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Lead Room Parent Job Description

· Sign up to be a room parent during first two weeks of school.

· Introduce yourself to the classroom teacher. Tell the teacher that you are available to assist with supplies, event planning, and parent communication.

· Make an email group of all classroom parents/guardians for distribution of information. Cross check your list with the classroom teacher. Watch for two-household families.
· Check in with classroom teacher periodically and offer assistance. 

· Establish a division of labor with the other room parents (for example, one can send out PTO dues reminders, another Campaign for Cabot reminders; or each can be responsible for communicating with a subset of classroom parents.) When you receive a request from your room parent captain, help as needed and communicate promptly with classroom parents. 

· In January, contact parents with a request for any updated family information. Ask parents to contact the PTO directory chair with any updates and to update their email addresses in order to receive electronic PTO communications.

· In late winter, work with your grade’s room parent captain and other room parents to solicit parent volunteers for the Cabot Fair, according to instructions from the Cabot Fair Volunteer Coordinator. Make sure all families are contacted.

· In grades 3-5, recruit parents for Understanding Our Differences and/or volunteer yourself.

· Work with the PTO co-presidents to communicate the Newton Public Schools no-gift policy. Do not collect money to buy gifts for teachers.









