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(Date) 

 

 

Dear Class Parent, 

 

Thank you so much for volunteering as class parent for your child’s classroom.  This 

is a wonderful opportunity for you to make this school year extra special for your 

child and their classmates. 

 

This handbook is designed as a guide to help you through the year.  Enclosed you 

will find a list of your responsibilities as well as a description of what they entail.  

Also, you will find sample letters and flyers that you may use. 

 

We will be holding two informational meetings for all class parents on (date) at 

(time) in the Poetry Corner and (date) at (time) in the Library to explain your 

role and answer any of your questions.  Please do your best to attend one of these 

meetings. 

 

We also encourage you to attend general PTA meetings during the school year.  The 

PTA Calendar for the next three months can be found in the Class Parent 

Handbook.   

 

Thank you again for volunteering your time as a class parent.  You are an important 

asset for the teacher, the classroom, and the school.  Please let us know if we can 

assist you in anyway. 

 

 

Your Class Parent Coordinators, 

 

K – Multiage  (Name, Phone Number, Email) 

Grades 2-3   (Name, Phone Number, Email) 

Grades 4-5   Nancy Solomon, ncsolomon@earthlink.net 

 

 

 

 



How it Works: 

 

Classrooms generally have 3 class parents, one of which will be the Class Captain.  

Below is a list of activities that the class captain is responsible for. 

 

Class Captain Responsibilities: 

 

 Liaison with the PTA and with the teacher.  

 Meet with the teacher to assess volunteer needs at the beginning of the 

year and periodically after that.  

 Coordinate tasks with other class parents.  

 Obtain class list from the school secretary or class parent coordinator and 

share with other class parents. 

 Update class list when children either join or leave the class based on 

information received from the Class Parent Coordinator.   
 

NOTE: THE CLASS LIST IS A CONFIDENTIAL DOCUMENT.  IT MUST BE USED 

ONLY FOR CONTACTING PARENTS FOR CLASS/SCHOOL ACTIVITIES AND 

NOT FOR ANY OTHER PURPOSE. 

 

In the beginning of the school year, the Class Captain should meet with the 

teacher to discuss: 

 

 How often he/she will need volunteers for class activities.   

 How many class parties the teacher expects to have during the school year 

and what level of involvement he/she expects from the parents.  

 Whether the teacher will be planning activities in the gardens. 

 If there are any children from non-English speaking families and what 

language they prefer to communicate in.      

 Whether there are any children with special diet restrictions or other 

medical conditions in the classroom, which need to be taken into 

consideration when planning events. 

 

NOTE:  For children with special diet restrictions, it might be a good idea to speak 
with their parents and let them know about parties so that they can decide how 
they wish to handle the food situation.   
 

 



 

After meeting with the teacher, the Class Captain should delegate tasks to other 

class parents based on what they have expressed an interest in.  Other Class 

Parent Responsibilities/Jobs include: 

 

1. Volunteer Coordinator:  Recruit and coordinate volunteers for class 

activities. 
2. Garden Coordinator.  Plan garden or outdoor activities with the teacher, 

organize and recruit volunteers for gardening activities. 
3. Treasurer: Collect money for teacher gifts and project/party supplies 

when necessary. 

4. Phone Call Coordinator: Make phone calls to parents of class children to 

inform them about specific PTA/school events.   

5. Party Coordinator: Plan and coordinate class parties. 

6. Social Coordinator: Plan a weekend social event for families. (OPTIONAL) 

7. Photo/Publicity Coordinator: Take photos and/or video of class events 

and activities.  (OPTIONAL)  

 

The Treasurer, Volunteer Coordinator, and Phone Call Coordinator jobs should be 

done by one of the Class Parents.  If necessary, the other jobs can be delegated to 

other parents in the class who have expressed an interest in them. 
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Class Parent Checklist 

 

Beginning of the Year  

 

Class Captain 

 Meets with the teacher.   

 

 Sends out an Introductory Letter to Parents (example attached) 
 

 Introduces self at Back to School Night 

 

 Circulates Parent Sign Up and Volunteer Sheet at Back to School night and 

through backpacks (example attached) 
 

 Distributes Class List and Volunteer sheet information to other class 

parents 

 

 

Garden Coordinator 

 Meets with the teacher to find out if they are planning on planting a fall 

garden 

 

 

Social Coordinator 

 Begins planning a weekend class social (optional) 
 

 

Rest of the Year 

  

 Assists teacher with class projects as needed 
 

 Assists teacher with gardening activities as needed 
 

 Calls families for PTA/school events as needed 
 

 Plans and organizes parties in consultation with teacher 

 

 Collects money for parties, projects and teacher gifts 
 



Volunteer Coordinator 

Using the class list and the volunteer list compiled at the beginning of the year, 

the Volunteer Coordinator should contact parents to volunteer for class activities 

as needed.  Try to give everyone a chance to volunteer.  Your phone call may make 

the difference. 

