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Dear Class Parent Volunteer: 

 

Thank you for volunteering.  The time you give to Endhaven and its teachers, assistants and staff 

members makes this a great environment for our children to learn.  This manual is provided as a guide 

for you. Please feel free to be creative. Remember, being a class parent should be a fun experience. I 

hope it will be for you.  If you have any questions, please do not hesitate to reach out to me.  If you 

have any problems, please come to me.  I am here to help.  Again, thank you for your contributions to 

Endhaven. 

 

Lindsey Lieber  

Lindsey.Lieber@gmail.com 

Class Parent Coordinator 

VP Communications 
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Class Parent Responsibilities 

 

Expectations Meeting with Your Teacher 

Contact your teacher to discuss her expectations of the class parent. This can be done in person, on the 

phone or through email.  This meeting is important because it is an opportunity for you and your 

teacher to have a frank discussion about what level of participation you are willing to give and what 

expectations the teacher has. Good communication between the teacher and room parent is critical. 

Here are some things you will want to cover when meeting with her: 

 Discuss specifics about the classroom celebrations like themes and treats. 

 Are there food allergies that should be considered in planning a classroom celebration?  If so, 

this should be communicated to the parents of the classroom when requesting donations of 

food; however, the child’s name should not be identified. 

 As a class parent, you will be asked to forward along emails to the class email distribution list 

from the school and PTA. Please ask your classroom teacher if she would like your help with 

her communication plan as well. 

 Discuss any volunteer needs she would like your assistance in filling. Please remember, it 

doesn’t always have to be you! 

 

Classroom Roster 

You will be provided with a class roster of student names. We need your assistance with gathering the 

rest of the roster information like email addresses needed for communication.  Once you have 

completed the classroom roster, distribute it to all of the parents in the classroom via email. Be sure to 

remind parents to inform you of any changes in their contact information. Maintain the Classroom 

Roster throughout the year. This means that if new students are assigned to the class, you should 

update the roster and send the updated roster to all classroom parents. 

 

Communications with Parents 

Create an email grouping of the email addresses of all the parents in the classroom.  Make sure you 

have included all of the parents. You may have to call a parent to get the correct email address. 

If a parent does not have regular access to email, print a hard copy of every email communication for 

that parent and send it home via their child.  Ask parents to tell you if they do not have access to email. 

Copy the teacher on ALL communications to parents regarding classroom activities unless it is about a 

gift or surprise for the teacher.  If at some point during the year you are unable to access email or your 

roster, please let the Class Parent Coordinator know.  She has a copy of your roster and is be able to 

distribute any important information out to your class while you are away. 
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Coordination of Class Events  

There will be a minimum of 4 standard classroom celebrations in each class: 

 School-wide Character Book Parade – October 28th 

 Winter Party – December 21st 

 Valentine Exchange – February 14th   

 End of Year Party/Field Day – June 1st or 2nd (depending on grade level) 

 

Celebrations usually consist of a snack, a craft and/or an activity.  Solicit donations from other families. 

Using websites like www.SignUpGenius.com helps with providing specific items needed, numbers 

needed, and it provides reminders prior to the event. 

 

Discuss with your teacher whether she has specific plans or needs for the celebration, such as a theme, 

craft, snack, etc., that she would like to have for the party or whether she is looking for you to plan.   

 

You may not present religious-based or culturally-based themes, crafts and/or decorations at any 

classroom celebration.   

 

Please tell the teacher one week in advance of the celebration what theme, craft, etc. you are planning.  

The teacher must approve your theme, craft and snack ideas. 

 

The date and time for each celebration is set by the school administration, however some grade levels 

alter their times due to Special Classes. Please confirm times with your classroom teacher and 

communicate this with your families so they can plan accordingly. 

Other classroom events during the year include: 

 Teacher Appreciation Week 2/27 – 2/28 (communicate the daily theme and 

remind families of their “Teacher Favorites”)  

 

Class Coverage 

The PTA asks that all CP’s cover a one-hour time slot and assist in finding additional coverage from their 

class families for the following events: 

 Winter Teacher Luncheon - December 7th 

 Spring Carnival - April 29th 

 Teacher Appreciation Luncheon - May 11th 

 

 

 

 

 

 

 

 

http://www.signupgenius.com/
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Class Parent Policies 
 

Food in the Classroom 

Please ask the teacher if there are any food allergies in the classroom.  Please let parents know if there 

is a food allergy (do not indicate the child’s name) so that can be taken into account when 

buying/donating food for classroom celebrations.   

 

All food brought into the classroom must be store-bought.  We encourage healthy choices and know 

that event planners honor the restrictions of our students with life-threatening food allergies. 

 

Teacher Gifts 

At Endhaven, the Class Parent is not allowed to collect money for the teacher for gifts. However, the 

Class Parent can communicate with the families to see if someone else would like to take this 

responsibility. Winter Party, End of Year Part, and birthdays are a few times during the year when a 

special gift may be given to the Class Teacher.  

 

When considering Teacher Assistants, you may want to coordinate with other Class Parents since the 

assistant is shared among a variety of classes. All contributions towards gifts and gifts in general are 

considered to be optional. 

 

Teacher birthday celebrations can include a treat for the classroom during lunch, flowers and balloons, a 

decorated classroom, and/or a tangible gift. Whether or not you decided to present the teacher, or 

assistant with a birthday gift, at minimum you should have the children prepare a decorative card for 

the teacher or assistant.  

 

All staff birthdays are listed on the “Teacher Favorites” spreadsheet emailed out at the beginning of the 

year.  Please provide this  information to your classroom families  so that they are informed of the 

teacher and assistant likes in the event they want to give a separate gift. 

 

Other suggestions of “Treating” a teacher: 

 Cover the class during recess 

 Bring them lunch from their favorite lunch spot 

 Surprise them with a special morning drink 

 Buy a book, game or special supply needed in the classroom 

 Donate a book for the Media Center through the Birthday Book Club (more information online) 
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Parent Participation 

Involve all parents in the classroom as much as possible.  

 

Let every parent have a chance to be a volunteer at the party.  This means that before you let one 

parent volunteer at a second or third celebration, you should make sure all parents that are interested 

have had an opportunity to volunteer as well.  

 

Room Parents do not have to attend every classroom celebration. Encourage participation from other 

parents in the classroom.  The goal is for you to facilitate the activity whether through your direct 

participation or by organizing other parents to conduct the activity. 

 

 

Confidentiality  

Any medical issues that arise regarding a student should remain confidential and handled through the 

school. 

 

Classroom Celebration Ideas  
 

The suggestions below came from the input of many seasoned room parents.  These comments are 

based on their experiences and can be used or not depending on the individuality of each classroom, 

set of children, room parents and teacher.  They should give you something to think about when you 

plan your classroom activities. 

Classroom Celebrations are up to the teachers and the room parents, but typically consist of a snack, 

craft and game or some other activity. There is no right or wrong way to host a classroom celebration, 

as long as you are within the policy guidelines stated above.  The objective of a classroom celebration is 

to have happy kids.  The section below is meant to launch you in the right direction as you begin your 

classroom celebration planning. The following sources are good places to find crafts ideas, treats and 

gifts for all types of classroom celebrations: 

 - Pinterest 

 - Michael’s 

 - Oriental Trading Company www.Oriental.com 

 - Family Fun Magazine available at local bookstores or www.FamilyFun.com 

 - Other websites – www.Crayola.com, www.SimpleFunKidParties.com, www.MakeAndTakes.com 

 

Games 

Games are a fun way to let the kids burn off some of that extra energy.  The type of game will vary 

depending on the children’s grade level and maturity level. The game should be uncomplicated and 

fun.  This is where you can plan to give each child a pencil, or any small item as a prize. Bingo is always 

a fun game to play as either an entire class or as a small group in a center.   

 

 

 

http://www.familyfun.com/
http://www.crayola.com/
http://www.simplefunkidparties.com/
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Helpful Tips from Past Class Parents 

-Anything that can be prepared ahead of time should be. 

-Organize craft supplies into individual bags for each child. 

-TEST the craft at home to make sure that it is doable by a child in the allotted time. 

-Bring music. 

-Keep the party simple. 

-Set the deadline for donations earlier than needed because some people are always late. 

-Write the child’s last name on whatever you are sending home. 

-When asking people to bring things, be sure to give them enough lead time.  Try to give families a  

weekend to shop. 

-Bring extra. 

-We try to encourage healthy snacks so for a fun fruit and vegetable party tray, have each parent send 

in different dips for the children to try.  

 

Key Factors to Success 
 

COMMUNICATION, COMMUNICATION, COMMUNICATION – Use emails and/or notes home to 

communicate plans, expectations and follow-up information to your classroom families. This means you 

need email addresses from all parents. Create an email “Group” for the classroom so that no parent 

gets left out when sending out information. If there is a parent that does not have regular email access, 

make a point of sending a hard copy of your email to them via their child. 

 

RELATIONSHIP WITH TEACHER – Keep an open line of communication with the classroom teacher.  

Take the time to have that initial expectations meeting.  The teacher will inform you when classroom 

celebrations will occur so that you can arrange for volunteers, food and supplies.  All emails to parents 

should be copied to the teacher, with the exception of emails relating to teacher/assistant gifts. Keep 

the teacher informed of what children may be bringing in to contribute to celebrations.  Any special 

items (especially around the holidays) must be approved by the teacher.   

 

RELATIONSHIP WITH PARENTS – Try to involve all parents as much as possible.  Include as many 

parents as possible in the classroom activities and during celebrations. 

 


