FREQUENTLY ASKED QUESTIONS

ABOUT BEING A HEAD ROOM PARENT
WHAT IS A HEAD ROOM PARENT?  The role of a Head Room Parent (“HRP”) or co-Head Room Parent Is support for your teacher and liaison between your teacher and the other classroom parents. The HRP also acts as a liaison with the PTA and Foundation. 
WHAT RULES MUST I FOLLOW?   Everyone approaches being an HRP differently, and every teacher has different expectations of their HRP. Some teachers like to do pretty much everything by themselves, while others look to their HRP first.  Be sure to check in with your teacher and follow their lead.  
AAHH!!  AM I ALONE IN THIS JOB? No, you are not alone. Depending on the number of volunteers, you may have a co-HRP and other Room Parents to assist you. Additionally, the Room Parent Coordinators, Stacey Fix Conti (924-2508) and Barbara Sarazen Snyder (945-9901), are available to answer any questions that arise over the course of the year. . 

HOW IS A ROOM PARENT DIFFERENT FROM A HEAD ROOM PARENT?  Some teachers like to use Room Parents to help on a regular basis e.g., xeroxing, assembling backpack mail, assisting in the classroom or in the class garden. Head Room Parents have additional duties as described below.

NOW THAT I HAVE SIGNED ON-WHAT IS EXPECTED? The following is a summary of the duties of a HRP.

 1.) ATTEND HEAD ROOM PARENT ORIENTATION. If there are co-HRPs, both should attend the HRP orientation.  Date to be determined.

 2.) SUPPORT AND COMMUNICATE WITH TEACHER.  Meet with your teacher at the beginning of the year and on an ongoing basis about his/her expectations of the HRP and RPs (room parents). Include room parents as needed.

 3.) PHONE TREES.  The HRP is responsible for preparing a class roster for your class and confirming that the Information on the “Emergency Phone Tree”, if required, is accurate.

 4.) LICE CHECK VOLUNTEER SIGN-UP.   The HRP is responsible for signing up two parents to assist with lice check at each of the three lice checks during the year.

 5.) WISH LIST.  Teachers may need classroom supplies from time to time and post a “wish list”, or you may want to ask your teacher what he/she needs for their class and you can relay that information to willing parents.

 6.) ATTEND PTA MEETINGS.  HRPs are encouraged to attend PTA meetings to stay in touch with what’s happening at school.

 7.) FIELD TRIP DRIVER SIGN-UPS.  HRPs may be asked to solicit drivers for field trips.

 8.) CLASSROOM PARTIES.  HRPs may be asked to solicit help for set-up, clean-up, activities and donation of food and paper products.

 9.) CLASS FUNDRAISING.  Based on the teacher’s request, organize bake sales, popcorn sales, etc.

10.) FRIENDS OF THE FOUNDATION REPRESENTATIVE.  Depending on volunteers, you may be asked to find a representative to the Corte Madera Larkspur School Foundation for your class.

11.) HOT LUNCH AND ABSENTEE LINE.   You may be asked to assist the PTA in finding parent volunteers to help with these important jobs. 

12.) TEACHER, AIDE and NONCLASSROOM AIDE GIFTS.  Historically, HRPs have collected a money from parents, usually at winter break and then again at the end of the year, to show appreciation for their teacher and teacher's aide. Last year a new fund for teacher's aides and non-classroom aides (science, music, playground, speech, education, staff, etc) was added. These funds will be separate.

EVERYTHING YOU ALWAYS WANTED 

TO KNOW ABOUT THE DUTIES OF A HEAD ROOM PARENT (“HRP”)
(But didn’t have the time to ask)

1.) ATTEND HEAD ROOM PARENT ORIENTATION. If there are co- HRP’s both should attend the HRP orientation. Here you will meet the PTA and Foundation leaders, get an overview of your responsibilities and have an opportunity to ask any questions. 

2.) COMMUNICATE WITH TEACHER.  During the first few weeks of school arrange a meeting with your teacher to find out what his/her expectations of the HRP and RPs will be.  It is a good idea to include the other Room Parents at the first meeting. Topics to Discuss with your Teacher at outset: 

Classroom Parties: What parties do you have planned, and how can we assist ? Do you want us to prepare sign-up sheets for food contributions and set-up, clean-up help?  

Field Trips: Can we help with field trips?  e.g., sign-ups for drivers? 

Parent Volunteers:  Do you use parents to volunteer in the classroom?  on a set schedule? to xerox? prepare backpack mail? In class garden? 

Communication with Parents: what is your preference for communication with HRP’s, RP’s and families? e.g., email, voicemail or classroom handouts? 

3.) PHONE TREES - The HRP is responsible for preparing a “Non-Emergency Phone Tree” for your class. Please pass around a sign up at Back to School Night to obtain the Information for the class roster.  On the first day of school, each parent will receive through their child’s “backpack mail “ a form outlining their contact information for emergencies and for routine messages. The HRP will let Lyndia in the office know If Information should be updated. 

The “EMERGENCY PHONE TREE” creates a system to contact each parent in your class in the event of an emergency. You will most likely be the first parent on the tree and will need to contact 4-5 other parents who will each contact 5-6 additional parents - thereby disseminating information to the whole class. In order to make this effective, you must obtain a phone number from each of your class parents that will reach a LIVE person in case of an emergency (not voice mail or a message machine.) 