 

Please try to contact parents about a week in advance of any activity. 

 

NOTE: THE CLASS LIST IS A CONFIDENTIAL DOCUMENT.  IT MUST BE USED 

ONLY FOR CONTACTING PARENTS FOR CLASS/SCHOOL ACTIVITIES AND 

NOT FOR ANY OTHER PURPOSE. 
 

 

Garden Coordinator 

The Garden Coordinator should work with the teacher to plan and organize garden 

activities as needed.  This may include offering suggestions, buying seeds or plants, 

creating a garden sign, recruiting parent volunteers, and overseeing planting or 

other activities with students in the garden.  The Garden Coordinator is also 

responsible for overseeing the weeding and watering of the garden bed. 

 

Tools are located in the locked garden shed.  For the lock combination, please 

contact one of the parents listed below. There is a 4-sided wrench handle on the 

back wall of the shed, which is used to turn on the hose. 

 

If you need help with gardening activities, please call Jane Conrad at 763-8122, 

Barbara Ray at 762-2273, or Maggie Tuohy at 762-3758 for assistance. 

 

For reimbursement of up to $15 for seeds, submit a receipt to the PTA treasurer.  

If your project will cost more, please call Barbara Ray at the number above or 

email her at baray1@verizon.net. 

 

Note: For fourth grade class garden coordinators:  Fourth grade classes will be 

studying New Jersey Habitats in the Habitat Garden.  An orientation will be 

offered by Jane Conrad in September. 

 

 

 

 



Class Party Coordinator 

Every teacher has different ideas about class parties.  Some teachers will have 

several class parties each year, some just one or two.  Most teachers will have an 

idea of what activities they want to include, however a few will want you to plan the 

whole thing. 

 

A few weeks before the party, contact the teacher and go over the specific needs 

for the planned party.  Once you know the requirements, contact parents to 

volunteer their time and/or food and drinks.   The volunteer list compiled at the 

beginning of the school year should be a good place to start when contacting 

parents.  In addition, please try to contact parents who have not had the chance to 

attend any class activities or parties before. 

 

If parents are to be invited to attend the party as guests, please contact them 

either by phone or flyer. 

 

Holiday Parties:  When planning holiday parties in the past, class parents have 

focused on multicultural themes or general winter themes in order to make it an 

inclusive event for all children to enjoy. 

 

 

Photo/Publicity Coordinator 

Classes often give photo albums or DVDs of class events and activities to their 

teacher as an end of the year gift.  If you will be doing this, you will need to 

regularly take photos and/or video, or collect them from other parents in the class. 

 

Photos are also needed for the school yearbook.  Photos and story ideas are 

occasionally needed for the school newsletter and school publicity.  Photos and 

descriptions of garden activities are needed for the new gardening section on the 

school website. 

 

For the newsletter and the gardening section of the website, email any photos, 

story ideas, or project descriptions to Barbara Ray at baray1@verizon.net.  For the 

yearbook, email photos to Fran Saliani at fsaliani@optonline.net.  Email any 

newsworthy photos and story ideas to Ian Grodman at 

igrodman@grodmanlawoffices.com.  

mailto:baray1@verizon.net
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Teacher Gifts 

Classes generally give teachers gifts two to three times per year-  before the 

winter holidays, during teacher appreciation week (May 5-8), and at the end of the 

school year.  Gifts can consist of gift cards, cards, flowers, pictures that the 

children have drawn, cards or other artwork that the children have drawn, photo 

albums of class activities, DVDs of class activities, etc. 

 

If you will be collecting money for a gift, send out a flyer at least three weeks in 

advance, requesting the money as it takes some time to receive it back.  A sample 

gift money request is provided in the appendix.  In the past, these requests have 

usually ranged from $5 to $10 per gift.  Please consult with the class parents in 

your class in order to decide what amount to request. All requests must state 

clearly that it is voluntary to contribute towards the gift.        

 

Also, if your class has a student teacher or an aide, please consider including 

something for them as well. 

 

New Families 

If a new child joins your child’s class during the school year you will be informed by 

the Class Parent Coordinator and given their name and phone number.  The Class 

Captain should call the new family, let them know who the class parents are, and 

tell them about volunteer opportunities and upcoming class events. 

