
GRAHAM PTA ROOM PARENT INFORMATION 
 
 

Parties: 

 

Plan a party around the three themes with all the room parents from your grade level.  

Parties consist of: 

 

 Snack/Treat with a beverage* 

 Craft** 

 Game** 

 

*  Please verify any allergies in your grade level before choosing the snack and drink. 

**  Most teachers prefer to approve any games or crafts chosen for the party. 

**Please inform teacher 2 weeks prior to party the plans for the party.  This is to include 

games, crafts, and food that will be served.   

**  Also Please send home letter to families with labels of all food that will be used at 

party 2 weeks prior to party 

Party Dates, Themes and Times: 

 

Harvest Party:  Friday, October 28 ~ 2:15-3:15 pm (parade at dismissal) 

Winter Party:  Friday, December 22 ~ 2:15-3:15 pm 

Valentine’s Party: Friday, February 10 ~ 2:15-3:15 pm 

****Room Volunteer on party dates must enter at door #2.  If you are not on the list you 

may not enter through that door. 

 

Parents may start party set-up at 2:15 pm (you can meet in the MPR earlier to organize). 

 

Please refrain from using Halloween or religious winter holiday-themed party goods. 

 

***After the Harvest Party make sure you clean up and please take all of your personal 

items with you when you go watch the parade.   To maintain safety for the students and 

staff you will not be allowed back in the building after the parade. 

 

All food and beverage items need to be consistent at each grade level and store bought (as 

per Will County regulations). A label/list of all ingredients including if it was processed 

in a plant with top allergens, must be sent out before each party (per district policy). 

 

Budget: 

 

The room parent may spend up to $2.00 per child per party.  Party funds do not roll over 

into the next party if not spent.   

 

 

 

 



Reimbursement: 

 

A tax exempt letter is enclosed in this folder for making purchases for the parties.  Tax 

will NOT be reimbursed.  A copy of the PTA reimbursement voucher is included in this 

folder.  Please make sure you fill it out completely and attach applicable receipts.  

Reimbursement vouchers must be placed in the PTA Treasurer’s box in the office copy 

room within 30 days of the party date.  The PTA Treasurer  

 

You are welcome to request voluntary donations from parents, however, please DO NOT 

ask chain stores or supermarkets for donations for this activity. 

 

Volunteers: 

Please contact all of your volunteers to find out how they would like to assist you.  Some 

volunteers will help you prior to the party to obtain items or make items.   

Room Photographer: You are responsible to take photos at all classroom parties.  You 

then will get the photos to Jennifer Malinowki, so that they can get in the yearbook.  

 

Parent Communication: 
ALL communication sent to parents needs to be approved by Ms. Walton 

Included in this folder is a “generic” form that has been pre-approved by Ms. Walton.  

Any deviation from this letter must be approved by the principal.  Please email Lauren 

Gaither at roomparent@wowway.com  if you would like to have this Word document 

emailed to you to save time retyping. 

 

Photocopying: 

Room parents may make up to 30 copies at a time using the school copier.  Please allow 

teachers and staff priority use of the machine.  Please use blue-colored paper (as this 

denotes it is a PTA activity).  Blue paper is available in the copy room in the cupboard 

marked “paper” under the teacher’s mailboxes. If possible even if under 30 copies please 

send out to have copies made.  You can do through the office, it saves a lot of money. 

 

Gift Policy: 

There is no formal gift policy.  Room parents are not required to take up a gift collection 

at any time for the teachers, nor are they discouraged against it.  It is always nice to 

remember the other teachers in the LMC, art room, gym, music room, office staff, etc. 

 

Questions: 

 

Please refer your questions or comments to any of the members of the Graham PTA 

Executive Board.   

Emily Chen, President emilychen@gmail.com 
Karin Huffine, VP huffineg@aol.com  
Tiffany Treacy, VP sttreacy@sbcglobal.net 
Jennifer Buedel, Secretary jebuedel@gmail.com 

mailto:roomparent@wowway.com


The PTA Executive Board thanks you for your generous donation of time and talents.  

The children always look forward to their parties with excitement.  It is not so much what 

you do, it’s that it was done. 

 

Thank you again for your time and energy!  


