is comfortable for the teacher.  

· Is inclusive of all parents, and ensures that all parents receive communications for volunteer needs, class parties, and school fundraisers; and is therefore willing to seek the input of parents when planning events.

· Exhibits good character, sets a positive example of leadership, and acts on behalf of the school and PTA.

· Practices confidentiality, and requests the same from classroom parents at all times.

· Is fiscally responsible; and is therefore prepared to provide an accounting of funds collected, if necessary. The Room Parent may collect voluntary contributions from parents for class donations and activities as suggested by your teacher. All requests for money must be approved by the principal ahead of time. See attachments A and B for approved tools.
Responsibilities

The Room Parent is asked to contact the teacher to schedule a planning meeting.  Discuss teacher expectations for the school year, and duties required of the Room Parents.  Bring your PTA calendar and be prepared to share dates of PTA sponsored events & requests.  Confirm specific volunteer days and times of the teacher’s choice in order to ensure that volunteer time is used most effectively.

Areas of support may include the following (keep in mind that these areas should be supported, but not necessarily by you. Your job is to rally and organize volunteers to ensure all areas are supported if requested by your teacher):

1. Administrative Duties

· Copy or laminate classroom work
· Coordinate Scholastic Book orders
· Assist students individually, in groups or with take home reading
· Stuff Thursday Folders (by teacher request)
2. Classroom celebrations and grade-level events

· Relay the wishes of the teacher to the parents
· Coordinate donations of snacks, drinks, and supplies and manage the classroom or grade level party/event budgets under the teachers’ direction. 
· Oversee logistical planning, and work with other grade level room parents when necessary. Clarify which events are class specific vs grade-wide throughout the year and how volunteers and resources are to be distributed.  
· Use signupgenius.com to coordinate volunteer times and schedule parent volunteers, item donations, or grade-level programs. 
3. GRACE-Art in the Schools

· Work with GRACE Coordinators (Tracey Barrett – tbarrett@ingridbarrett.com and Eleni Pecjak – epecjak@gmail.com) to ensure that your class has a parent docent (a docent is a parent teacher who leads the students through an art project) 

· Reach out to volunteers when necessary, to help in your class, using sign up genius to organize the monthly volunteers
· Make GRACE part of your classroom calendar, time determined by the teacher
4. Yearbook

· Encourage parents in you class to upload photos of class events for consideration in the yearbook to the LifeTouch link (details to follow on the PTA website).   Please note that some students in your classroom may be opted out of photos by their parent.
· By late winter, ensure that photos have been uploaded to the yearbook through the LifeTouch link. 
5. Library Helpers
· Volunteers can assist in the library during the time your class is in the library, or at any time during the week. Parents will coordinate directly with Ms. Hurley (achurley@fcps.edu) to volunteer outside of your class’ scheduled time.
After consulting with the teacher, the Room Parent should contact parents to plan upcoming events.  Delegate tasks to the extent with which you’re comfortable.  The PTA Room Parent or your teacher will provide contact information, or you may access the PTA directory on the PTA website which will have class lists and contact information from including every parent who chose to be part of the online directory.  If the teacher is willing, in September have her/him send a copy (CC) e-mail to the class list asking for any parent wishing to opt-out of PTA room parent e-mails.  Once this is done, you have a list to use as your contacts.  The teacher should be blind copied (BCC) on all communications to parents. In this way, the teacher will be aware of all communications to parents, but not overwhelmed with receiving the various responses that sometimes follow an initial communication.
Some events to discuss with parent volunteers will include:

· Classroom Assistance, if your teacher requests it 
· Staff Appreciation Week 
· Class Celebrations and Events
· GRACE Art in the Schools 
· Yearbook, Garden, Food For Others
REMINDERS/TIPS/TRICKS:

· The Room Parent should delegate and share responsibilities with volunteers in the classroom – create a TEAM!  

· Be creative!!!! 

· Make parents feel welcome; work as an “ambassador” for your classroom.  

· Reach out to parents who are new to the school; if you are new, seek guidance!!

· Rely on all parents and ensure every parent knows they are valued and welcome to participate.

