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What is a room parent? 
What are my responsibilities?

Thank you so much for volunteering as the room parent in your child’s class. This is such
an important job – one that’s truly appreciated by teachers and students alike. 

The room parent has two primary responsibilities: 

1. Making sure your classroom has a Harvest party in October.
2. Making sure your classroom has a Holiday party in December. 

Room parents sometimes take on the additional duties, but that’s up to you. These tasks 
include: 

1. Organizing a group gift for the teacher during the holiday season.
2. Organizing a group gift for the teacher at the end of the year.
3. Helping the teacher organize an end-of-the-year celebration for the class. 

Getting started

In a separate attachment within the email in which you received this packet, you will find
a sheet listing the names, email addresses and phone numbers of parents who signed up to
help with the Harvest and Holiday parties in your classroom.

You should contact the “party planners” for the Harvest party as soon as possible. Please 
decide if you plan to help with the party planning or if you want to turn the responsibility 
over to the party planners. Also, please make sure that your party planners all receive a 
copy of this packet as well.  It will help them with their party plans. 

Finally … please contact your teacher to get a current class list and to find out if there are
any food allergies and/or dietary restrictions in your classroom. Make sure you note these
on the class list and share the information with your party planners. 
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Harvest Party

Thursday, October 29th
Parade:  2:15 p.m.
Party:  2:30 p.m.

Each year, every classroom at Indian Run has a Harvest Party on or near Halloween. The 
room parent and/or party planners plan the Harvest party for their respective classrooms. 
The parties include at least 1 game or craft and a sweet snack as well as 2 healthy snacks 
and a beverage. Please ask your teacher if there are any food allergies. The party will 
immediately follow parade. 

Morning kindergarten – The morning kindergarteners will have their own costume 
parade, starting at around 10:15 a.m. Their party will begin after the parade at 10:30 a.m.
As mentioned above, please find out from your teacher when you should end the party. 

Tip: In the younger grades, you might want to bring an extra costume or two in case a 
child forgets his or doesn’t have one. 

Holiday Party
Thursday, December 18th

2:30
The room parent and/or party planners plan the holiday party for their respective 
classrooms. The parties should include at least 1 game or craft, food (1 sweet snack and 2
healthy) and a drink.  Please ask your teacher if there are any food allergies.

Note: We have a very diverse population at Indian Run Elementary, and our students 
come from a variety of cultures and faiths. Many of our students do not celebrate 
Christmas, particularly in a religious way. So please be mindful to keep the holiday party 
non-secular by avoiding icons, songs, etc. that promote specific religious beliefs.  

Morning kindergarten – The schedule for the morning kindergarten is different from the 
rest of the classes. Their party will begin at 10:30. 
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End-of-year celebration

Many teachers like to have some kind of end-of-year celebration on one of the last days 
of school. Some time in mid-May, ask your teacher if he/she plans to have an end-of-year
party and, if so, if he/she would like help from parents. While some teachers like to plan 
and host their own parties, others like parental help. If your teacher wants help with a 
party, send a short note home to parents asking for contributions as well as help at the 
party. 

Your teacher will decide the best day and time for the party, if he/she has one at all. 

Teacher gifts

Traditionally, room parents take the responsibility of getting their teachers a class gift for 
both the winter holiday and the end of the school year. While this is not required, it’s 
certainly a nice gesture, since many families want to give the teacher a gift but prefer the 
simplicity of contributing to a group gift. 

On the following pages, you’ll find sample letters requesting donations for a class gift. 
Some room parents prefer to ask for a specific amount of money, others prefer to request 
any amount. As room parent, you do what’s most comfortable for you. Try to make it 
easy for the families to respond. Many room parents include self-addressed envelopes 
with the solicitation letter. That way, parents can send their contribution in the envelope 
back to school with their student or through the mail. 

Gift certificates have become very popular gift ideas. Many classrooms collect gift 
certificates instead of cash. But some room parents think it’s nicer to give the teachers’ 
one large gift certificate rather than small gift certificate to 15 or 20 different places. 
Some parents also like the idea of giving gift certificates to two or three places. That way,
the teachers get a little variety – and a larger denomination. 
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Sample letter #1

Dear Parents of (Teacher’s Name) Students:

There’s no better time than the holiday season to thank the many people who play 
important roles in our lives. I think it’s fair to say that (Teacher’s Name) is one of those 
people. Based on my son’s comments and my own observations, (Teacher) has done a 
wonderful job this year with our children. I think it would be nice to show her how much 
we appreciate her efforts and value her as a teacher. 

As room parent for her class, I’d like to get a classroom gift for her.  If each student 
would contribute $10, we’d be able to give her several generous gift certificates to some 
of her favorite places. Of course, any amount would be most appreciated. The gift will be
from everyone in the class, regardless of your contribution amount. The children will 
present the gift to (Teacher) during the holiday party. 

If you’d like to contribute, please send your donation to me in the enclosed envelope by 
(deadline). You can either return it in the mail or send it back to school with your child. 
Don’t hesitate to call me at XXX.XXXX or e-mail me at XXXX@XXXXX if you have 
any questions.

Sincerely,

Name
Room Parent
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Sample letter #2

Dear Parents of (Teacher’s Name) Students:

Hi, my name is XX and I am the room parent for Mrs. XX class. 

I have already started my first responsibility – planning the Halloween party for our class.
I want to thank XX and XX for serving as party planners with me. We’re ready for a fun 
party! But we still need a couple of more people who can contribute items for the party, 
so please call or e-mail me if you can help. My phone is xxx.xxxx and my e-mail is 
xxxx@xxxx. 

Even though we haven’t had our Halloween party yet, I’m starting to think about the 
holiday party and classroom gifts for Mrs. XX. I think it would be nice to give Mrs. XX a
gift from the class both at the holidays and at the end of the year. This year, I’d like to ask
everyone in the class to contribute money just once for both of these gifts. That way, I 
won’t have to bother you again in the spring. 

If you’d like to participate in a classroom gift for Mrs. XX for the holiday season and for 
the end of the year, please send your contribution to me in the enclosed envelope. You 
can either send it back to school with your child, or you can stick a stamp on it and send 
it to me in the mail. 

I suggest an amount of $20 per family – that’s $10 for each gift. If everyone contributed 
that much, we could purchase some terrific gifts for Mrs. XXX. Of course, any amount 
would be appreciated, and you’re under no obligation to contribute at all. The children 
will present the holiday gift to Mrs. XXXX at their holiday party on Dec. 21. 

If you’d like to contribute, please send your donation to me by DEADLINE. And if you 
have any questions or gift ideas, call me at XXX.XXXX or e-mail me at 
XXXX@XXXXX.

Sincerely,

Name
Room Parent
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Sample letter #3

Dear Parents of (Teacher’s Name) Students:

Happy holiday season! 

As room parent for Mrs. XX’s class, I’d like to collect for a classroom gift for her. She’s 
been such a wonderful teacher this year, and getting her a gift from the class would be a 
nice way to show our appreciation. 

I know she enjoys shopping at Pottery Barn and I thought some items from United Art & 
Education for the classroom would be nice. If everyone would contribute cash, I’ll 
purchase two gift certificates for her from these stores. 

You can contribute any amount you’d like toward the class gift. If you’d like to 
contribute, please send your donation to me in the enclosed envelope by (deadline). You 
can either return it in the mail or send it back to school with your child. Don’t hesitate to 
call me at XXX.XXXX or e-mail me at XXX@XXX if you have any questions.

Thanks so much! 

Name
Room Parent
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