Apollo Beach Elementary Room Representative Program
Thank you for volunteering to be a Room Representative for the 2017 - 2018 school
year. We are excited about all the positive things that are happening with the Room
Representative (Rep) Program and are happy that you have chosen to be a part of it.
As the primary liaison between the teachers, PTA and the parents, Room Reps initiate
and promote the team effort that ABES strives to achieve. The role of Room Rep is vital
in organizing the various social functions and classroom obligations throughout the year.
We truly appreciate your commitment to the students, the teachers and the school.
Confidentiality is one of your most serious responsibilities as a Room Rep. It is an
important obligation to protect each student’s right to privacy. Information or
observations about individual children are to be kept confidential. If you observe or
perceive a problem with any student, please only notify the student’s teacher or
administration.
Communication is the key to being an effective Room Representative:
● communicate with the teacher to understand his/her needs
● communicate with the parents so they can volunteer to help meet those needs
The information included in this binder should provide a clear outline of the various
Room Rep duties, as well as general guidelines for carrying out these duties. In addition,
we have provided sample letters, forms, and a copy of your teacher’s “Favorite List” to
help you with gift ideas for your teacher throughout the year.

Room Representative Responsibilities
Meetings & Introductions
● Set up a meeting with your teacher to discuss expectations/volunteer needs and
ideas for the upcoming year. During your meeting, give your teacher the
opportunity to tell you how he/she works best with a Room Rep. Some teachers
have very specific plans they wish to implement; others appreciate a Room Rep
to take the initiative and plan activities within certain given guidelines. Please be
mindful that a teacher’s day is extremely busy and all meetings need to be held
before or after school, as they cannot be interrupted during the school day.
● Shortly after meeting with your teacher, contact any remaining Room Reps from
your classroom to review teacher’s needs.
● Draft a letter to all parents, introducing yourself. Make sure you include your
contact information and if possible any upcoming volunteer activities. A sample
letter has been provided for you.
● Have the teacher approve the letter prior to distribution.
● Once approved, make copies of the letter and place in the teacher’s mailbox for
distribution to the children in the classroom.

Class Directory
● Send home a classroom information form to each student in the class for the
purpose of sharing information, organizing class celebrations, grade level events,
and school-wide events.  A sample is included.
● You must obtain permission from each student’s parent before you can include
them in the Class Directory.
● Once you have compiled the Class Directory information, you will need to make
copies for each parent to be distributed by the teacher.
● The Class Directory is for communication among families of your classroom only
and not for public knowledge.

Delegate Responsibilities
● Your job as a Room Rep is to coordinate. You shouldn’t do or provide everything
yourself. It is very important that you try to include all parents, who are able and
willing to help, in as many activities as possible. It is vital that no parent feels left
out of an opportunity to benefit the classroom.
● No one expects the Room Rep to do everything or meet all the needs of the
classroom.  Being a Room Rep should not be overwhelming or a financial stress.
● When you call/e-mail parents for volunteer help, go through the class list in
rotation so the same parents are not always being asked. Try to offer
opportunities to all parents equally.
● It is the Room Rep’s responsibility to meet with the teacher and relay all
necessary information to the remaining room parents.

Correspondence
● Any correspondence you wish to send home, must have the teacher’s and/or an
administrator’s approval.
● If for any reason you are no longer able to fulfill your Room Rep obligations,
please let the Room Rep Coordinator know as soon as possible so that we can
find a replacement.
● If you are expected to volunteer, but cannot be present, please arrange a
substitute. If you cannot find someone to fill your position, please notify your
child’s teacher in as soon as possible.
● Names, phone numbers, email addresses, and street addresses provided to you
by the teacher and/or the PTA are for the purpose of soliciting help/volunteers
ONLY and are not to be used for private matters and/or public use.
● Contact new parents as they move into the classroom. Introduce yourself as the
Room Rep and as a contact for classroom information, opportunities to
participate in the classroom, etc.
● Please notify teacher in advance which volunteers are coming in for a specific
event or activity

