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TITLE:

	
Co-Class Parent (2 class parents per classroom)

	
SUMMARY:

	
This position serves as the liason between the parents of a specific class, the teachers and the PTO membership.  The class parent(s) serves as a primary role in maintaining excellent communication between the three.

	
RESPONSIBILITIES:

	
· Make initial contact with each parent in your child’s class to introduce yourself.  You will need to do this as new students enter the school.
· Collect and summarize the PTO Emergency Contact information for your class.
· Make phone calls to all parents in your class for emergency information dissemination, school closings, voting reminder calls and additional reminder calls/e-mails when necessary.
· Collect money for various classroom and PTO activities.
· Help recruit parent volunteers from your class for PTO functions and fundraisers.  (A list will be provided for you.)
· Organize and attend class parties and help distribute grocery gift cards.
· 5th grade class parent will be asked to help serve and organize lunch.
· Make class gifts for your teacher for Teacher Appreciation Day and watch the class while the teacher attends the Teacher Appreciation Day luncheon.
· Coordinate dinners in conjunction with the Friendship Basket Committee for Coolidge School families in times of need.
· Prepare a basket for the May Friendship dinner.
· Attend monthy PTO meetings generally held the first Wednesday of the month.  THIS IS EXPECTED SO YOU CAN PROVIDE INFORMATION TO PARENTS IN YOUR CLASS AS NECESSARY.

	
REQUIREMENTS:

	
· Ensure at least 1 class parent is in attendance at all monthly PTO meetings.
· Must be a member of the PTO.


	
PRIMARY CONTACT:
	The primary contact will be the Class Parent Co-Chairpersons, 1st Vice President and the PTO President.

	
COMMITMENT:
	
This position requires a 1 year commitment with no more than 2 consecutive years.  It is ongoing throughout the year.
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