Lawrence Brook PTA

Roles of a Point Parent and Room Parent
Point Parent: Responsible for all communication between teachers, Room Parent Coordinator, and Room
Parents

Responsible for:

e Coordinating all efforts with Room Parents to ensure all classes are collaborating on equitable party
planning

e Establishing a Class Buddy List by reaching out to the teacher

e Picking up and distributing Class Party Funds from Room Parent Coordinator Amanda Ackerman.
Funds must be split up between four class parties for the school year.

e Coordinating class party times with the teacher, in advance, and relaying information to all Room
Parents

e Coordinating Room Parent volunteers for all four holiday parties

Coordinating all Teacher/Aide gifts for winter and end of the year class parties

e Submitting Room Parents’ names who are attending in-person class parties to Room Parent
Coordinator Kelly Reilly by email at least a week in advance.

Point Parent To Do’s:

[J At the beginning of the school year, draft an email to the teacher to establish a Class Buddy List and
ask them to send it to their students’ parents/guardians on your behalf. Try using this template and
creating a Google Form (Click here for an example).

Important! The PTA is not permitted to solicit to parents/guardians without their consent. Once a
parent/guardian responds to be part of the Class Buddy List, you may contact them.

[J Once responses have been received, compile a digital Class Buddy List with names and contact
information for each student in the class. You can use the spreadsheet from the responses from the
Google Form if you've used it. The list can then be shared with parents/guardians.

This is not a school-required document, and parents/quardians can decline to have their name(s) on the
list. The purpose is purely informative and will be shared with only the parents/quardians on the list. It
can be used for organizing playdates, homework, information, etc.

[J Determine which Room Parent will attend which class party
[J When determining which parents/guardians attend parties, the Point Parent must be fair and

appoint volunteers depending on their availability, without any preferential treatment. Maximum of
three (3) parent/guardian volunteers per party.

[J Class Parties Coordination
[J Work collaboratively with Room Parents to plan each class party (crafts, games, activities).

[J Email the list of Room Parents attending each party to Room Parent Coordinator Kelly Reilly by email
at least a week in advance (see more building access and safety information below).
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Lawrence Brook PTA
Roles of a Point Parent and Room Parent

Room Parent: Coordinate with Point Parent as needed for class parties and planning

Responsible for:

Planning class parties (crafts, games, activities) collaboratively with other Room Parents/Point
Parent

Purchasing crafts, activities, snacks, and paper products (plates, napkins, etc.) for all class parties
(using class funds) where applicable, and dropping off supplies at school prior to scheduled party
date, where applicable

Attending class parties as a volunteer, if able to do so

Important Notes:

Point and Room Parents (any volunteers) must be active members of the Lawrence Brook PTA in
order to volunteer in the building at any time. Memberships can be paid online here.

Point Parents are the main point of communication between the teacher, Room Parent Coordinator,
and Room Parents.

Only the Point Parent should be reaching out to the classroom teacher regarding parties.

You will be given access to class rosters. Please remember that these documents are
strictly confidential, and you are not permitted to share them.

Room Parents should be assigned to parties fairly and as evenly as possible to ensure everyone
has an opportunity to attend at least one class party.

Volunteer schedules should be coordinated so that there is always at least one volunteer at a class
party (for parents/guardians with multiple children in different grades at Lawrence Brook).

Winter class parties should not contain themes or crafts related to any specific or religious holiday.
Some ideas for activities for class parties are crafts, coloring, games, and music and movement.

It is expected that all Class Party Funds received be spent, no monies should remain by June.
Room Parents are not expected to provide class party funds from their own personal monies. If
funds are not available, please contact the Point Parent.

Point Parents must submit a list of Room Parents attending class parties to Room Parent
Coordinator Kelly Reilly at least a week before each party.

This is extremely important and a safety precaution. Whomever was not added to this list will not
be granted access to the school building at any time.

Positive communication and teamwork between Point and Room Parents is key! Please reach out
to the Room Parent Coordinator, Kelly Reilly at kellyreilly1022@gmail.com, if you have any
questions or concerns.
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