PARTY GUIDELINES – 2023-2024
PARENT INFORMATION SHEET 
Thank you for volunteering! This is a guide for parents planning the parties at Richland Elementary. 
I. Preparation 
A. Pre-Approval by the Teacher – Parents should consult with the classroom teacher at least one week in advance and before you finalize your plans for the party. The classroom teacher may have some suggestions or pertinent information that can be helpful as you plan the activities. 
B. This year, there will be up to three parents in the classroom. Please note, that per school policy, small siblings/children are not permitted in the classroom. This may guide you in choosing who is able to be in-person. We have utilized virtual party parents in the classroom when Covid numbers were high. Policy would change, for in-person parents, if this were to be needed in the future.
C. Each party will be held at a specific time that is to be determined. You will not be able to access the classrooms prior to the scheduled time. Please allow time for setup and plan accordingly. The teacher will determine the time and communicate with you. If you do not hear from your teacher this week, please email them. Teachers have access to the list of party parents. If you cannot see your Co-party parents in the signup, please reach out to resptohrc@gmail.com. 
D. Plan a couple of games, at least one activity and crafts. The crafts and party items will need to be supplied by the party parents doing the craft. If you discuss with your teacher, he or she may have some items that will be useful, but it is our responsibility to have any items required for the activity. (If we were to need to utilize Virtual Parents: please choose a game or craft that can be performed using classroom items, or plan to send the craft supplies with the in-person volunteer or the teacher if he/she approves. Games like Bingo can be a great option for the virtual parent. (Non-food) Prizes would need to be provided. This may also assist in determining who will be in-person. This person may need to bring enough supplies for ALL activities. 

E. Per Board Policy #246 STUDENT WELLNESS snacks and beverages are not to be served or be a part of any game or activity. 
II. Day of the Party 
A. Volunteers must park in the side parking lot on Faith Way on the day of the party so as to not block the buses arriving for dismissal. 
B. Upon entering the school, each parent must sign in at the lobby check-in and receive a pre-printed name tag. 
C. Please leave enough time for classroom setup and cleanup. 
D. After the party, volunteers must exit through the auditorium area. You must ask the teachers if you plan to take your child home with you after the event. Some party times may be at the end of the day. This must be communicated with staff and the Homeroom teacher. NOTE: Please send in a note with your child in the morning if they are going home with you on the day of the party. 
E. You will be responsible for taking classroom group photos during the party and uploading them to the yearbook website. 
III. Party Dates 
A. Halloween –Thursday, October 26th, (no school Friday October 27th)
B. Winter –Friday, December 22nd. Please keep in mind that not all students celebrate the same holidays. Create activities that will reflect more than one holiday. Take into account the traditions that are represented in the classroom and include activities that represent these traditions. 
C. Valentine’s Day Party- Wednesday, February 14th.
Thank you for volunteering for the party. We hope these guidelines give you some insight as you plan your activities. If you have additional questions, please talk with the classroom teacher or contact PTO Homeroom and Party Coordinator at resptohrc@gmail.com
