FKP ROOM PARENT
GUIDELINES

The role of a room parent is to support the teacher and to help organize other parents/guardians
around (1) classroom special events and (2) volunteering. It is a job that can be done alone but is
often shared by a few parents.

Class Directory

At the beginning of the school year, creating a class directory (class list and contact information
- usually email addresses) for yourself and the other families is important. Getting this out early
in the school year is very helpful, electronically and/or in paper format.

The recommended method for obtaining this information is to send an email to the teacher that
can be forwarded to the class (teachers are not allowed to give out a list of emails). In this email,
you can introduce yourself/yourselves as room parent(s) and ask for an email address and/or
other preferred method of communication for each family.

Communicating with Other Parents/Guardians

The first step is connecting with the teacher to determine what he or she needs from a room
parent and then continuing open dialogue with the teacher throughout the school year.
Communication with other parents/guardians includes email, paper notices, and phone calls. For
any paper notifications, you can use the school copier. For email notifications, use the contact
information from the class directory (see above). Regardless of how you communicate, it is
best to allow ample time for families to respond and to send one or two reminders.

Collecting Money

Room parents usually collect money from individual parents to support the various class
activities (parties, staff gifts, etc.). You may also choose to do all the planning/purchasing
yourself and ask for help as needed OR run each party/collect gift donations ‘potluck style,’
allowing each family to contribute an item(s) from a list. It is up to the discretion of the room
parent how they choose to handle this. However, it is important to clearly communicate your
expectations and ask for any money in time to allow for reminders. For already drafted emails,
visit the documents link given to you when you signed up to be a room parent.

Parties
Organizing these parties means coordinating or purchasing food/drinks, decorations, and
activities for the kids. You may need to request parent volunteers to help with parties.

**Food** The first step is checking with the teacher to determine if there are any food allergies.
FKP IS A NUT-FREE SCHOOL. This may mean altering all food donations or working with
the parent(s) of the child(ren) with allergies to ensure they have an alternative snack. In most
cases, it will depend on the severity of the allergy and parental input. Packaged foods with
ingredient lists can also be helpful for those with allergy concerns.



** Activities** Planned activities for these parties make them more manageable and fun for the
kids. You can plan these yourself or ask other parents to help with suggestions and supplies.
Examples include crafts, group games, or decorating edible treats. Asking additional parents/
guardians to help set up or assist during the party makes for smoother interactions. Please make
sure to discuss this with the teacher before planning any activity.

*SAMPLE LIST** A party planning list might include the following items: paper plates,
napkins, tablecloths (4-6 depending on classroom), decorations, food (pretzels, cheese/crackers,
fruit), drinks (water, juice), dessert (cupcakes or cookies) and supplies for 3-4 crafts/activities.
Please make sure to discuss the needs or ideas you have about the event with the teacher.

Gifts and Celebrations for the Teacher

PLEASE NOTE: When collecting money for gifts for the teacher, please allow ample time for
students to participate. This is completely voluntary. It is recommended to allow families to
determine if and how much they can contribute. Some families may ask for a recommended
amount, in which case the room parent can give a range of what other families have contributed.
Regardless of participation, the gift should be presented by the class as a whole.

Teacher Appreciation Week: Teacher/Staft appreciation week is usually scheduled for early
May each year. The school sponsors and admin have some wonderful activities this week to
celebrate the teachers and staff at FKP. The school admin will inform room parents of these
activities to help plan any additional activities for your classroom. Classes often organize fun
events to recognize their teacher this week, which can be as simple as having each child make
and bring in a card for their teacher, or can include multiple activities during the week (e.g., each
child bringing in a flower one day, bringing in a small treat for a gift basket, bringing in a card
on another day). All of these are voluntary and are not meant to be an additional burden on
any parent.

End of the Year Thank You: Most classrooms give the teacher a thank you gift at the end of
the year. This can be a gift card or a basket of gifts around a particular theme. It can also be
creative, such as a scrapbook of notes from and/or pictures of the students.

Coordinating this project, or asking another parent to do this, is another role of the room parent.

Classroom Volunteers

Opportunities vary by classroom, depending on what each teacher needs. Volunteers may be
asked to be guest readers make copies, or do other tasks in/out of the classroom. Talking with
the teacher to understand what sort of work will be needed and communicating this to families
will help with expectations. It is also important to let parents/guardians know they cannot
bring smaller siblings when they volunteer.
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