ROOM PARENT RESPONSIBILITIES

Philosophy:

· Help the class according to the teacher’ needs.

· Share opportunities with all interested parents.

· Recognize that parents have different levels of giving.

· Provide enough advance notice to parent volunteers.
· Keep parents informed of Friends Meetings and encourage them to volunteer for Friends committees

Providing help to the class according to the teacher’s needs is the primary responsibility of the Room Parent.  Following the lead of your teacher is extremely important.  This is HIS or HER classroom.  Teachers’ needs will vary.  Please try to be very conscious of this.  Some teachers will desire all the help they can receive, while others will only want help on occasion. 

Sharing opportunities and duties with all interested parents as equitably as possible is also very important.  Some parents may have time to give, while others would prefer to give donations rather than time.  You will have a wide and varied range of gifts and talents offered to you by the parents in your class.  Try to use these gifts equitably as much as possible.  Most importantly remember that every parent can and usually wants to contribute in some way. This will make your job much easier. 

Always try to give volunteers adequate notification of events.  Assuming that a working mother or father does not have the time to volunteer will limit your volunteer base.  Most of these parents can and will take time off.  Just remember that these volunteers will usually need advanced notice to arrange their schedules.

In spite of your best efforts, there will be some volunteers who will feel overworked and underappreciated and others who will feel ignored and left out.  Just try your hardest to be sensitive to your parents’ feelings and try to include everyone in some way.

Finally, you are the class liaison with the Friends organization.  Room parents are encouraged to attend the monthly Friends meetings, and you will be asked to remind your parents of these meetings and encourage them to attend as well.  Not only do we need the involvement of as many volunteers as possible, the meetings are a great way to keep up with what’s going on at the school.

Additional Information You Will Need To Know!

Class Parties:  

     Remember, the teacher is in charge of the party.  Be sure to check with her before planning all class parties.  She will tell you her specific ideas and requests and whether or not she would like parent volunteers in the classroom on the day of the party.  On Meet the Teacher Night, parents will have signed up to bring items necessary for the parties (ie, cookies, beverages, paper products, etc.).  You will need to send them a REMINDER NOTICE at least one week in advance stating the item they signed up to bring.  These can be labeled and sent home in the child’s Friday Folder.  Party favors are strongly discouraged at all grade levels for parties.  This helps keep parties more equitable across the grade levels. 
Field Trips:  

     Most all parents will want to drive on at least one of the class field trips.  Keep a good record of who has and has not driven, so that you can divide the driving duties up equally.  When your teacher informs you of an upcoming field trip, begin obtaining drivers as soon as possible.  You can use the list from Parent’s Night as a guide for availability on time and number of passengers.  Make certain that the volunteer has a Driver Certification Form on file in the office.  Be sure that each driver knows not to bring siblings along on the field trip.  Remind them that they will also be serving as a chaperone for the students and must keep up with the students riding in their cars.  Drivers will not have time to watch out for younger siblings as well.  Give the teacher a list of the volunteer drivers so she can assign seats.  You will need to send a REMINDER NOTICE home in the Friday Folder at least one week in advance.  Room Parents do not need to go on every field trip!

Room Parents may be asked to provide drinks, snacks, etc., for field trips.  These expenses DO NOT come from the class fund, but are reimbursed by the school office from ‘FIELD TRIP EXPENSES’.  Submit the Reimbursement Form for field trip expenses to Brenda Beamon in the Business Office.  
Class Fund:

     The class fund was included in tuition again this year and the amount is included in your packet.  Please do NOT solicit any additional money from the parents in your class!!     

Room Parent expenses should be turned in to the office (Brenda Beamon) on the Class Fund Reimbursement form.  These expenses should include teacher gifts and other non-field trip purchases made on behalf of the class by the Room Parent and/or Assistant.  (WARNING:  Turning in the wrong form for reimbursement could deplete classroom funds incorrectly!)

