Example Follow up letter after Back to School Night

August 17, 2008
Hi ____ Class Parents, 

We’d like to introduce ourselves, our names are ___ (___’s mom) and ___ (___’s mom) and we will be serving as co-Head Room Parents for Ms. ____’s class.  As Head Room Parents we act as liaisons between you and both Ms. ___ and the Parent Teacher Association (PTA).  

We’ve included a class calendar (to be updated as things get added or change), class roster and a PTA membership form.   We hope you find them helpful. 

We will be following up with an emergency phone tree in the next couple of weeks. The emergency phone tree provides contact numbers for everyone and will be used only to disseminate important information in case of emergency or a missing child.  Please let us know if any information is incorrect or incomplete. Thank you. 

Classroom Volunteers.  Thank you to all of you who are volunteering your time in the classroom.  Our kids are so lucky to have you and Ms. ____ really appreciates your help.  We have attached a class schedule that will be updated with the parent volunteer information in the next couple of weeks.  ____ will be working on the volunteer schedule and contacting the parents personally this week.  If you can’t make an ongoing commitment but would like to help in the classroom occasionally you can serve as a back-up.  Sign-up sheets are at the front entrance.  

Pick Up Log. Please make sure Ms. ____ sees you (or your pick-up person) at pick up and fill in the notes log (by the door as you enter the classroom) if someone other than you will be picking up.     

Classroom Parties.  Ms. ____ has some fun things planned for our kids this year.  The Halloween party is fast approaching and Harvest Feast (around Thanksgiving) and the Holiday party will be here before we know it.  We’ll be recruiting volunteers to help set up/clean up, bring munchies, etc. as they draw near so please keep your eyes posted for sign-ups.  

Unofficial Events.  We’ve also put together a few non-classroom socials that we hope you will enjoy.  The first is a standing lunch/playdate from 2:30-3:30 at Corte Madera Town Park the first Friday of each month (first one to be held October 6th).  Next, a mom’s night out at Marin Brewing Company on Thursday, September 28th at 7pm (or anytime thereafter).  And, possibly a class picnic in the Spring. These events are all “unofficial” and as such are not sanctioned by Neil Cummins.  Please feel no pressure…these events are just for fun.

PTA.  We are off to a great start in terms of PTA membership.  The PTA will throw our class a baseball themed party if we are one of the first three classes to reach 100% membership.  The dues ($20 per family) are used to buy classroom supplies and to fund important programs like field trips, art instruction, campus improvement, assemblies & parent education.  Please join and help win our kids a party.  

Fundraising.  As mentioned at Back to School Night, we would like to invite anyone who is interested in contributing to the class fund to do so in an amount that works for your family.  The Class fund will cover things such as wish list items, class store items, auction project, staff appreciation, class yearbook (not the school yearbook), and end of year class gift.  We’re trying to get most of the fundraising done at the beginning of the year so we don’t have to nickel and dime you throughout the year.  People have asked for a guideline, so we’re telling folks - $___ a family. However, please do not feel pressure that you have to contribute at all or that you have to contribute a minimum amount. We’ll take any amount $5 - 200. The ideal would be to get 100% contribution at whatever dollar amount.  We will keep an accounting of where the pooled money is going and periodically report back to everyone where we are with the fund. If we do have to ask for money again, it would most likely be at the end of the year.  Please make checks payable to ____. A box is located by the front door.  

Communication.  Our primary form of communication will likely be through email, so thank you in advance for providing email addresses for communication. We understand that many folks are using work email sites and we will try to minimize our communications to you by pooling information together in one email. All email will include “____ Class:” in the re: line to minimize confusion with multiple class families.  We promise not to overwhelm you with email! If you do not have an email address, please let us know the best way to contact you regarding classroom information. We are happy to leave hard copies in your child’s folder and/or call you directly. 

We look forward to getting to know you better and to a great __ grade year.  Please feel free to contact us with your ideas, questions, or concerns.  

Sincerely,  Co-Head Room Parents
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