JACKSON ELEMENTARY PTO
Room Parent Handbook
2026-2027

Thank you for volunteering to be a Jackson Room Parent! Room Parents play an important
role in creating an amazing experience for our students, teachers, and families. Whether
it's organizing a class party, communicating important reminders, or helping your teacher
throughout the year, your support helps build the strong community that makes Jackson
special.

Most importantly... You are not expected to do everything yourself. Your job is to
organize - ask for volunteers, delegate tasks, and enjoy the experience!

If you ever have questions, PTO is here to help! Contact Shannon Swanson @
volunteering@jacksonedhpto.org

Your Role at a Glance

As a Room Parent, you serve as the connection between:
o Teacher
¢ Families
e Jackson PTO

Your primary responsibilities include:
e Coordinate classroom parties
e Organize teacher gifts (optional)
e Communicate PTO information
e Coordinate classroom volunteers (if requested)
e Create the Fall Festival class basket
e Support Teacher Appreciation Week
e Help collect yearbook photos when possible

Annual Timeline

Time of Year What You'll Do

August Meet teacher, welcome email, set up communication

September Support Power the Paw, collect donations for parties & Fall Festival Basket
October Turn in Fall Festival basket, Halloween Class Party

December Holiday party & optional teacher gift

February Valentine's/ Spring Class Party

March

April Support Teacher Appreciation Week

May End-of-year Class Party & teacher gift (optional)


mailto:volunteering@jacksonedhpto.org

Your First Month Checklist

(0 Meet with your teacher
Discuss:
e Classroom volunteer needs, expectations & any allergies
e (Classroom party dates

(0 Set up communication
Choose whichever works best for your class:
e Email
e Remind App
e SignUp Genius
Always use BCC when emailing families. Never share class contact information.

0 Send a Welcome Email to Families
Introduce yourself, explain your role, & let families know how you'll communicate
throughout the year.

O Collect optional Room Parent & Fall Festival Basket donations
Make this one ask, be mindful of Power the Paw (8/31 -9/11)

O Pick Fall Festival basket theme (email volunteering@jacksonedhpto.org)

O Put Fall Festival Basket together - due Monday, October 6 in Library

O Find and distribute Teacher’s Favorite list to class (available on
jacksonedhpto.org > Docs & Links).

O Plan ahead
Add important PTO dates to your calendar & teacher birthday (found on Teacher
Favorites List). Begin thinking about classroom parties:
e Halloween party
e Winter holiday party
e \Valentine's or Spring party
e End-of-year celebration
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Classroom Contributions and Donation Requests

Jackson families are asked to support several activities throughout the school year,
including Power the Paw, Fall Festival Class Baskets, and classroom celebrations. Please
be mindful of the number of requests families receive and keep all contributions optional,
reasonable, and transparent.

Classroom Party Contribution
Room Parents may request one optional classroom contribution at the beginning of the
school year to help cover classroom parties.

*PTO Best Practice: Request no more than $30 per family for classroom parties.
Based on an average class size of 24 students, this provides a total budget of $720,
or approximately $180 per party for four classroom celebrations.

When requesting contributions, clearly explain that these funds will be used for
classroom parties only. Participation is always voluntary, and families should never
feel obligated to contribute.

Teacher gifts (typically birthday, holiday, and end of year) are separate from the classroom
party contribution and should be communicated separately so families understand exactly
what each request supports. Some Room Parents choose to collect a shared gift from the
class, others leave this to parents.

Fall Festival Class Basket

Fall Festival Class Basket donations are separate from the classroom party contribution.
Early in the school year, Room Parents will coordinate donations by asking families to
contribute either an item or a monetary amount toward the class basket.

*PTO Best Practice: Suggest a contribution of $15 or more per family, or invite
families to donate an item that fits the basket theme.

Sample Communication
We are collecting one optional contribution of $45 per family at the beginning of the
year:

o $30 toward classroom parties throughout the school year

e $15 or more toward our Fall Festival Class Basket
Please contribute whatever amount is comfortable for your family. Participation is
completely optional, and we appreciate any support you are able to provide.