Classroom Supply Donations
● Some teachers may need additional classroom supplies, in addition to the ones
that were brought in the first day of school. Please have a system in place so
that the teacher can let you know when more supplies are needed so that you
can contact classroom parents for donations.
● Make a list of each parent’s donation. Try to call a different group of parents
each time donations are needed so the same parents are not being asked to
send something every time. There will be some occasions that ALL parents may
need to be contacted for donations such as classroom celebrations, grade level
events, school-wide events, etc.
● Please speak to your teacher prior to asking for a whole class donation.
● Make sure the parents understand that donations are OPTIONAL – NOT A
REQUIREMENT! You can encourage participation by explaining that the more
parents who participate will help to make the donation needs as nominal as
possible.

Classroom Celebrations
● The teacher sets the policy for his/her particular classroom celebrations. Once
the teacher lets you know what the plan for his/her classroom is then you can let
him/her know that you would be happy to contact the other parents to arrange
for any items that may be needed for the celebration or event.
● Please be careful asking for money from parents; it is better to ask for specific
items (ex: plates, napkins, cups). If a parent offers to send in money to assist
with purchasing items for a celebration, you must use it for that purpose only.
● Make sure that you contact all interested parents to fill volunteer needs for
classroom celebrations. It might be helpful to send a reminder letter to parents
one week prior to the event indicating the items they said they would
contribute.
● Remember that the classroom teacher may want to handle classroom
celebrations on his/her own. If that is the case, than you can offer to recruit help
or make a list of donated items as they come into the classroom.
● Please try to provide a variety of food at classroom celebrations. It is suggested
that you balance the number of sweet items with some healthy choices as well.
Make sure you are aware of any allergies within the classroom before soliciting
food donations.

Teacher Gifts
● Traditionally, 2-3 times a year, Room Reps may choose to a do a classroom gift
for teacher birthday, winter holiday and Teacher Appreciation Week. At these
times it is okay to send home letters to give parents an opportunity to contribute
to group teacher gifts. If you receive money from parents, it is your
responsibility to let them know what you plan to purchase with that money.
● Alternatively, classes have also chosen to have individual students give their
teachers gifts on these occasions. Options for individual gift giving are: to give
each parent a copy of the teacher’s favorites list and allow them to send in a gift
if they wish, have the students make something for the teacher (ex: card, craft,
etc.) or request small items be sent in to create a gift basket for the teacher.
● No matter which type of gift giving your classroom decides to do, NO CHILD
SHOULD FEEL LEFT OUT! Room Reps should never go to the classroom and have
only the students who contributed to a gift sign a card. If you have a card to be
signed by the class, all students should get to sign the card. If you wish to give
the teacher a card with the names of the students who contributed, then the
card must be filled out by you only.
● Listed below are some ideas for teacher gifts:
o Gift certificates to restaurants, department stores, book stores, etc.
o Flowers, desserts, and/or lunch brought into school
o Classroom supplies
o Child created artwork
o Recognition on the school marquis
o Items selected from the Teacher’s Favorites List

Teacher Appreciation Week
● Teacher and Staff Appreciation Week is scheduled for May 7 – 11. The goal
of this week is to let our teachers & staff know how much we appreciate
them. The Teacher Appreciation Chairperson & her volunteers will have
activities going on every day during this week. Room Reps may be asked to
go into the classroom at least once during this week to coordinate an activity
or cover a classroom.
● If you are unable to commit to helping during Teacher Appreciation Week,
please contact another parent in the classroom who you think will be willing
to help or contact the Room Rep Coordinator. It is always a good idea to
have at least 2 – 3 parents in the classroom to assist with craft activities, so
you may want to call other parent volunteers to assist you with this task.