· Provide a mixture of parents with the opportunity to volunteer (as opposed to always relying upon the 2-3 parents who never say “no”).
· Keep in mind that some jobs can be completed at home and require only a small amount of time. 
· Appreciate investments of both time and money and realize that some cannot give one or the other (and some can give neither).

· Remember that you are appreciated for your enormous donation of time and energy!!!! 

Some ideal areas to DELEGATE, if you choose to do so, include GRACE Art, Yearbook, Staff Appreciation, and Celebrations!!!
While in the building…

Please observe the following guidelines for safety and courtesy while in the building: 

· Be sure to sign in in the office and wear your nametag at all times

· Refrain from talking on your cell phone except in the front lobby

· Graciously allow staff to interrupt your copying job while you are volunteering

· Ensure the security of the students by not propping the outside doors open
· Please refrain from bringing younger siblings to activities held in the classrooms unless specific arrangements have been made with your teacher.
***Volunteers are welcome throughout the building after the conclusion of morning announcements (9:15) until afternoon dismissal. If you need to work outside of this time, please have your teacher let the office know that you have made an appointment. Even in the copy room.
COMMUNICATIONS
Remember to provide parents with ample notice when requesting assistance.  Establish an effective method of communication(s) with the parents in your class at the start of the school year (ask your teacher to initiate your class e-mail list).  Remember, the Room Parent should be inclusive of all parents and the teacher should be blind copied on all communication with the parents. The class list should only be used for class correspondence.
Here are some suggestions:

· E-MAILS –   Get a list of email addresses for the entire class.   Work with your teacher to reach parents who do not have access to e-mail.   Be discreet in your content, and considerate in your tone.
· PHONE CALLS - Cut down on paper, response time, and miscommunication!  Get personal!!!
· MONTHLY CALENDARS – Keep parents informed of upcoming grade level events. Use sign up genius to organize volunteers for regular volunteer times or the class celebrations. Consider creating a class website through Shutterfly to organize events, send correspondence, share photos and keep a current online calendar. Refer parents to the Willow Springs and PTA websites for current information about school wide events. 
· FLYERS – Avoid sending paper flyers when possible.  Flyers need to be approved by the principal in advance, and given to the teacher for the Thursday folders no later than noon on Wednesday. All PTA information should be on yellow paper.
TEACHER GIFTS

The Willow Springs PTA formally expresses appreciation for teachers and staff during Teacher Appreciation Week and coordinates daily optional activities for parents and students to acknowledge their teacher.  Outside of Teacher Appreciate Week, gifts to teachers from individuals or groups should be done on a personal basis by individual parents, keeping in mind the FCPS gift giving policies. The collection of money for group gifts to teachers is not prohibited by the PTA, but it is not the role of the room parent to coordinate group gifts.

During All-Staff Appreciation Week, the coordinator,  Zenobia Geadah (zgeadah@gmail.com), will email room parents in advance with details.  The Coordinators will send information identifying suggested themes for “Student Participation Days”.*  The Coordinator will also identify part-time teachers, “specials” teachers, and other school-wide staff as adoptees for your classroom – please include the adoptees in any of your classroom activities or gifts.  It may be helpful to send out a notice to remind the parents of these activities and the adopted staff members.


* All-Staff Appreciation Week is typically split between “PTA” suggested theme days and “Student Participation” days: 


-PTA-sponsored activity days are Monday, Wednesday, and Friday and include school- 



wide events such as lunch, breakfast and massage day.  

