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Room Parent Captain Job Description

· Post room parent sign-up sheets in/outside all classrooms on first day of school, along with the Room Parent Job Description.

· Place an ad soliciting room parents in the first two Jabberwocks/Jabberlites of the year.

· Collect sign-up sheets at end of second week of school and create a master list of all room parents that can be distributed when necessary.

· Make initial welcoming contact with all room parents and identify a lead room parent from each class.

· Send welcome email to lead room parents with job descriptions attached.

· Suggest that they make an email group for distribution of flyers.

· Reinforce that their job is to contact their room parents to fill requests from the PTO and, if needed, to assist their teacher with supplies, event planning, and parent communication.

· Invite room parents to room parent coffee/orientation

· Distribute a list of room parents, indicating the lead room parent, to the classroom teacher. 

· When PTO requests arise during the year, send an email or notice to the lead room parents and ask them to communicate requests to other room parents, who can then communicate with parents.

· In January, send a note or email to lead room parents and ask them to contact other room parents with a request for any updated family information from parents. Have them ask parents to contact the PTO Directory chair with any updates.

· In late winter, receive packet from Cabot Fair Volunteer Coordinator and work with room parents to solicit parent volunteers for the Fair. Make sure all families are contacted. 