Activities
● If your teacher has asked that you come in to make a craft or other activity with
the classroom, ALL students should get to participate, unless the teacher
indicates otherwise. For example, if you plan to do a holiday craft or activity and
you or the teacher requested that each student bring in an item to contribute to
the craft, there may be some students who can’t or won’t bring an item in.
These students should     still be able to participate in the activity.
● It is always a good idea to ask parents to bring in extras so that no child feels left
out of an activity. The same guideline would apply if children were asked to send
in money to cover the cost of the craft or activity.

School and/or PTA Sponsored Events
● Room Reps will be asked to coordinate activities and decorations throughout the
year for various school-wide events.
● Events and some of their needs are listed below:
o Fall Festival – Help solicit volunteers.
o Grade Level Performances – Organize costumes, decorations and
communicate to Room Families what is planned for the performance.
(This varies based on teacher and grade level.)
o Field Day – All kindergarten through fifth grade students participate in
this event held in the spring. The field is set up with stations that
students move to in friendly competition with their classmates. Room
Reps will be responsible for organizing volunteers to work stations, as
well as, solicit donations of water, popsicles, and other supplies needed.

Field Trips
● Some classes have annual field trips that require coordination and participation
from parents. Other field trips may be announced prior to the date, needing
minimal parent involvement.
● Room Reps are not required to attend field trips, but they may be asked to solicit
volunteers.
● Parents that are unable to help out at the school on a regular basis are usually
very happy to participate in chaperoning a field trip when given the opportunity.

Tutoring and/or Enrichment
● Each teacher will need to contact you directly regarding tutoring and/or
enrichment activities with their students
● An example of a Tutor Schedule has been provided if the classroom teacher
wants the Room Rep to coordinate this program
● Information or observations about individual children are to be kept strictly
confidential. Discuss any specific problems or questions that arise with the
student’s teacher and/or administration ONLY.
● A Room Rep’s role does not encompass answering personnel or academic
questions.  Please refer these subjects to the teacher or administration.

Yearbook
● Every year our Yearbook Committee strives to include as many students in
the yearbook as possible. Please encourage parents to take pictures at
school and classroom events throughout the year and then share them with
the Yearbook Committee.
● Room Reps should solicit someone to be the Class Photographer.
● Guidelines for Yearbook Pictures are listed below:
o Digital pictures are preferred but if you take them from a film camera,
please put them on a CD
o Small group pictures are preferable (3-5 kids)
o The closer the picture, the better
o Try to make sure your child isn’t in every picture
o Vertical and horizontal pictures are needed
o Pictures of teachers and staff are appreciated
o Every day events are just as important as big events

Dear Parents,
My name is (your name), (your child’s name),’s mom, and I will be serving as a
Co-Room Representative along with (secondary room reps name), (child’s name) mom
for Ms.(Teacher’s Name) class.
This year is going to be an exciting year for our children. It is our intent to serve as a
liaison between you and our children’s teacher and keep you apprised of what is going
on in their class. In addition, we will compile a list of individuals who would like to help
out with class parties, activities, and/or trips.
The school's policy is not to give out the children's names and phone numbers. So, we
need your permission in order to compile a class directory which will be used for
communication between parents and students in our class only. Without this
information, we will not be able to contact you directly, in order to coordinate certain
events that will be happening in class. Please fill out the attached form, whether you
are or are not opting to be a part of the class directory, and return it to Ms. (Teacher’s
name)  by [select an appropriate date]
Occasionally, we will give a class gift and we will ask for contributions. Please
understand that no one is obligated to contribute.
Some of the events/duties we may need help with are:
Teacher Appreciation Week
Classroom Projects
Classroom Clerical Work

Class Celebrations/Holiday Festivities
Teacher Gifts

We will be sending home more information regarding specific events as we get closer
to those times.
Thanks in advance for your help! I look forward to meeting each of you as we work
together to help our children have a great year. Please feel free to contact myself or
Leilani if you have any questions.
Thanks,
Your Name
(xxx) xxx-xxxx home
(xxx) xxx-xxxx cell/text
Your email