P.A.L.S. Lunch Relief:

(Kindergarten thru 3rd grade only)

     The Assistant Room Parent is typically the one who coordinates the lunch relief volunteers.  You have in your folder a letter for PALS volunteers, reminder notices, volunteer procedures sheet, lunchroom manners list and the volunteer list for the teacher.  We will start PALS lunch relief the week of September 6.  You should have gotten a good start on your scheduling with the list from Meet the Teacher Night.  Use the enclosed form to inform the teacher of volunteers for the month, so that she will know whom to expect.  Before a parent’s first scheduled PALS day, you will need to send them the letter about PALS, a copy of the Lunchroom Procedures and a list of the Lunchroom Manners.  These may be labeled and sent home in the Friday folder.  After they have volunteered once simply send them a PALS Reminder Notice.  It is extremely important to remind all volunteers to be on time and that tardiness is not an option.  Also, I cannot stress enough the importance of the parent volunteer maintaining order during lunch.  The purpose in being there is to provide relief/support for the teacher, not to visit.  If the teacher has to spend 30 minutes getting her classroom’s behavior back in order, then we really have been no help at all!

Cupcake Days:

Please check the enclosed schedule to determine your class’s assigned cupcake day.  You will need to send a REMINDER NOTICE home in the Friday Folder at least one week in advance.  If your class has this duty after a school break, it is a good idea to remind them before they get out for the holiday.

End of Year Parties:
     End of Year parties should be fun experiences for the children-- which does not necessarily mean a large expenditure of money.  Parties are established by grade level, featuring age-appropriate activities. Teachers at each grade level will provide input regarding activities to the Lead Room Parents and all Room Parents will be involved in the planning of the parties.  Room Parents should expect to contact parents to help with the end of the year party as chaperones, drivers, etc.  Please remember that many parents like to be included in this event.

Major Events:

Gift Wrap Sale:

The Gift Wrap Committee volunteers will collect and tabulate gift wrap orders this year. 

Fall Festival:

A signup sheet will be posted on Meet the Teacher night.  Room Parents may be called upon to help find additional volunteers.

Founders’ Event:

This event, established in 2003 to celebrate the 45th anniversary of the founding of St. Timothy’s School, consists of an evening for parents featuring food, fun, music, and a brief auction. It is Friends’ primary fund raising event. Room Parents may be asked to assist volunteers in preparing grade level projects for the auction.

Family Night Bingo:

The room parents will only be responsible for encouraging the families in their classes to attend this fun-filled evening.

Open House/VIP Day:

We will need to provide assistance in the classroom of each homeroom teacher during the Open House.  Parent volunteers will work in 30-minute shifts.  Use the sign-up sheets from Parent’s Night to recruit volunteers to help with this special day.

Ongoing Responsibilities:
· Be good listeners for your teachers.  Make notes of their suggestions and concerns regarding Room Parents, P.A.L.S. and our support activities--then share them with me.  This will enable us to provide the teachers with the best possible support.  

· All parents are encouraged to attend the monthly Friends of St. Timothy’s School meetings.  These are held on the first Thursday of every month except December.  Meetings are always at 8:15 a.m. in the St. Timothy’s Church parlor (around the wall at the left side of the cafeteria, for those 1st-timers).  I will be emailing room parents reminders of these meetings approximately one week prior to the meeting. I would ask that you pass these reminders on to the parents in your class.

· You may be asked to help enlist volunteers for various Friend’s functions during the year.  We have, however, tried to obtain a lot of these volunteers for you on Meet the Teacher Night.  

· Assist the teacher and office in keeping up to date phone numbers and addresses of all families.  If you find a wrong number or a disconnected number, please advise Judy Todd or Ellen Sadovy in the school office immediately.  

If you need any help, please feel free to call me at 557-7729 or, better yet, email me at s24j22lowe@earthlink.net.  I will always try to return messages as soon as possible.  Remember I am here to provide you with whatever assistance you may need.

MOST OF ALL:  HAVE FUN!  THESE YEARS WITH OUR CHILDREN FLY BY ALL TOO QUICKLY.   

Thank You and Have a Great Year!

Julie Lowe

Vice President, Friends



