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INTRODUCTION 
 
Congratulations and Thank You for volunteering.   Butler strives for academic excellence 
but it takes and active, supportive community to ensure the extra curricular activities that 
are essential to a well-rounded education. Your service as a “Room Parent Coordinator” 
is a great step in mentoring a child by example. 
 
We hope this handbook offers information, guidelines and helpful hints that will assist 
you in organizing your classroom activities and PTO Events. 

 
Each class has a Room Parent Coordinators (RPC) and room parent volunteers.  In the 
event of Co-Room Parent Coordinators, only one person will serve as the primary contact 
to the school administration and the parents. More info can be found on the PTO website 
at http://www.cbsd.org/butler/pto/pto.htm  
 
 

ROOM PARENT COORDINATOR 
RESPONSIBILITIES 

 
• Serves as a liaison between the teacher and other room parents, organizing 

classroom volunteers for activities such as; classroom parties and PTO sponsored 
events.  

 
• Prepares and activates the class’ emergency phone chain in the event of 

unscheduled early dismissals due to weather and emergencies. 
 

• Establishes a classroom activity fund by collecting no more than $8 per child for 
party supplies. 

 
• Keeps an up-to-date emergency phone chain throughout the year.  

 
• Provides and schedules volunteers to run their class’ Spring Fair booth.   

 
• Ensures that each classroom party and PTO sponsored event is planned and 

staffed with enough volunteers, crafts, goodies and games. The Room Parent 
Coordinator is not required to attend every event. 

  
• Will serve as the primary contact to the school administration and the parents for 

all Butler communications.   
 

CO-ROOM PARENT COORDINATOR RESPONSIBILITIES 
 

• Shares the Room Parent Coordinators job. Hint: if you share the job with a co-
room parent, you may want to divide up the parties between the two of you so you 
each get a chance to delegate. 

 



 

 

 
ROOM PARENT RESPONSIBLITIES    

 
• Volunteers their available time to assist Room Parent Coordinator with special 

classroom activities and certain PTO events, including the Spring Fair and 
DARE program.  

GUIDELINES  
 
1. Meet the teacher.  
 
Set up a time to talk with the teacher. Try and do this before the Room Parent Tea so you 
can discuss your upcoming events.  The Halloween Parade and party are October 31st 
 
Find out: 

• What parties and classroom events you will be responsible for. (Dates and times) 
• What /how many activities and/or crafts you should prepare for 
• What food the teacher prefers (they have experience with what works) 
• Give your teacher an opportunity to express his/her expectations 
• Share any ideas you may have for the upcoming year.   
• Ask if younger preschoolers are welcome  
 

REMEMBER: The teacher lays the ground rules!! 
 
Maintaining an open line and consistent communication with your teacher throughout the 
year is the key to a success.  
 
2. Attend the Room Parent Tea. 
 
The “Room Parent Tea” is the first opportunity to meet the classroom parents and 
communicate your teacher’s expectations. Try and get your Phone Chain Volunteers at 
the Tea. Don’t be disappointed if all of the room parents are not there everyone has 
different schedules. You will be contacting ALL parents when you send out your 
introduction letter 
 
 
 
3. Develop an Emergency Phone Chain. 
 
Distribute lists to volunteers you have recruited for the phone chain (Hint: find your 
recruits at the tea) A Sample Phone Chain is attached. 
YOU ONLY PUT THE “FAMILY COUNT” FAMILIES IN YOUR PHONE 
CHAIN (i.e., the oldest child in a family if they fall in your grade). 
 
If the emergency Phone Chain is activated, you will receive a call from the Volunteer 
Coordinator.  At that time you will activate your classroom phone chain.  You will 
receive the emergency dismissal forms for each student in the class from which you will 



 

 

have to comprise a phone chain. You must keep an up-to-date list in case of emergencies 
at all times throughout the year.  The school office will forward any changes or student 
information to you.  
 
 
 
4. Establish Class Room Activity Fund. 
 
Write a letter to be distributed to each student’s parent/guardian.  In this letter, introduce 
yourself, explaining your role and request a donation that will help defray the costs for 
arts, crafts, games and party supplies throughout the year.  No more than $8.00 should be 
collected per student.   
Please Send this to your entire class whether they volunteered to be room parents or not.  
Most parents want to help and may have forgotten to sign up at the beginning of the year. 
We want all Butler families to feel included in all activities.  It is not necessary for all 
room parents to be present at every event.  
 
 
Do not be afraid to delegate amongst your room parents. 
 
Also, in this initial letter it is an ideal time to find out in what capacity your room parents 
can help (i.e. baking, supplies, etc. - see sample letters).   
 
5. Plan and organize. 
 
When planned activities are scheduled (i.e. Halloween, Holiday and End of the Year 
party, etc.), it is your responsibility to inform classroom parents of specific dates, time, 
place, as well as any needed food donations.  This communication can be via phone, 
letter or e-mail.  *THE CLASS ROOM TEACHER MUST APPROVE ALL 
OUTGOING LETTERS.  It is always helpful to provide a reminder note or call to the 
volunteers, just prior to the event. 
 