-Student Participation days are Tuesday and Thursday and could include simple personal 



tokens from individual students such as drawings, notes or small gifts.
Thoughtful gestures of thanks are also appreciated throughout the school year.  A binder of information about most of the teachers is held in the school office for parents to learn more about their teachers personal preferences (e.g., favorite colors, coffee, restaurant, treat) and the tokens that might brighten their day.
FINANCIAL RESPONSIBILITIES

Room Parents should maintain an accurate accounting of all donations and expenses for their classroom. All donations by parents toward parties and events are optional. Work closely with your teacher to provide the experience that the teacher wants while working within the budget of donations received. Just because something has been done in the past does not mean that it needs to be done again! Be flexible enough to consider a variety of activities that will support student learning and fun without feeling like you are responsible for funding the event yourself. Please work with your teacher to find a mutually comfortable way of handling monetary and item donations throughout the year. If room parents request monetary donation, all donations should be acknowledged by email or note so parents know that they made it through “backpack mail.” 
Depending on the grade level, room parents may work together to coordinate grade-wide events or parties. Please communicate frequently with the teachers and other room parents about plans and costs for the day. It is best to select one room parent to manage the finances and keep track of the expenses to stay within budget. The Grade Level events coordinated by parents which receive PTA funding such as Ancient Cultures Day, Colonial Day, Medieval Day and the Sixth Grade Promotion should have the lead parent sign off on expenses before submitting receipts to the PTA treasurer for reimbursement.   
Refer to the attached documents to request and track donations. A soft copy may be found on the PTA website for your use. Attachment A is an excel file to track donations and expenditures. Attachment B is a sample letter to request parent financial support of class parties and events. If modification of this letter is needed for your class (beyond adding or deleting your personal or grade specific information in the highlighted areas), it must be approved again. 
We couldn’t do it without you!
Please let the overall PTA Volunteer Coordinator know what works well, and make well-intentioned suggestions for lessons learned!!!!

Thank you for volunteering your time and energy to make your child’s classroom the best it can be! You are the link connecting our wonderful teachers to the great community of parents to support our students. It will be a great year!
Appendix A-Class Donations and Expenses-Excel version on the WS PTA website
	Donations
	
	
	
	
	
	

	Parent Last Name
	Parent First Name
	Student Name
	Donation amount
	Acknowledgement email sent
	Form of payment
	Parent email address

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Expenses
	
	
	
	
	
	

	Store
	Date
	Items purchased
	Cost
	Receipt saved
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Items in Budget
	Seasonal Learning Events
	Winter Party
	Year End Party
	Grade level events (if needed)
	
	


Appendix B- Sample Room Parent Donation Letter -soft copy on the PTA website
Dear Parents,
Greetings from your Room Parent!  I am excited to work with [Teachers Names] and YOU to ensure our kids have a memorable and fun school year.  As your Room Parent, I will be coordinating lots of activities for our class and across our grade level with your help. I am asking for help in two areas:

1. We are asking for a $5 - $20 voluntary donation from each student to cover the cost of supplies for: 

· 2 Class Parties – a winter party and an end of year party with games, crafts, snacks and FUN! All snacks should be peanut free.

(Note: All children will participate regardless of their contribution.)
2. Classroom Volunteers:   We would love your help!  A few of the volunteer opportunities to support our classroom include:
· Centers – Work with students in the classroom at a variety of stations (dates & times) 

· Grace Art – monthly program to teach about an artist and complete a project (dates)
· Yearbook – class photographers or liaison to Yearbook Coordinator

· Food for Others – community service project for hungry local kids (date)
· Field Day – Come play with us on (date)
· Grade Level Events – Provide the date for ancient cultures, colonial or medieval days
Our class uses Sign Up Genius to manage volunteer participation and scheduling.  For a complete list of volunteer opportunities in our classroom please go to:
http://www.signupgenius.com/go/10C0D4EADAC2CA0FF2-sample1
For school wide volunteer opportunities (such as Teacher Appreciation Week) please go to:  http://www.signupgenius.com/go/10c0d4eadac2ca0ff2-2014151
Please return the form below, along with your $5 - $20 voluntary contribution in the attached envelope by [DATE].  Please send cash only so I can purchase the supplies needed for our events and parties. Thank you for your support! We look forward to a great year! 

Sincerely,

Your Name 
email  phone



Parent Name _____________________________ Student  ______________________

Phone ___________________________ Email ________________________________


      My $5-$20 Voluntary Contribution is enclosed        I will provide class snacks instead of cash 

     

         I would like to receive emails about volunteer opportunities in the classroom!  

       Please feel free to comment on your availability and how you would like to assist our class!
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