( P.S 101Q Class Parent Info Packet 2011/2012 (
Class List:  We are introducing an entirely new process to provide class or grade-wide lists.  This year an information form will be included in the school’s Welcome Packet.  Class Parents will be provided with a list of their class families with contact information provided from the previous year as an excel document.  The Class Parent's job will be to verify accuracy and incorporate new information.  Make edits as necessary, provide your teacher with copies for distribution in the children’s backpacks and provide the P.A. with any additions/corrections.  Please generate a group e-mail list for your class.

Class Liaison:  Class Parents (there can be more than one per class) act as liaisons between the Parents’ Association and the parents in your individual classes.  Sometimes teachers request that one parent be designated the person they deal with on a regular basis (a “point” person) because they find it easier.  Other responsibilities, like collecting and maintaining a class fund, organizing class events, communicating information from the teacher to families, etc, can be determined amongst yourselves as to how you want to divvy up the responsibilities.  Your participation in P.A. Meetings is encouraged so that you can update people when they can’t attend a meeting or have unanswered questions.  

Class Funds:  Having a class fund needs to be cleared with your child’s teacher beforehand.  If they are unsure, help them to make a “wish list” to give them a sense of how a class fund could benefit them.  Once your teacher has given you permission, please abide by the following guidelines (and see SAMPLE form below):  

· Voluntary contributions are collected and managed by class parent(s).  Teachers cannot hold the money collected.   Teachers may provide receipts for reimbursement or request specific items for the class parent to purchase. 

· Any request for monetary contributions must be VOLUNTARY.  

· No specific dollar amount per family may be suggested in writing.   

· Any money collected is used to benefit the entire class equally. 

· Class funds may be used to cover unexpected expenditures throughout the year, make special projects possible, or to help cover miscellaneous expenses such as tips and tolls for class trips.  Most standard classroom supplies can be replenished through the school – please check with the office before using class funds for such items. 

Teacher Gifts:  If you choose to coordinate the giving of a class gift, the same rules for collecting a class fund apply to teacher’s gifts (see above).  We suggest that cards on group gifts state: “From the class” rather than from individual parents.  Please be understanding of families who may not be able to give for various reasons.

Birthday Parties in Class:  Small treats (e.g. cupcakes or munchkins) may be brought in from home on a child’s birthday. No goody-bags at birthday parties please (school policy). Parents are welcome to come in and read a book – please check with your child’s teacher to arrange a time. Please also consider donating a new book to your child’s classroom library in honor of his/her birthday. A special book plate will be created and affixed to the inside front cover, acknowledging your donation and giving the name of your child.
Steps to take when parents have concerns about their individual child:  Instruct the parent to contact the teacher.  If the concern is not resolved, the parent should contact our Parent Coordinator Randy St. Germain for direction.  If the issue is still not resolved, the Asst. Principal and Principal should be contacted accordingly.

General class concerns:  If many parents in your child’s class are experiencing the same difficulty or have an overall concern, we ask that you inform the P.A. in writing so that we can help advocate for you.  In an effort to express your class’s problem accurately, please e-mail or submit written summaries to the P.A. Executive Board.  If you choose to write to the School Administration directly, please cc the P.A. (pamail@pa101.org) or we cannot help you.  All parents are welcome to join in weekly P.A. Executive Board meetings if they would like to discuss an issue.

Major gifts: We encourage parents to give major gifts through the P.A. fundraising campaign in order to meet the specific needs of the school.  The P.A. and the principal work closely in assessing the school’s priorities.

Recruiting Volunteers:  The Parents’ Association needs many volunteers throughout the year (see list below).  We need the Class Parents to recruit volunteers, and let them know how important it is to participate in the various school events.  As a Class Parent you can help identify the parents in each child’s class who would be willing to help, but aren’t always sure how to get involved.  The more parents we have on committees, the better our events will be.  We need the Class Parents to serve as an extension of our organization, to reach out to parents and welcome them into the P.A. Community, and to serve as a voice for the Parents’ Association. 

( We Need Your Help Encouraging Volunteers for: (
· 2-3 Head Checkers per class

· Leveling Books and organizing class room libraries – Library Committee

· Greeters at Parent/Teacher Conferences

· Set-up and Clean-up help for various dances/events throughout the year

· Help for Book Sale, Holiday Sale, Picture Day, etc.

( Class Party Guidelines (
· It is your child’s teacher who decides whether or not to have class parties and whether the parties are open to parents.

· Please communicate with your Classroom Teacher before sending out any Party Memos.  Individual teachers may have different party policies. Different grades may have different requirements for parties.  

· The party memos in this packet are samples only; they may be adjusted to suit your class’s needs.
· Please note that as students enter the upper grades, parents may be asked to attend parties less frequently. 
( Good Party Planning (
· Leave plenty of time to plan (about 2 weeks)

· Talk with your teacher (make sure he/she approves of the plan)

· Find out if parents are invited

· Find out if Class Parents are needed to set-up and clean-up

· Call parents and verify that they will be sending in the items they’ve indicated

· Try not to duplicate items – ask someone to bring in a different item if you think you will have too much of one thing.  Sample sheets are provided to help minimize duplicate items.