6. Spring Fair Volunteers. 
 

EVERYONE SHOULD HELP WITH THE SPRING FAIR. 
It is our biggest fundraiser and a school wide event. 

 
The Spring Fair Coordinator will contact you late winter.  You will receive a packet 
informing you of your classroom’s booth.  Each classroom is responsible for manning a 
booth at the Spring Fair and donating goodies to a themed basket that will be raffled off 
at the Fair. Call each family in your class and get them to volunteer for one hour at your 
class booth. It is always helpful to send a reminder note to the volunteers with a copy of 
the schedule several days before the Fair. For families that cannot volunteer to man a 
booth they may donate something to the bake sale table or help set up and break down the 
booths as an option. 
 



 

 

7. PTO Special Events. 
 
Throughout the year a PTO chairperson may contact you for volunteers needed for 
special events (i.e. Red Ribbon Week or D.A.R.E.).  You can obtain the volunteers from 
your room parent list. 
 
 
8. Fifth Grade Room Parents. 
 
Fifth Grade Room Parents are responsible for the Sixth Grade Graduation Reception.  
You will receive information from the Sixth Grade Coordinator in early spring. When 
you are in 6th grade the 5th grade parents will do it for you!! So make it pretty!! 
 

SCHOOL POLICIES 
 
1. For the safety of the Butler children, you must wear a Visitor’s badge and sign in and 

out at the reception desk, when visiting the school. 
 
2. Contributions to purchase a classroom teacher gift are appropriate but all donations 

should always be voluntary and at the individual family’s discretion. (Keep in mind 
everyone has different circumstances) 

 
3. Remaining “Party Fund” dollars can be used to purchase student/classroom items, 

such as games for indoor recess, outdoor recess equipment, classroom books or honor 
books. 

 
4. No outside food orders, other than Marriott, are permitted during the lunch hours. 
 
5. You may be a Room Parent Coordinator for only one class at a time, but you can be a 

room parent for multiple classes. 
 
6. If your class does a noteworthy activity, please contact the Publicity Chairperson 

Chris Glidden 215-822-5929 cgwglidden@comcast.net together you can decide how 
to acknowledge the event.    

 

Thank you for volunteering your time! 
SAMPLE LETTERS AND FORMS  

 
  Attached below are samples to be used a guidelines.  Feel free to 

edit them at will…however,  
all communication has to be approved by the classroom teacher  
before it is sent out to the parents. If you would like the computerized 
templates just email me at cgwglidden@comcast.net and I will email 

them to you! 



 

 

INTRODUCTION SAMPLE LETTER 
 

Dear Mrs. Sullivan’s Room Parents, 
 
 

Hi! Our names are June Cleaver (Beaver’s Mom) and Tim Taylor (Mark’s Dad) we volunteered 
to be the Room Parent Coordinators for Mrs. Sullivans3rd grade class. 

The parties we will have this year are: 
 

HALLOWEEN- Thursday, Oct 31st 
THANKSGIVING FEAST- Thursday, Nov. 21st 

HOLIDAY PARTY - Friday, Dec 20th 
END OF YEAR PARTY- depending on snow days June  17th???? 

 
We will be in need of donations for such things as juice, food and supplies along with a $5.00 
donation to help with the costs of craft materials and extra expenses for our parties throughout 

the year. 
 

Please return the bottom portion of this form to Mrs. Sullivan’s class in an envelope with your $5 
marked “Mrs. Sullivan’s Classroom Parties. Don’t forget to mark down any food allergies your 

child may have. 
 

We will be contacting you all soon to get ready for the Halloween Party; all parents are invited as 
well as, well-behaved siblings. Call or email us if you have any questions.  We are looking 
forward to getting to know you all throughout the year. 

 
Thank You, 

June Cleaver 215-822-0000 bears@comcast.net 
 Tim Taylor 215-822-0000 Butler@comcast.net  

--------------------------------------------------(Cut Here)-------------------------------------------- 
 

Your Name_______________________________________Telephone#______________ 
Fill in your email ONLY if it is an effective way to contact you. Your email address will be used 
for PTO and classroom activates only  
 
I can help with: 

_________    Supplies 
              __________ The class parties 

_________   Anything 
 

ENCLOSED IS MY $5 DONATION FOR 
Child’s Name_________________________________________ 

 
FOOD ALLERGIES???? ______________________________________ 

 
 
 



 

 

 
SAMPLE PARTY LETTER 

 
 
 

Hello Mrs. Sullivan’s helpful parents,   November 2012 
 
I hope you all had a happy Thanksgiving.  By now you must be getting into the Holiday 
Spirit.  So I am writing to take advantage of your generous hearts.  I am enclosing a wish 
list of things we need for the Holiday party in Mrs. Sullivan’s class.   
 
The Holiday Party is on December 21 at 2 o’clock. 
 