 

Non-English Speaking Parents 

Ask the teacher if the class has any parents who don’t speak English.  Find out 

what language they speak and find someone who can translate flyers and make 

phone calls to them. 

 

Class Flyers 

All flyers and letters that are sent to students and their families need to be 

approved by the Principal.  There are sample flyers in the Appendix, which have 

already been approved by the principal.  For all other flyers, please email a copy to 

our school secretary, Marianne Faugno at mfaugno1@somsd.k12.nj.us and ask her to 

print it out and show it to Mr. Quiles for his approval.  
 

mailto:mfaugno1@somsd.k12.nj.us


Weekend Family Social 

If there is interest among the families in the class, class parents can organize a 

weekend social to give parents and their children the chance to get to know each 

other.  It could be a potluck barbecue at someone’s house, a potluck brunch at a 

parent’s house, a picnic at a park, a bowling party at Garden State Bowl, or 

something else that your class chooses.  

 

If you would like to reserve a spot in a town park for a picnic, call the Maplewood 

Recreation Department at 763-4202 or the South Orange Recreation Department 

at 378-7754.  Permits for school groups are free 

 

  

 

Special Note to Class Parents: 

One thing that makes Seth Boyden so special is the community feel of the school.   

This year the PTA will be making an effort to increase the involvement of those 

families who have not been as engaged in the past.  Class Parents play an important 

role in this.   

 

1)  We are asking class parents to make an extra effort to give all parents in the 

class a chance to participate.  Many parents work full-time and won’t be able to 

volunteer in the classroom, but they might have an occasional day free from work, 

or they might be able to send in baked goods.  Some parents are not used to 

volunteering and won’t volunteer unless they are personally asked.  To try and get 

broader parent base, please use the class list to contact parents for all volunteer 

opportunities.  When you call parents for volunteer help, go through the class list 

in rotation.   

 

2) If there is an interest in your class we encourage you to organize a weekend 

family social for the class.  This will give family members the chance to meet each 

other in a more informal setting and help to build community amongst the parents 

and children at the school.   

 

 

 

 

 

 



Nuts and Bolts 
 

-Any questions should be directed to your Class Parent Coordinator. 

 

-Always put your name, number and email on all class communications so parents 

have a way to contact you. 

 

-Be aware of any student allergies.  If there are any food allergies, please notify 

parents prior to parties. 

 

-Any checks written to the school should be addressed to the Seth Boyden PTA. 

 

-Confidentiality--  It is an important obligation to protect each student’s right to 

privacy.  Information or observations about individual children are to be kept 

strictly confidential.  Discuss any specific problems or questions that arise only 

with the student’s teacher. 

  

-During the school year, you will have to send out flyers.  If you do not have access 

to a printer, you may use the PTA’s risograph.  Please see ―How to make Copies‖ on 

the following page.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you are not able to continue the role as the class parent for any reason, 

please contact your class parent coordinator so that they can ensure that a 

replacement is found. 
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How to Make Copies: 

 

(Remember to get your flyer approved by the principal before making copies.) 

 

We have a PTA room with a risograph machine for copies.  Keys to this room are 

located in the key box in the school office.  The small key opens the hallway door, 

the large key opens the inside door to the PTA room. Please remember to return 

the keys to the box before you leave the school. 

 

The PTA room is located in the lower basement, on the way to the lower gym.  

Enter through the door located on the right, past the first doorway at the bottom 

of the stairs.  The PTA room is the door towards the right with the window.   

 

Always lock the outside door when in the PTA room and when you leave.  If left 

unlocked, children could wander in unattended through to the boiler room, which is 

unsafe for them. 

 

A manual for the risograph machine can be found in the top file drawer of the file 

cabinet. 

 

Paper for your flyers can be found on the lower shelf. 

 

To make copies, follow the directions on the front of the risograph machine.   

 

Record the number of copies you make on the form on the bulletin board in the 

PTA room and file the original in the envelope on the same bulletin board with your 

initials and the distribution date. 

 

Remember to make an extra copy for the teacher. 

 

Put the flyers in the teacher’s box in the office for backpack distribution. 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

Sample Letters  

and Flyers 
 

 

 

 

 

 

 

 

 

 

 

Note: These flyers have already been pre-approved by the principal.  If you use  

           them as is or only with only minor alterations there is no need to have them   

           approved again.   All other flyers must be approved by the principal. 

