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SPOEDE ROOM PARENT & CLASS PARTY GUIDELINES 2011-2012
Thank you for volunteering your valuable time to be a Class Treasurer and/or Party Coordinator!  The children love their Halloween, Valentines, and End-of-Year parties because they provide a break from school work, a time to have fun with friends, and a treat.  These parties need not be elaborate to be fun!

Class Treasurer/Liaison Role
Each classroom should have one room parent serve as classroom treasurer/liaison to collect and dispense the party funds.  The party funds include the money given to the class by the SSA upfront ($2.50 per student) to help offset the cost of the parties, plus parent donations.  
The treasurer/liaison may request a suggested donation of $10 from each family in the class to defray party expenses, preferably in September, in conjunction with the Halloween Party flyer (below).
Party funds should be used to cover the Halloween, Valentines, and End-of-Year parties.  The treasurer/liaison will reimburse, from the party funds, parents who purchase party supplies.

The treasurer/liaison may coordinate the purchase of party supplies for each party, or, that role may be delegated to the Class Party Coordinator(s) (below).  Each Class Treasurer will receive an SSA tax-exempt letter that many area retailers accept to waive sales tax for school party purchases.  The Class Treasurer may forward the letter to the class room parent delegation as needed.  The SSA tax-exempt letter is also posted to the website (password protected).  Please use the SSA tax-exempt letter ONLY for class party purchases and never for personal use.
Any party funds left at the end of the year should be pooled for the End-of-Year grade-level party. 

Class Party Coordinators

Room parents may organize the parties however they wish, but it is often helpful to have one or two parents coordinate the parties.  The SSA provides the party plans by grade, available on the SSA website.  Thus, the party coordinator knows exactly what must be purchased for the Halloween and Valentines parties, and can test out the crafts and/or set up the games, etc.  Each grade-level party plan generally includes a craft or two, games, and a themed snack.  Although the party plans are a wonderful time-saving resource, room parents may of course improvise where needed.
Sample template flyers for the Friday Folders are also included on the SSA website for the Halloween and Valentines parties.  A flyer announcing an upcoming class party, including room parent contact info and request for parent volunteers, can be distributed a few weeks prior to the party.  If you use a sample template, please remember to replace ALL indicated generic words [Teacher, Treasurer, Party Coordinator, Room Parent, PH#, Email Address] with the appropriate information.
Customized class party flyers can be submitted to the office for distribution in your class Friday Folders.  Friday Folder flyers may be emailed (or dropped off) to Cindy Marlow (cmarlow@ladue.k12.mo.us) by Wednesday so she can have them approved and to the teachers in time for Friday Folder distribution.

Class Party Schedule
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Halloween
Friday, October 28, 2011
2:00-3:00   Parents may arrive to the classroom at 1:30 to help with costumes and setup.  School-wide parade begins at 1:45, then children return to their classrooms for their party from 2:00-3:00.

Valentines
Friday, February 10, 2012 2:00-3:00   Parents may arrive to the classroom at 1:45 for setup.  Valentines Party Coordinator should check with teacher in advance to determine how classmate valentine exchange is to be handled.  Some teachers like to incorporate that into the party, while others prefer to handle it separately.
End-of-Year Party (grades K-4)
Room parents and teachers should discuss the class EOY party in April, to be held in May.  The EOY party usually includes ALL classes for a particular grade.  Parties can be in the gym, cafeteria, outside, at Beirne Park, etc.  The party can be inexpensive and simple, at the discretion of the teachers and room parents.  Class Treasurers for each grade should pool their remaining party funds for their EOY party.  If there is still a surplus after the EOY party, room parents may donate it to the Turtle Tribute Fund (refer to SSA website for more details).
If Beirne Park is selected for the grade-wide EOY party, it is advisable to call Creve Coeur (432-3961) to reserve the picnic pavilion there in advance for a $25 fee, to ensure there is not another large group scheduled there at the same time.  Dominos Pizza in Olivette (432-2530) has offered Spoede a special courtesy price of $6 per pizza in the past (excluding fee/tip), and will deliver a large order to Beirne Park or Spoede School with several days notice.
Class Photographer
The Yearbook Committee needs our help taking class photos throughout the year.  If the Party Coordinators can delegate shooting a couple digital photos at the class parties, the Yearbook Committee will gladly accept them for potential publication.  Please refer to the SSA website for specific instructions regarding photo submission.
Helpful Hints
· Discuss party plans in advance with the teacher, and be aware of any food allergies in the class.  The teacher often has an adequate supply of many common craft/décor or leftover party items in the classroom or in children’s desks already (e.g., glue, markers, construction paper, paper products, craft supplies, etc.) so you’ll have less to purchase.  Many also have music players, thematic books, etc.
· All food (except water) must be ordered through Chartwells due to the new district-wide food policy.  Please refer to the Chartwells Food Order Info posted to the SSA website under Room Parents for important details.
· Reading a holiday-themed story to the class is a popular & free party activity, esp. in the younger classes.
· Gather class parents’ email addresses when collecting party funds in September.  Most teachers assemble classroom email contact lists at the beginning of the year.  Email is an efficient way to communicate to the class, in addition to the Friday Folder flyers.
Resources
These Room Parent Guidelines, Grade-level Party Plans, Chartwells Food Order Info, & Friday Folder Flyer templates, are all available on the SSA website.  Please take a few minutes to familiarize yourself with the website as most common questions are addressed there:
www.spoedeschoolassociation.com
Hobby Lobby, Michaels, Party City, Target, Walmart, Dollar & Hardware stores are several good sources for non-edible party supplies.
If you have any questions, please contact Lisa Ashkar, Room Parent Committee Chair, at Lisa@Ashkar.com.
