
  August 2014 
 

 

Dear Room Parent:  

 
Thank you for volunteering!  Room parents play a key role in each classroom and in the PTO. Your 
primary role is to support the teacher.   
 
Throughout the year you will talk with your teacher about class activities/projects and the items and 
volunteers needed for them.  You should also feel free to proactively speak to your class’s teacher 
about the help he/she would like.   All teachers are different in the ways they like to work with their 
room parents.  With this packet you will find a sample planning calendar suggesting specific 
occasions when classes might be having an activity.  Please ask your classroom teacher about which 
events he/she likes to have.  
 
In addition, the PTO will ask you to coordinate your class’s game for the Fall Dragon Jubilee.  Some 
teachers have games that are traditionally ‘theirs’; your teacher may already have the materials for 
the game/activity or you may have to develop new ones. You will also be recruiting volunteers to staff 
your classroom the night of the Jubilee.  Please do not feel that, as room parents, all the 
responsibility for gathering items, etc. falls to you.  Call upon other parents in the classroom to 
help—many people are looking for opportunities to participate and will respond!  
 
To provide organized, timely information to the parents, we ask you to do three things early in the 
school year:  
 

1. Get a list of Parents/Guardians’ contact information.  Most people like to be contacted via email, but 
some still depend on hard copy sign ups and information letters. (Hopefully, you will get all this 
information at open house night.  If not, a sample letter to send home to get sign ups is in your folder.) 
 

2. Talk or email with your teacher to get an idea of which class parties she plans to have during the year.   
 

3. Send out a welcome email and/or letter to parents introducing yourself and contact email.  Let them 
know about the Dragon Jubilee coming up October 30th and that you will need their help.  We want all 
parents in the class to feel informed and involved. 
 

Thank you again for your time and commitment to this position.  If you have any questions you can 
contact me at: claudiaschenck@gmail.com   or by phone at 615.336.5646  
 
Claudia Schenck 
Dan Mills Room Parent coordinator  
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Room Parent Responsibilities 

 

As a room parent your basic responsibilities are to: 

 

1. E-mail parents about upcoming class/ school events. 

The PTO will send out reminders for spirit night, help with book fair, etc. and we will need you to send 

out a quick email to your parents as another way to make sure they get the information.   

 

2. Help Teacher plan and get volunteers for class parties and Dragon Jubilee.   

The Dragon Jubilee is a carnival type event.  Each room is responsible for coming up with a game.  You 

will need to come up with an idea and get the other parents involved with donating time and or supplies.  

More information will be supplied at the September PTO meeting.  Most teachers do a Fall Party, Holiday 

Party and Valentines’ Party.  Some also do small “incentive” parties too.  Just talk with your teacher about 

which ones he/she has planned.  

 

3. Organize Teacher appreciation at the holiday/ year-end/ birthday. 

How your class shows appreciation for your teacher is up to you and the parents in your class.  This may 

be a simple email survey to the parents as to how they would like to do class gifts.  You could ask if they 

would like to do the three gifts on their own. Do donations of $10-20 per child at the first of the year then 

have the room parent use that as a budget for the whole year to provide the three gifts? Or do a class 

donation gift and have the parents donate $3-5 each time.  I will provide you with a “favorite things” list 

from your teacher.  It doesn’t have to be a gift each time either.  It could be as simple as asking a few 

parents to provide lunch or breakfast for your teacher.  The sky is the limit. We just want them the feel 

loved!   

 

 

 



  August 2014 
   

 
 
 
 
 
 
 
 

Tips and Tools of Successful Recruiting! 

 

How to get all of the help you need! 

 

1.      When asking for help, be specific!  Let your parents know exactly what you need from them.  “Can 

you be at the party from 1:30 to 2:30?” or “We need 2 dozen cupcakes for the party.” 

 

 

2.      Offer a range of ways to pitch in.  Some parents like to cook & bake; others use their ovens for storage 

and love the opportunity to buy paper goods or beverages.  Find out who likes arts & crafts, and use 

their talents when needed! 

 

 

3.      Meet the parents!  Arrange a class get-together at the playground or have coffee after the children get 

dropped off in the morning.  This gives faces to the names and instills a spirit of cooperation, right 

from the start. 

 

 

4.      Use the “week before” reminder system.  Email or send out notes to make sure your volunteers 

remember what they signed up for! 

 

 

5.      Send a Thank-You letter or email after someone has volunteered.  Share digital photos with those 

who can’t be at the school.  When parents know they have made a difference, they’ll be more willing 

to help in the future! 

 

Your involvement in your child’s classroom really does make an impact.   

Thanks for being a Room Parent!                 

The Dan Mills PTO and your Room Parent Coordinator 
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Important dates! 
 

August 21th - Open House 
October 30th - Dragon Jubilee 

December 11th and 12th – Santa’s store 
May Field Day 

 
 
   

 

 

 

 

 