 



 

(Date) 

 

Dear Parents, 

 

We are writing this letter to introduce ourselves as this year’s class parents for 

(teacher name) class. 

 

During the course of the school year, we will be contacting you from time to time 

to ask your help with various projects, trips and events that are being planned for 

the children.  We would like to include every parent who wishes to help, so if you 

don’t hear from us soon enough, please feel free to give us a call, email us, or send 

us a note through your child’s folder. 

 

Also, please find attached a list of events and activities so that you can mark your 

calendars now for a fun and successful school year.   

  

We hope that you will contact us with any questions or suggestions you may have.  

Thank you in advance for your help.  We are looking forward to a great year for 

the kids! 

 

Sincerely, 

 

 

(Class Captain Name)     (Class Parent Name) 

Parent of (Child’s Name)     Parent of (Child’s Name) 

(Phone Number)      (Phone Number) 

(Email)       (Email) 

 

(Class Parent Name) 

Parent of (Child’s Name) 

(Phone Number) 

(Email) 



Parent List/Volunteer Form  
(to be distributed at Back to School Night and through backpacks)    

 

Parent Name/s: 

 

Child’s Name: 

 

Phone Number:    Email: 

 

 

Are you available during daytime hours to come into class? ___ Yes         ___ No 

 

 

Please check activities that you are interested in: 

 

___  Coming in to help during class parties 

 

___  Coming in to help during class projects 

 

___  Coming in to help during garden activities 

 

___  Sending in food, party supplies, or crafts for class parties 

 

___  Taking photos and/or videos of class events and activities 

 

___  Accompanying Field Trips 

 

___  Coming in to read to the class 

 

 

Would you be interested in participating in a family get together for our class ___ 

 

Would you be interested in hosting  or organizing a family get together for our 

class____ 
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Sample Gift Letter 

 

 

(Date) 

 

Dear Parents, 

 

To show our appreciation for (teacher name) during the winter holidays we will be 

giving (teacher name) a gift.  We are planning on buying (teacher name) a gift 

certificate and a card.   

 

If you would like to contribute to the gift, please send your donation in the 

enclosed envelope in your child’s folder.  The suggested donation is (amount), but 

feel free to give more or less.  Please send your donation in by (date) so that we 

will have time to purchase the gift certificate in time for the winter party.   

 

We will be presenting the gift and card to (teacher’s name) during the holiday 

party on (date.)  

 

Thank you in advance for your donations! 

 

(Class Parent Name)    (Class Parent Name) 

Parent of       Parent of 

(Telephone Number)    (Telephone Number) 

(Email Address)     (Email Address) 

 

 

 

 

 

 

 

 

 

 

 

 



Sample Holiday Party Volunteer Letter 

(Date) 

 

Dear Parents, 

 

We are planning a Winter Holiday Party for our class! 

 

Our celebration is planned for (Day of Week/Date) from (Time to Time.) 

 

Parents will be providing the food, drinks and helping hands for the party.  If you 

can come in and help out or would like to provide food for the party, please return 

this sheet in your child’s folder or call (name) by (date.) 

--------------------------------------------------------------------------------------------- 

 

Name:   

     

Child’s Name:       Phone Number: 

 

___  I can come in and help out in the classroom 

 

___  I would like to send in food or supplies: 

 

 Foods needed: 

 

 ___  Juice or juice boxes 

  

 ___  Plates, Cups, and Napkins 

 

 ___   

 

 

Thank you in advance for your time and donations! 

 

(Class Parent Name)     (Class Parent Name) 

(Telephone Number)     (Telephone Number) 

(Email Address)      (Email Address) 

 

 



Preliminary Fall Calendar 
 

September 

     13-14   School Closed  (Rosh Hashanah) 

18  Back to School Night K-2  

19  PTA Board Meeting  

24  Ice Cream Social—raindate 

25  Back to School Night 3-5 

 

October: 

1   School Photo Day 

8  School Closed (Staff Dev) 

    10     General PTA Meeting 

    17     PTA Board Meeting 

    20    Games Day, 1-3 P.M. 

31 Halloween Parade 

 

 November: 

   1          Half-day (evening parent conf) 

   6          Half-day (day parent conf) 

   8-9       School Closed (teacher convention) 

   13         Half-day (day parent conf) 

   14         Half-day (evening parent conf) 

   14         PTA Board Meeting 

   16         Movie Night 

   19         Picture re-take day 

   21         Half–day (Thanksgiving recess begins) 

   22-23   School closed 

   27-30   Book Fair 

   29        Family Jazz Night 

 

 

 

 

 

 
   

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