Co-Rep Name
(xxx) xxx-xxxx home
(xxx) xxx-xxxx cell/txt
Your email

Class Directory Information
Child’s name ___________________________________________________________________________
Parents’ name (s) ________________________________________________________________________
______________________________________________________________________________________
Food Allergies: __________________________________________________________________________
Prefered Phone #: ______________________________  Cell Phone #:
_______________________________
Email address: __________________________________________________________________________
Please check preferred method of contact:
____ Text ____ Call ____ Email
____  I give my permission to distribute my contact information to my child’s class.
____  I give my permission to distribute my contact information to the Room Rep ONLY
____  I would prefer not to share my contact information.
Signed: _______________________________________________________ Date:____________________
Class Directory Information
Child’s name ___________________________________________________________________________
Parents’ name (s) ________________________________________________________________________
______________________________________________________________________________________
Food Allergies: __________________________________________________________________________
Prefered Phone #: ______________________________  Cell Phone #:
_______________________________
Email address: __________________________________________________________________________
Please check preferred method of contact:
____ Text ____ Call ____ Email
____  I give my permission to distribute my contact information to my child’s class.
____  I give my permission to distribute my contact information to the Room Rep ONLY

____  I would prefer not to share my contact information.
Signed: _______________________________________________________ Date:____________________

Dear Parents,
Teacher Appreciation Week is next week, May 7th – 11th.   The PTA will be doing
something every day for the staff and teachers at Apollo Beach Elementary, but we
would also like to honor Mrs. _____  as a class.  Below is the schedule for each day.
Please know that none of this is mandatory.  Every student’s name will be signed by them
on the greeting cards and banners which will hang outside the classrooms.  All gifts will
be presented as gifts from the class regardless of individual participation.  You can
certainly do your own thing if you prefer, it is up to you.  Thanks in advance for your
help.  Please let me know if you have any questions.
Your Name
Your Contact Info.
Monday, May 7th
  – Snack Basket with a class photo custom Tervis mug and each
teacher’s favorite snacks.
Tuesday, May 8th
  – Personalized Stationary Set, including notecards, notebook and pen.
Wednesday, May 9th
  – Photo Album, inside the photo album will be thank you notes
written and decorated by the students (see enclosed).  Please have your child create a card
for both teachers and return them to me by April 29th in the enclosed envelope.  Don’t
forget to have them include their name on it!
Thursday, May 10th – “Her Favorite Things” Tote – Students can bring in one of the
favorite things from their favorite’s lists on the back of this letter.  A monogramed tote
bag for each teacher will be in the classroom for the children to place their goodies in on
Thursday morning.  It can be anything like a candy bar, candle, lotion, or a new book for
the classroom library.  It’s up to you.
Friday, May 11th – Gift Card Day and Sundae Party for the Class! – Each student will
sign the greeting cards for both teachers.  Inside we will include a VISA gift card.  Please
fill free to contribute any amount to the gift card.  You can send in money with your child

in the envelope included with this letter or any sealed envelope to my attention.  Again,
this is not mandatory.

EXAMPLE OF A ROOM REP SUPPLY/VOLUNTEER REQUEST EMAIL:
Hi Parents!
Mrs. Fama is doing a project with our kids this Friday Oct. 6th and needs some supplies. I have sent
out a sign up sheet to your email as: "Mrs. Fama's Class Helpers" from the website SignUp.com.
Please check your spam folders and "accept" it as a known email; as this will be the most common
way we'll communicate about supplies and help she may need for class.
Just a reminder-- you are not obligated to donate anything but if you can help we appreciate it!!
Please check your email periodically as there are more supply requests coming for later in the month.
Thank you for for all you do to make our kindergarteners have a great learning experience!!
As of now Mrs. Fama still needs the following for Friday 10/6:
10 pairs of women's black socks
1 bag of red grapes
1 bunch of bananas (6 total)
2 containers of pineapple chunks
Thank you to those of you who have already signed up to donate supplies. :)
Sincerely,
Shannon Lacey
Daxton's mom

