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“Whatever you do, work at it with all your heart, as working for the 
Lord, not for men, since you know that you will receive an inheritance 

from the Lord as a reward. It is the Lord Christ you are serving.” 
Colossians 3:23-24 

 
  
 

 
 
 
  

 



 
 
Dear Room Parents,  
 
Thank you for volunteering to be the Room Parent for your child’s classroom this year!  
We believe that God has called each of you to a leadership role and He is going to do great 
things through you. We encourage you to pray for the teachers, school, staff, and families and 
to be open to the fact that God might call you out of your comfort zone for His greater glory. 
We know for some of you, just saying “yes” to being the room parent might be your first step 
out of that zone.  Know that we are praying for you!  
 
Purpose  
Your purpose as a Room Parent is to support and encourage your teacher, be supportive of 
your class, build unity, and to cultivate an environment where families can connect with each 
other and SCCS through opportunities to volunteer and attend fun events.  
 
Room Parent Meetings  
Room Parent meetings have been prescheduled.  They will follow the PTF meeting held at 
8:45. 
 

● Monday, September 9  
● Monday, October 7  
● Monday, November 4  
● Monday, December 2  
● Monday, January 6  
● Monday, February 3 
● Monday, March 2 
● Monday, April 6 
● Monday, May 4 
● Monday, June 1 

  
 

General Responsibilities 
 
Encourage Your Teacher  
Communicate with your teacher often through actions and words and stay connected — leave 
them an encouraging note, send a thoughtful email, say a kind word.  
 

Building Unity  
One of your responsibilities is to help build unity between parents, school, and teachers. 
Parents will come to you to talk because of your position as Room Parent. Help them feel 



connected to SCCS and the classroom. Remember that sometimes you might not know the 
answer and will need to direct them to the appropriate person. Room Parents have the pleasure 
of getting to know parents in a different way so please be sure to include all families in 
communication, information, and requests for help.  
 
Communicating with Parents  
● You can use email, phone calls, or flyers to communicate with your parents. These are 

great tools to remind parents of upcoming events, items and help still needed for a party, or 
if there is a special situation in your classroom. 

● Class email address lists will be emailed to you to “copy and paste” to keep you from 
having to enter each email address.  

● If you need to email: Please cc Tessa Samuelsen—Principal, in your emails and submit a 
copy of any information you send home to the front desk. When sending group emails, 
please address it to yourself and then put everyone else’s email address on the bcc address 
line. This keeps everyone's email address confidential.  

● It is SCCS policy that school-provided emails, addresses, and phone numbers are for school 
events only and are NOT to be used for personal business.  

 
Please remember that all communication must be provided to all families at the same time. It 
is essential that you extend information or invitations to all parents even if you strongly 
believe they will be unable to participate or would not be particularly interested in the 
opportunity. This standardizes our school communication and ensures that all families have 
equal opportunity to get involved at SCCS. 
 
Please note, it is not your responsibility to manage gossip or “fix” disgruntled parents. Your 
responsibility is to set a good example in these areas by choosing your words and actions 
carefully. If you have concerns, please contact Tessa Samuelsen as soon as possible. 
 

Welcoming New Families  
● We always have new students each year (and new siblings too). Please use your position as 

Room Parent to be welcoming and helpful to these new families, some of whom might 
need a little extra encouragement to feel connected at SCCS. Please plan for a follow-up 
during the school year.  

 
Teacher Birthdays  
● You are responsible for helping the students to celebrate their teacher’s birthday.  
● Plan to make it a special day: singing, birthday treats, birthday sign in the classroom or in 

the hallway just outside, bring them lunch, or a card signed by all the kids—these are just a 
few ideas.  

● A group gift is appreciated, but not necessary 
o When sending out information to your parents suggesting a group gift for the teacher, 

make sure they understand that participation is totally optional and that ALL children 



will sign the class card regardless of their contribution. It’s best if you give your 
parents gift goals.  

o Please be sensitive to the fact that different families have different financial 
situations. Don’t feel like it is your duty to pay the difference yourself.  

o If you are going to do a group gift, allow plenty of time for collecting money and 
signatures on the card.  