Teacher Appreciation Week (April 12 -16)
Teacher Appreciation Week is the week we as a community recognize our amazing
teachers & staff. The PTO plans the week's activities & Room Parents help by:
e Sharing daily reminders
e Coordinating classroom participation
e Decorating the classroom door with student provided art
You'll receive everything you need well in advance.

Sample Schedule Based on Past Years:
Friday Before
e PTO sends home two coloring page, students color & write a note about why they
appreciate their teacher and one staff member of their choosing
Monday
e Students bring coloring page, Room Parents attach to door
Wednesday
e Students bring a flower
Friday
e Students bring an item off teacher favorite thing list

Helpful Tips

v Ask for volunteers early.

v Delegate whenever possible.

v Communicate often, but keep messages concise.
v Coordinate everything with your teacher.

v Don't be afraid to ask questions.

Thank You!

Being a Room Parent is one of the most rewarding ways to support your child's classroom
and our Jackson community. Thank you for giving your time, creativity, and energy to help
make this an incredible school year for our students, teachers, and families.



Sample Welcome Letter

Welcome to Our Class!

Hello Families,

Welcome to a new school year at Jackson! We are [Name] and [Name] and we're excited
to serve as the Room Parents for Mrs. [Teacher's Name]'s class this year.

Ourrole is to support our class by coordinating classroom parties, communicating
important classroom and PTO information, organizing volunteers when needed, and
helping make this a fun and memorable year for our students.

Communication

Throughout the year, we'll share updates about classroom parties and volunteer
opportunities, PTO events and reminders, Fall Festival Class Basket, Teacher gifts and
Teacher Appreciation Week. If you'd like to add another parent or guardian to our class
communications, please let us know.

Classroom Contributions
To simplify planning, we are requesting one optional contribution of $45 per family at the
beginning of the year.
This contribution will be used as follows:
e $30 for classroom party supplies throughout the year —we will have 4 parties
e $15to support our Fall Festival Class Basket
Participation is completely voluntary and any contribution is appreciated.
Payment Information:
(Venmo/Zelle/check/cash details here)

Sign Up to Volunteer — Classroom Parties

We'll be using SignUpGenius to coordinate classroom volunteers for holiday parties
(INSERT LINK). We ask for now that you only sign up for one party to allow all parents and
equal opportunity to attend at least one.

Please note if you plan to volunteer on campus, you'll need to complete the district's
Volunteer 1 requirements. Information and forms are available on the Jackson Elementary
website or through the school office.

We're looking forward to partnering with all of you to make this a fantastic school year for
our students. If you have any questions, please don't hesitate to reach out!
Thankyou,

[Name]
Phone:
Email:



Yearbook Help Request

Hello Jackson Room Moms,
As the yearbook advisor | am seeking assistance with this year's yearbook. Due to a busy
schedule, help is needed to capture classroom activities. Room Moms can provide
valuable supportin creating a yearbook that represents the school year for the students.
Each teacher's class will have a two-page spread. This will include individual yearbook
portraits and additional photos taken throughout the year. Aim for at least 20 quality photos
per class, showing different activities and events. Make sure that each studentis included
at least once, eveniifitisin a group photo.
When taking pictures, capture posed shots. Please avoid photos where students' faces are
not visible.
Here are photo ideas:
1. First Day of School: Whole-class photos.

Class Parties: Photos of parties celebrating events.
Field Trips: Pictures documenting class adventures.
Class Plays: Photos of students during performances.
Friends Group Photos: Snapshots of students socializing.
Special Class Projects: Photos of students working on projects.
Miscellaneous Photos: Special moments throughout the school year.
Class Garden Photos: Photos of students in the garden.
Crazy Hair Day or school spirit day photos.
0. Jackson Special Events:

a. Ice Cream Social

b. Harvest Festival

c. Halloween Parade

d. JAG Performances

e. Leprechaun Traps

f. Science Fair

g. Family Science Night

h. Group Dance Class Photos
Do notinclude buddy class photos, as they have their own pages. Send event photos as
soon as possible. Please provide class photos by January, so | have time to complete the
yearbook.
Your contributions are appreciated. Thank you for your help.
Tonia Nichols
P.E. Teacher &
Yearbook Advisor
Jackson Elementary
tnichols@my.rescueusd.org
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