Room Parent Job Description
Barnard Elementary

Overview
Every classroom at Barnard needs at least one dedicated room parent whose job is to coordinate class events; facilitate communication among the PTA, the teacher, and the parents in the class; and to provide assistance to the teacher as needed. Volunteers for this role are solicited at the start of each year. Co-room parenting is encouraged to help spread the workload.  

Job duties
· Attend monthly room parent meetings. These meetings are typically held in the mornings at the school.
· [bookmark: _GoBack]Regularly communicate with the parents in your class (typically via email); distribute calendar and event information; remind them of upcoming events; relay information from the school administration, teachers, and the PTA.
· Solicit volunteers for class and school-wide events, including:
· Jog-a-thon (Nov)
· Lunar New Year (Jan/Feb)
· Kindergarten and/or 5th grade promotion (as applicable) (June)
· Art, science, and movie nights 
· Field trips
· And more
· For the school’s Lunar New Year festival, each class will need to arrange and staff at least one booth. This includes creating decorations and signage; procuring supplies; and, arranging appropriate volunteer coverage for the day of the event. The PTA will provide guidance and support. 
· Oversee the class art project for the Lunar New Year art auction.
· Collect photos of the class from each event and from everyday life in the class; you will be asked to provide photos for the yearbook at the end of the school year.
· Support the teacher in-class as needed. Many teachers request volunteers to come into the classroom on a weekly basis to help with administrative work. The room parent does not need to do this him/herself; he or she can create a sign-up sheet to solicit participation from other parents in the class.
· Maintain a list of cleared volunteers with the school administration so approved parents are able to volunteer in the classroom and on field trips.
· Arrange the kinder and 5th grade promotion ceremonies and receptions (as applicable).
· Coordinate class gifts for teachers as agreed upon by the class. Typical occasions include winter holidays and end of the school year. Some classes opt to give gifts for teachers’ birthdays. All gift giving is optional.

Some room parents find it helpful to create a Shutterfly site to manage all of the above duties.  

Other requirements
· If the room parent intends to volunteer within the classroom, he or she will need to be cleared as a volunteer with the school. This requires proof of TB test from your local clinic/doctor from within the last four years and a background check administered by the school.
· If the room parent is present in the classroom for any academic or disciplinary interactions between the teacher and his or her students, they are to be kept private. Volunteers are required to sign a confidentiality agreement.
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