Check off the item/s you can donate and I will be contacting you to confirm which 
items we will need.  I am also looking for volunteers to help with the crafts.  This year 
we are doing a candy gingerbread house and a snowman snow marker for the yard.  
Two big projects that need a lot of extra hands. 
 
If you can donate any item/s just check off as many as you want and I will be contacting 
you to let you know which item I need from you.  
 
YOUR NAME__________________________________________ 
_____Bag of large marshmallows 
_____Large bag of cheetos 
_____Large bag of potato chips 
_____Large bag of popcorn 
_____Pillsbury slice and bake holiday cookies 
_____Christmas candy corn (reindeer corn) 
_____Cream of tartar 
_____Powdered sugar 
_____Sharpie permanent black medium point markers (they will be returned) 
_____Wood glue (will be returned) 
_____Paper Plates 
_____Napkins 
_____Medium to large paper shopping bags with handles (for carrying home houses) 
 

____I AM COMMING TO THE PARTY AND CAN HELP 
  

_____I CANNOT ATTEND THE PARTY THIS TIME 
PLEASE RETURN THIS FORM EVEN IF YOU CAN’T HELP OUT THIS TIME Thanks for your help,  
*********These projects are large so you may want to consider picking your child 

up after the party 

 

 
 



 

 

 
 

SAMPLE PARTY SCHEDULE 
 

 

HALLOWEEN PARTY 
 
TIME SCHEDULE      

1:15 Set up crafts (4 Stations for each) 
1:30 Start 1st craft-Scare Crow Bag 
2:00 Dress for Parade/when done dressing play Bingo with candy corn 
2:15 Parade Starts (parade starts with Kindergarten, but 2nd grade will probably not go out until 2:30 
2:31 Set up for 2nd craft (5min and then we can all go to the Parade) 
3:00?  After the parade, Start 2nd craft Gummy Graveyard 
3:30 Clean up 
 
1st CRAFT:  SCARE CROW     2nd CRAFT GRAVEYARD   
Captains for each station (set up 1:15) Captains for each station 

(set up before parade) 
Charlie Brown      Eleanor Roosevelt 

Susan Sunshine      Laura Ingalls 

Marsha Brady      Sponge Bob 

Lois Lane       Helen of Troy 

          

SUPPLIES:       SUPPLIES: 

Raffia        Dirt mixture   
Brown Bags       Cookies  for Gravestones  
Scissors        Crushed Oreos  
Markers-red, black      Gummy worms 
Black, orange & white paper     Food paint  
Pencils        Spoons    
glue        Candy pumpkins   
          
SUPPLIES FOR PARTY:    SUPPLIED BY MRS. SULLIVAN 
Juice boxes      scissors 
Cheese puffs      construction paper 
Candy Corn (for Bingo)     glue sticks  
Plates       markers-red &black 
Popcorn       GAME: Candy corn Bingo (Xeroxed) 
Napkins  
Cookies       Camcorder 
Halloween Book      Camera 
Containers/bowls 

    

    



 

 

SAMPLE REMINDER LETTERSAMPLE REMINDER LETTERSAMPLE REMINDER LETTERSAMPLE REMINDER LETTER    
Hello___________________, 
 
 Thanks for volunteering.  I have you down for: 
 
_____________________________________________________________
____________________________________ 
 
   The party is Halloween Day, Thursday October 31. Enclosed is the time sheet and 
details of the party, you can come for part or all of the party younger siblings are 
welcome.   
 
Please send in __________________________ with 
____________________________ by Tuesday the 
30
th
 or if you are coming to the party bring it with you. 

 
Thanks for your help, 
 June and Tim 

 

Sample end of year party lettermple end of year party lettermple end of year party lettermple end of year party letter    

HOORAY!!!HOORAY!!!HOORAY!!!HOORAY!!!    
END OF YEAR PARTY is Here 

MONDAY June 17 

The party starts at 1:30 the theme we will be WATER GAMES…  
SO dress your children appropriately. We will be outside and getting wet. 

 
This party is more relaxed and less structured than the past parties. 

 
If you are volunteering with the End of Year Party 

Younger siblings are welcome, 
 Just remind them that the games are for the 2nd graders… 

 

 The POPCYCLES are for everyone. 
Any questions call me, June Cleaver 

215-822-0000 
 
 



 

 

GINGERBREAD HOUSE INFORMATION 
 
 

Houses can be made of graham crackers.  HINT: The graham crackers 
they sell at Audi Market work very well. You can glue the houses 

together with a hot glue gun or use the icing recipe below. 
 

The chinette oval plates work really well for the base of the house. 
 

GINGERBREAD ICING RECIPE 

 

5-6 EGG WHITES 

2 LBS. POWDERED SUGAR 

2 TEASPOONS CREAM OF TARTAR 
 
Whip all ingredients together (a standing mixer with whisk 
attachment works well for this) then add more powdered sugar as 
necessary until the mixture has a consistency of plaster of paris.  
 
HINT: You will need 1 egg white per child for the icing. 