● Let the parents know about the celebration if they want to attend, send in a little gift, or do 
something themselves.  

● Teachers have all filled out a “blessings sheet”— a gift idea questionnaire to help you and 
the other parents with gift ideas. We have provided you with a hard copy of your teacher’s 
list. 

● If your teacher’s birthday falls during the summer months, you can celebrate at the end of 
the year or on his/her half birthday.  

● Please communicate with your teacher that you will need class time to celebrate their 
birthday and ask them when to suggest a good time during the day. Please don’t “surprise” 
your teacher with a party. They spend a lot of time planning their lessons so we must 
respect their time.  

 
Parties  
● You are responsible to plan and oversee class parties and events depending on the grade 

level. They include but are not limited to: Harvest/Thanksgiving time, Christmas, 
Valentine’s Day, Easter and Year-End. Please note: Teachers are incredibly valuable in the 
planning process as they know what will work best for their class. Please communicate 
clearly. 

● The specific dates for these parties are decided between you and your teacher if they are not 
part of a larger all-school celebration. 

● Talk with your teacher so you know if they have any expectations or ideas they would like 
you to incorporate into the parties (games, crafts, food theme, etc).  

● Plan early and let the parents know exactly what supplies will be needed and what they can 
do to help with the party.  

● Keep parents updated of the items (or money) you have collected. 
● If your teacher requests a specific craft and the items are not donated, talk with your teacher 

about the situation. Some have supplies from prior years. Many parties are the same from 
year to year and they know what works best.  

● The guidelines for parties are listed below  
o When meeting with your teacher make sure it is a time that is convenient for them 

and does not interrupt their class or planning time.  
o Double-check for allergies to certain foods. If there is a child in the class with food 

allergies, please feel free to include in your email a statement asking the parent 
to send a special snack for that child.  

o Please remember this is a school and bringing younger children with you into class 
can be a distraction for the teacher, the students, and you. Even in a party 
atmosphere, the focus should be on the classroom children and not siblings.  



o Be prepared to scale back the party if some items are not provided. You are not 
expected to purchase whatever is not donated! Scale back and keep it simple.  

o Share responsibilities - you are not expected to do everything! Your job is to 
organize, recruit, and delegate. Your enthusiasm and excitement will be contagious!  

 
Collecting Money From Parents: SCCS Policy 
● The only time you should collect money from parents is for the teacher group gift. 
●  Please don’t request a specific dollar amount from each family, but leave it open for them 

to give what they can/want.  
● Please do not ask parents for money upfront to cover future parties and gifts. The 

responsibility of large sums of cash puts you in a vulnerable position and we want to 
protect you from any accusations.  

● If some parents would prefer to donate money rather than one of the requested supplies, 
that is fine, however, do not ask for it.  

●  It is okay to state in your emails that checks are okay, but cash is preferred. If parents do 
write a check, it should be made out to SCCS.  

● Let them know they should send the cash or check to school in an envelope with the room 
parent’s name in the center and the contributing parent's name in the corner. It should be 
given to their teacher and not brought to the school office.  

● Teachers are aware that money is being collected throughout the year and should be told it 
is coming.  

● Respect the privacy of each person. Acknowledgment of receipt of cash or check should be 
as follows:  

o Canceled checks would be their receipt  
o Cash should be acknowledged by individually emailing class parents stating the 

dollar amount received (best way) OR Send a group email with class parents under 
the “bcc” and no dollar amount stated.  

● Reminders:  
o Contributions for gifts are strictly a personal matter.  
o Some can’t contribute and that is ok 
o Some choose not to contribute and may purchase their own gift.  

 
Teacher Appreciation Week 
● Every year, PTF creates an amazing teacher appreciation week. During that time period, 

PTF will be calling upon Room Parents to help promote and encourage parents to bless 
their teachers. 