In addition, you will be asked to create a “NON-EMERGENCY PHONE TREE” that provides phone numbers to call whenever some information, or teacher requests (i.e. field trips drivers or classroom news) needs to be passed along to the class parents. In addition to the phone numbers, it is also helpful to obtain e-mail addresses of your parents, since that is such an effective and easy way to communicate non-emergency information.

4.) LICE CHECK VOLUNTEER SIGN-UP- you are responsible for signing up two parents to assist with lice check at each of the three lice checks during the year. This is everyone’s favorite job! You will be responsible for obtaining two parents to conduct a lice check at each of the three lice Check Days throughout the year. You will be notified by the Room Parent Coordinator, and there will be advance notice in the weekly “Pink Sheet” distributed in the backpack mail. Different parents can sign up for each of these all-important checks. Training sessions are available the day of each check, and the school nurse is always available on those days to help with any questions the helpers might have.

5.) WISH LIST. Traditionally, at Back-to-School Night, the teachers will post “wish list” signup sheets for classroom supplies (i.e. paper towels, glue sticks, etc.). Additionally, throughout the year, the teacher may ask for replenishments on these classroom items. Some teachers may be reluctant to ask, so it’s wise to check with your teacher periodically to see if there is anything the class needs. Even better is to post a list in the classroom for the teacher to add what items are needed, and you can relay that information to the willing parents.

6.) ATTEND PTA MEETINGS. Feel free to attend to stay in touch with what’s happening at school so you can pass the information along to the other classroom parents. Not to mention the company and refreshments are great!.

7.) FIELD TRIP DRIVER SIGN-UPS.  Either you or the teacher will put signup sheets outside the classroom to solicit drivers. Alternatively, some teachers may ask you to find drivers, organize the carpools or to fill any last minute cancellations. Please remember that ALL DRIVERS must have a current DRIVER INFORMATION FORM on file in the office before they will be allowed to drive on field trips. Also, you will want to remind parents to provide car seats for their child when necessary. (NOTE: PARENTS DRIVING ON FIELD TRIPS WITH SMALL CHILDREN MUST USE CAR SEATS.)

8.) CLASSROOM PARTIES. -solicit help for set-up, clean-up, activities and food. Once you know what your teacher would like as far as parties throughout the year, you can solicit parents’ help. This is a job that all parents like to participate in, so remember to spread the fun around! All parents may not be able to see signup sheets outside the classroom, so this is a great opportunity to communicate via e-mail. 

9.) CLASS FUNDRAISING- based on teacher’s request, organize bake sales, popcorn sales??, Popsicle sales.- Inevitably, your class will want to help save the Rain forest or raise funds for a special outing and the opportunity for a bake sale or a root beer float sale will arise. Once again, this is a matter of having a group of parent volunteers. Your teacher will arrange for a table to be set up outside the classroom and will probably want to capitalize on a great math opportunity by having the children participate. The teacher will most likely put a signup sheet for baked goods, and you’ll just need two or three parents to help. Most bake sales occur during the various lunch periods, after school on Wednesdays, at Open House or Science Night. Remember to have some “seed” change on hand to start with. Root beer float sales are an adventure in themselves! Usually, you get about 12 liters of root beer (and a few orange sodas) and 3 tubs of Rite-Aid vanilla ice cream. Remember to have lots of cups and 4-5 ice cream scoops. The more helpers, the merrier on this one as they are VERY popular and can get a bit frenzied. Additionally, there is a popcorn machine that can be used

10.) FRIENDS OF THE FOUNDATION REPRESENTATIVE- depending on volunteers, you may be asked to find a representative to the Corte Madera Larkspur School Foundation for your class. This person is instrumental in keeping your class informed on the many aspects of our District’s Foundation- fundraising via the Family Giving Campaign, the Spring Auction and Class Auction Project, Businesses Supporting Schools (providing you with a class sponsor), and Escrip. The Foundation is a vital part of our schools, and the representative will be a great partner for you in your classroom. 

11.) HOT LUNCH AND ABSENTEE LINE - You may be asked to assist the PTA in finding parent volunteers to help with these fun jobs. 

12.) TEACHER, AIDE AND NONCLASSROOM AIDE GIFTS-Historically, HRP’s have collected a certain sum from parents, usually at winter break and then again at the end of the year, to show appreciation for their teacher. Each HRP handles this one differently! Some like to collect a certain sum from parents at the beginning of the year to cover various party expenses as well as holiday and end-of-year gifts for the teacher. Others like to ask for money as the occasion arises. Still others prefer to have the individual parents deal with gifts as they please for either holiday or end- of-year or both. Whichever way you choose, be sure to let your whole class know what you have planned. It’s so nice for teachers’ birthdays to be acknowledged - a card or other small gesture from the kids goes a long way!  So please ask when it is.  Don’t forget to acknowledge the aides that help out in the classroom, too. And, just remember to be discreet and tactful when putting anything in writing.  Fundraising should always be optional and fitting with everyone's financial situation. 

In 2006 a new fund for classroom aides and non-classroom aides such as (science, music, playground, speech, education, staff, etc) was added. So, please plan for these funds to be separate from your teacher's gift. 

13.) TEACHER SUPPORT - It’s a good idea to keep in touch with your teacher on a regular basis and to ask if help is needed. Some teachers may be a bit hesitant to ask. And a pat on the back is always welcome, too! 

Basically, that’s it! By the time this year is over, you’ll have a lot of tips of your own to add. Just remember...no matter what your style is, being a Head Room Parent is one of the greatest jobs you can do for our school, your class and your child-and it’s lots of fun.
