[image: ]

Room Parent Guide 2025‐2026


Thank you for volunteering to be a room parent this year!  Our goal is for us to work together as a team, in support of our classrooms.  As a room parent, you will help communicate and coordinate your teacher’s volunteer needs. Facilitating parent volunteers for your class is an important part of being a room parent.   

Room Parent Responsibilities
SEPTEMBER
▢ Send introduction letter to the class which includes both room parents by Friday, September 18th. A template letter can be found on the bwepto.org website. Email this to your teacher and ask her to email it out. You can also print it off and have her add it to the Friday Folders. Anything going home in Friday folders should be given to the teacher by Thursday. 

▢ This letter should include your best contact information and lets parents know that you will be sending out details for any upcoming events or activities. A class Group Me is a great way to communicate with your class. Your letter can include a QR code for your Group Me or you can have them text or email you their number if they want to be included. If you don’t want to have a class Group Me, you will just email your teacher any information that needs to be sent to parents and have her forward it on to them.  Direct parents to contact you if they have any questions or concerns regarding activities. We want to be welcoming to all. 
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This  QR code leads to the bwepto.org website and has them fill out a form. I will gather this info and sent it to you so you can have their phone numbers and email addresses. We can not get this info from teachers/the school.  If you do not get emails/phone numbers for the whole class, this is ok.  Please continue to send emails to the teacher so it can be forwarded on to the class.

▢A background check must be completed by all parent volunteers who are coming into the classroom. This must be done each school year.  Please fill it out if you haven’t already done so.  https://apps.conroeisd.net/volunteer/ 
OCTOBER
▢ Attend decorating meeting on Monday, Sept. 15th at 9:30 on the stage & help decorate hallways.

▢ Decorate class flag for Boosterthon Fun Run. You will get this from your teacher. Ask your teacher if she has a specific class theme she wants you to use. The teacher’s name should definitely be on the flag. Student names are optional. You can attach it to a stick or ask she has a yard stick you can use. The flag can be given to the teacher to keep in her room after the run. 

▢ Boosterthon ‐ October 17th.  Discuss the day of the run plan with your teacher a few days before the run. Ask your teacher if she wants snacks/popsicles for class. This must be the same across the grade level.  If so, you can provide them ourself or ask for help from other parents. Meet your class in the field. Bring a wagon (if you have one) for students to put their water bottles in. 

DECEMBER
▢ Room parent meeting on Wednesday, November 12 from 9:30-10:15 in the cafeteria to discuss door decorating & holiday party. Each team lead will communicate their grade level plan with the volunteer coordinator and will be shared at the meeting. Parties are the same across the grade level. Typically the room parent coordinates the lunch/snacks and a game or activity for students to play. 

▢ Modify the template on the website to meet the needs of your class. Send the letter to your teacher for approval before sending it out to parents. Make copies of the letter and have your teacher put them in the Friday folders and/or send the letter via Group Me. If a sign up genius needs to be created, ask your teacher if they are going to do that or if you need to. They will often take care of it. 

▢ Follow fire code guidelines when decorating the door. Door decorating usually takes place the first few days in December during your teacher’s specials time (no kids in the classroom) or after school. Recruit other parents from your class to help with this if you want! Pictures of the doors are put on Instagram. You can add student pictures or student names but can not have both at the same time for privacy reasons. This is a Sunshine Committee event. 

▢ Organize group gift from parents or class and/or send out teacher favorite things list. This is optional and up to you as the room parent. If you are organizing a group gift, make sure you indicate that the group gift is optional. 
MAY
▢ Teacher Appreciation Week will be May 4th – 8th. The PTO will provide a daily theme for the students. Please encourage your class to participate and show their teacher all the love and appreciation this week! 

▢ End of the year Party - Send out sign up genius for food or activity items. Work with your teacher to best support them at the party. 

▢ Similar to the holiday class gift, you may choose to send a letter asking for donations to purchase gift cards from the teacher’s favorites list or purchase some of her favorite things with the money. If you don’t want to coordinate a group gift, you can always just send her favorite things list to the parents. 
TEACHER BIRTHDAY
▢ Please refer to Teacher Favorites and inform the class of the teacher’s birthday. Celebrate as a class! There are many different options, from homemade cards and flowers to lunch for the teacher. If your teacher has a summer birthday, please choose another day during the year to celebrate with her class.   Half birthdays are a great time to do this! Communicate with your teacher (or switch teacher if you want it to be a surprise) and send in a treat for the class to enjoy together. Store bought and individually wrapped sweets work best so the teacher can give it out when time best allows for her. 
TEACHER HELP 
▢ Communicate with teacher regarding needs and enlist other parents too. 
▢ Take pictures during events and upload them for the yearbook committee.
FIELD TRIP
▢ More information to come 
GRADE LEVEL PROGRAMS 
▢ Help decorate stage for program. Information regarding planning/decorating days will be communicated through the room parent group mes. 4th - Nov. 3rd- Dec. 2nd- Jan. 1st- Feb. Kinder & PK (?)- May 

FIRE CODE GUIDELINES  
▢ Do not cover frame of door or window. Only one side of the door can be covered. Nothing can stick out more than 4 inches off the door. 

ROOM PARENT GROUP ME
▢ All room parents will be added to a Grade Level Group Me.  This allows for information to be passed along faster and for any last‐minute questions/help. School event reminders/grade level specific reminders will be posted and can be forwarded on to your class.  Ideally you have a group me set up for your class and can just easily copy and paste information/reminders.

CHECK IN PROCEDURE 
▢ Always remember to sign in at the front desk and wear your nametag at all times while at the school.  Please stay on task when you are doing room parent duties.  We want to be a help, not a distraction. Volunteering is NOT the time to have a conference with your teacher. 
WE LOVE YOUR YOUNG KIDS BUT…
▢ Siblings/younger children—if you are coming to volunteer for an activity/event we prefer to have your undivided attention given to BWE Students. Please make other arrangements for younger siblings. 

FOOD ITEMS
▢ All food items for class parties MUST be store bought with labels. Please check with your teacher on class allergies.   

TEMPLATES FOR LETTERS GOING HOME
All Templates for all letters going home are on bwepto.org. “Documents: Room Parent: Resources” If you go rogue and use something else, it must be approved. Please send these to volunteers@bwepto.org.

If you have any questions, please do not hesitate to ask!

     Anjanette Paul 
Volunteer Coordinator  
volunteers@bwepto.org 
949-981-9278















Information to be shared verbally, DOES NOT GO IN PACKET 
▢ If money needs to be collected for lunch at the party (ie: Kinder usually get pizza from Dominos & 1st grade usually has Happy Meals from McDonalds), every class across a given grade level should be asking for the same amount of money (one class should not ask for $5 while another is asking for $10). Teachers are not to keep money in the classroom overnight so coordinate with your teacher so the money is sent home with your child everyday. If you are collecting money for their meal during the party or organizing a teacher gift, attach an envelope with your name on it. Parents can send money in the envelope into school with the child. Coordinate with the teacher and ask her to give it to your child/put it in the backpack. 
image1.png




image2.png




