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BASICS 

What is a “Head Room Parent”? 

 A Head Room Parent is someone who volunteers to assist the 

teacher in planning holiday parties and other activities or duties 

given.  The extent of parental involvement varies from teacher to 

teacher, so you may be very involved or you may find yourself with 

very little work to do outside of party planning. 

 

 The primary purpose of a Head Room Parent is to host the 

classroom parties. 

 

 On occasion, two or more Head Room Parents may volunteer.  It is 

a wonderful way to share the responsibility.  Our goal is to 

encourage as many parents to volunteer as possible. 

 

 S/he can send out letters or emails to parents during the first month 

of school after conferring with the teacher, to recruit volunteers 

and communicate to parents as needed.  This is set up between 

you and the teacher. 

 

 It is your responsibility to remind parents throughout the year what 

they have signed up for and to THANK them for their help as well. 

 

How Can I Be Most Effective? 

 The key to being an effective Head Room Parent is 

communication, as Head Room Parent, you will serve as a vital 

communication link between your child’s teacher, the parents and 

the students whom you coordinate the classroom parties with. 

 

 Respect the teacher's wishes. Don't expect all teachers to be alike 

in their needs. 

 

 Organization is the key when planning parties.  By being as 

organized as possible at the beginning of the school year, you will 

find that other parents will sign up to help more, and follow through 

with the commitments they make to help. 

 

 For each party, you may want to fill out a  “Check list” and"Party 

Plan", and send a copy to each volunteer on the list two weeks 
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prior to the party.  Then you can follow up with a phone call a few 

days before the party.  Never assume that everyone will just show 

up as planned! 

 

 Organize for yourself, a binder or folder to gather the class list, 

parent list, notes from the teacher, party plans and any other 

correspondence. 

 

 FIND OUT IF THERE ARE ANY FOOD ALLERGIES IN THE CLASSROOM.  WE CANNOT STRESS 

THIS ENOUGH.  IF THERE IS A SERIOUS FOOD ALLERGY, PLEASE NOTIFY ALL PARENTS 

PRIOR TO PARTIES. 

 

 Your job is not to do all the work, but to lead and delegate. 

 

 

Who Pays for What? 

 The Head Room Parent will be given $25.00 for each party.  This is 

issued from the PTC to help off set the cost of parties.   

 

 Head Room Parents should put supply lists together and 

communicate supply needs and take donations for as much as 

they can.  Many hands make light work. ;-) 

 

 

PARTY PLANNING 

What Does a Room Party Involve? 

 The goal of classroom parties is for every child to have fun when 

they participate. 

 

 Classroom parties take place during the school day. They are 

usually one hour in length, and can involve games, crafts, snacks, 

and favors. Each class has its own party, and all the activities 

should be age appropriate. The parents are the "hosts" of the party, 

although the teacher will always attend the party.  

 

 The “standard” parties are: 

 Halloween 

 Winter Holiday 

 Valentine's Day 
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 Every teacher has different expectations.  Some teachers will give 

you a party plan; others will await the party as anxiously as the 

children to see what fun you have prepared for them! 

 

 

Room Party Basics 

 

 Plan to arrive at least 15 - 20 minutes before the party is to begin.  

Unload all of your props and goodies as close to the classroom as 

possible without disrupting the class.  Some teachers will allow you 

to bring “the stuff” in the morning before school starts. 

 

 When planning a party, please remember that the party is for the 

students.  In respect to Halloween, many students, particularly the 

younger ones, have a difficult time with the really scary things.  

What we as an adult deem cute may be perceived as scary and 

frightening to the student. 

 

 Start and end the party on time. 

 

 Don't assume that pre-school siblings will be welcomed.  Check 

with the teacher first. 

 

 Be sure that your party plans can be adapted to accommodate 

any special need students in the classroom. 

 

 Bring everything you will need for each game and craft.  Don't 

assume that the teacher will have masking tape or a glue gun if 

you need those items or at least check/ask first. 

 

 Bring along a large plastic trash bag (or ask the custodians ahead 

of time) and some paper towels.  The teacher will appreciate not 

having an overflowing trashcan, and the school custodian will 

adore you! 

 

 When planning parties for children, you may want divide your 

activities into "stations".  Recruit 1 or 2 parents/helpers to work at 

each station, and divide the children evenly into small groups.  

Have the students spend no more than 10-15 minutes at a station, 
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then have everyone rotate at a defined “signal” (turn the lights off, 

blow a whistle, or ring a bell). 

 

 K-1st Grades: Select 2-3 games, a craft, and then read an age 

appropriate book to the group while the snack is being prepared 

and served. 

 

 2nd–6th Grades: Select 2-3 games, and a craft.  It has been 

suggested that if you have 4th, 5th or 6th graders you might want to 

ask them if they want to do a craft.  They may want to do games 

only. 

 

 Sometimes teachers will have seasonal decorations already up.  

Simple table decorations can really dress up a room.  Balloons, 

streamers, hanging from the doors, curling ribbon, and plastic 

tablecloths are inexpensive, but go a long way in making a room 

look festive. 

 

 Pictures, pictures and more pictures…Don't forget the camera 

(and film!) or video camera.  It is best to take group pictures at the 

beginning of the party.  If you have a special something 

happening in the classroom, share it with the school office.  They 

may want to take some pictures too!  Save those pictures and pass 

on your doubles to the teacher.  You may see them in the 

yearbook at the end of the year. 

 

 Above all else, be flexible, and have fun! 

 

 

TEACHER QUESTIONS/CONVERSATIONS/EXPECTATIONS 

 Can you provide a classroom list so all children can be 

acknowledged? (Important for planning party favors, food & craft 

planning, and # of helpers to recruit.) 

 

 Would you like communication to parents in the classroom to go 

through the head room parent or you the teacher? 

 

 Do any of the children have food allergies or other special needs? 
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 Do you prefer to be contacted with questions…by e-mail, phone, 

note, in person? 

 

 Do you have preferences for the party in terms of structure?  For 

example, some teachers prefer a game, a craft, a snack and a 

book, while others give free reign. 

 

 Do you prefer feeding the children at the beginning of the party, or 

the end? 

 

 What are your thoughts on having pre-school siblings attend the 

parties? 

 

 Is it okay to set up the room before the parties begin? 

 

 Can we rearrange tables and chairs for the parties? 

 

 Are there any photo release issues with any students in the class? 

 

 Do you want to proofread notes before they go home to parents? 
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ROOM PARTY CHECKLIST 

Party Occasion: __________________________________________________  

 

Party Helpers: 

 

 

Parents will contribute: (Parents contributing paper goods, snacks, 

decorations and favors can send the "contribution" in to the Head 

Room Parent prior to the party if they are unable to attend.) 

 

 

 

 

Teacher Preferences/Recommendations: __________________________  

Parent Volunteer Assignments: 

Game #1: _______________________________________________________  

Game #2: _______________________________________________________  

Game #3: _______________________________________________________  

Craft: ____________________________________________________________  

Decorations: _____________________________________________________  

Timekeeper: ______________________________________________________  

Book: ____________________________________________________________  

Snack #1: ________________________________________________________  

Snack #2: ________________________________________________________  

Treat-bag stuffer: _________________________________________________  

Paper Goods (plates, napkins & cutlery): ___________________________  

Beverage/cups: __________________________________________________  

Favors (treat "bag", goodies, items to match the theme): ___________  

Set Up/Clean Up: _________________________________________________  
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