( Remember to Have Fun! (

SAMPLE OPENING LETTER TO CLASS FAMILIES
__________, 2011

Greetings Parents!
Your class parents for this year are _________________.  We hope to be of service to Teacher’s Name(s) in ensuring that he/she/they receive the support and resources they need to succeed in the classroom.  
Some things to consider:
We expect to have 3 voluntary monetary collections throughout the year: the Class Fund (collection now), and 2 gift collections for our teacher(s) that take place in December and at the End of School Year Appreciation Collection (in June).  
Class Fund:  We are accepting contributions to this fund now.  The class fund helps supplement classroom supplies, including art supplies, celebrations, prizes, miscellaneous class trip expenses and community projects.  We will maintain the monies we collect now to cover these expenses for the school year.
Please fill out the form below and include it with your voluntary donation (cash only) in the envelope labeled “Class fund” and return in your child’s folder by ___________.  Any amount is appreciated.

As you consider your donations, please keep in mind our class has ____ families.  

P.A. meetings: 1st Wednesday of the month, either at 7 P.M. or at 8:45 A.M. (check calendar). 

Class Directory:  STATE THE STATUS OF THIS, WHETHER IT’S ALREADY BEEN DISTRIBUTED OR WILL BE SOON.
Lots of valuable information at www.pa101.org (P.A. website) and www.ps101q.org (school website).
We look forward to a great year of learning and growing for our children, and a community-building experience for us all.
Best regards,

CLASS PARENT NAME(S) and contact info (e-mail and/or phone #)
Child’s Name: ______________________________________

I would like to contribute to the Class Fund:            Y / N

Enclosed amount: ______________________________

Please return this form in your child’s backpack  in the envelope labeled “Class Fund.” 

                                                                         SAMPLE
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THANKSGIVING CELEBRATION

TEACHER NAME AND CLASS
       ALL ARE INVITED

    DATE & TIME
Suggested List of Items (PLEASE e-mail NAME AND  E_MAIL ADDRESS or send this form back via your child’s backpack by DATE):

I will bring in (please ( 1 item):


Child’s name 
· Turkey 


_______________________________

· Gravy 


_______________________________

· Stuffing 


_______________________________

· Cranberry Sauce 
_______________________________

· Corn 


_______________________________

· Mashed Potatoes 
_______________________________

· Sweet potatoes 

_______________________________

· Rolls/butter 

_______________________________

· Peas 



_______________________________

· Carrots 


_______________________________

· Squash 


_______________________________

· Pumpkin Pie 

_______________________________

· Squash Pie 

_______________________________

· Homemade cookies 
_______________________________

· Bottled Water 

_______________________________

· Apple Juice boxes 
_______________________________

· Thanksgiving-theme cups/plates/knives/forks/napkins (for 50)___________________
· Other family favorite _______________________________

· Centerpieces for kids’ tables 
_________________________________________

WE WOULD LOVE FOR PARENTS TO VOLUNTEER TO BRING IN A HOME-COOKED TURKEY AND THEIR FAVORITE FIXINGS –

11 AM Set-up for Party – volunteers to meet in CLASSROOM #
Please bring in any items that need to be served warm at 11 AM and not with your child since there is no way to reheat.  Please include serving utensils!!!!   If more than 1 person volunteers for the same item, you may be asked to bring something else in.  Thanks for making this a great holiday for our children!

 


SAMPLE     

     Writing Celebration/Holiday Party
TEACHER’S NAME AND CLASS
     ALL ARE INVITED
DATE AND TIME
Hello Parents! The children are getting very excited to share their writing project with family and friends.  Treat sign-up is below.  We will also be presenting their teachers with a class holiday gift.  There is still time to be included in the gift if you want.  Just fill out the form below and return it in an envelope labeled with your child’s name and “Return to CLASS PARENT NAME” by DATE.  Participation is completely voluntary and the collection will be divided equally between the two teachers.

Warm regards,

CLASS PARENT(s) NAME AND CONTACT INFO
Suggested List of Food Items (PLEASE send this form back in your child’s backpack OR respond via e-mail (E-MAIL ADDRESS) by DAY AND DATE)
I will bring in (please check 1 item):
□
Cheese

□
Crackers

□
Fruit
□
Holiday baked goods (please specify)

□
PLATES for 45

□
NAPKINS for 45

□
Cups (hot and cold) for 45

□
DRINKS:  Water, Juice, Hot apple cider 
Thanks for making this a great Holiday Party for our children!

Parent Name: _____________________________________

Student Name: ___________________________________

I would like to contribute to TEACHER(S) NAME(S) class gift:            Y / N

Enclosed amount: ______________________________
�








