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 SEQ CHAPTER \h \r 1Room Parent Guidelines
Welcome to all Room Parents!  Below are guidelines to assist you in your role for the upcoming school year.  Please note that all Room Parents are required to be members of the PTA and attend PTA meetings, whenever possible, to stay informed.
Room parents have 2 main responsibilities 

1. Calling parents for emergency early dismissal 

2. Planning of the class parties

Early Dismissal Calling Procedures 

1.   As per school policy, all parents/guardians must be reached by phone in order for the child to be released from school in the event of an emergency early dismissal.  Each room parent will be provided with a class list for use when students are unexpectedly dismissed early (due to inclement weather for example.)  
2.  Keep the class list confidential. The phone numbers provided by the school are only to be used to contact parents about early dismissal.  Only information in the Bowne-Munro Friend Finder may be shared - these are the only families that have given their permission to share their information with others.
3.  Upon receiving notice of a school closing, the Room Parent Coordinators will contact a class parent from each class.  The class parents are then responsible to determine how best to divide the list to ensure that all parents are called.

4.   All parents/guardians need to be called immediately upon notification that school will be closing.  Please call all numbers listed for a child until a parent/guardian is reached.

5.   In the event that a parent/guardian cannot be reached, room parents are to compile the list of children and provide those names to the Room Parent Coordinators.

6.   Room Parent Coordinators will then provide the complete list to the office to advise the names of those children whose parents/guardians could not be notified.

Class Party Procedures 
1.   Room parents are responsible for planning 4 class parties per year - Halloween, Winter Holiday, Valentine’s and End of theYear.  
2.   The Room Parent Coordinators will verify with the school nurse those classrooms that have children with allergies and will notify the room parents of the necessary restrictions that need to be adhered to.  
3.   All 3 room parents may be present at the class parties.  Each room parent can select 1 of the first 3 parties (Halloween, Winter Holiday, and Valentine’s) to serve as the chief coordinator.  The End of the Year party can be shared, with 1 teacher liaison.  Prior to each party, the room parent coordinating that particular party, should work with the teacher to determine his/her expectations for the party.  It is up to the room parents how they would like to divide the responsibilities.  
4.   Some room parents like to provide a craft, game or activity for the party. This is entirely optional and is not required.  Teachers always have games to occupy the children if the room parent does not wish to do so.  Please verify with the teacher first which of these activities he/she would approve of for the party.
5.  Room parents will ask parents for their help in donating items needed for parties. This gives those that are not the room parents a chance to be involved. This also relieves the financial burden of the room parent. The PTA provides a form letter to be sent home with a list of items needed.  Please ensure that you include the phone number of the room parent coordinating the party on the form.  Any parents wishing to donate items or provide a monetary contribution will have the opportunity to do so. All items must be on the school celebration sheet which is attached to this letter.  

6.   No siblings/younger children are allowed to attend the class parties.  
7.  Special note for the End of Year Party:  The PTA sponsors an end of year pizza party.  Each child will be provided one slice of pizza.  Room Parent Coordinators will be responsible for ordering and distribution of the pizza to each classroom.  Room parents should enlist the help of parents for the remaining party items.  
8.  You are encouraged to share party ideas with the other room parents and involve the non-room parents in the party planning.
9.   All forms you may need are posted on the PTA website under PTA Committee Members forms and information.  

10. If you have any questions, contact your Room Parent Coordinators:

Tricia Seaver
 tpseaver@comcast.net  
(732)-579-7277
Anita Tsoukalas
 aqboop@verizon.net
            (646) 261-9364
Thank you for giving your time and efforts to ensure a great year for the children!




