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Dear Room Representatives, 
 
Thank you for volunteering your time and talents as Room Representatives for your children’s classroom.  
Room Representatives are the “unsung heroes” of our school community.  Many of the fun activities that our 
children look forward to during the school year would not be possible without your help and support!  You will 
be able to get to know and serve your children’s teachers and classrooms in ways that they will greatly 
appreciate.  Your efforts help make the St. Benedict community a better place for all of our children. 
 
To promote an environmentally friendly program, we will not be making paper copies of the Room Rep 
Program Guidelines.  Rather, the Guidelines will be sent electronically and posted on the St. Benedict website.  
Program notices will also be sent electronically.   
 
Our goal is to make this school year a success. Please let us know if you have any questions or concerns.  We 
are here to help. 
 
All your efforts are greatly appreciated!  
 
Sincerely, 
 
Jennifer, Jena, Suzy, Vickie and Liz 
Your Home & School Association Room Rep Program Chairs 
 
Preschool and Kindergarten Room Rep Chairs: 
Jennifer Ryan Pitts     
Cell:  773.793.5288                 
Email: jennifer_g_ryan@yahoo.com  
 
Liz Evans 
Cell: 312.953.4891 
Email: elizabethrevans@me.com  
 
Grades 1-8 Room Rep Chairs: 
Suzy Kirkland       
Cell: 312.833.2961     
Email: suzanne.kirkland@sbcglobal.net  
 
Vickie Thornley 
Cell:773.972.2588 
Email: vthornley33@gmail.com 
 
Jena Stallings 
Cell: 312.415.0069 
Email: jhstall@gmail.com  
 
 
 



 

What is the Room Rep Program? 
 
The Room Rep Program is one of the key ways the St. Benedict Prep's HSA is able to instill its mission to build 
and nurture a sense of community within our schools.  It is designed to support our teachers by leveraging the 
talents and involvement of all of our parents/guardians.   
 
As a Room Rep, you will be the liaison between the class you represent, the HSA and the classroom teacher/s.  
During the year, it will be your responsibility to coordinate the parental involvement in the classroom. As a 
Room Rep, you will: 
  

x Provide assistance to the classroom teacher(s) in the following areas: 
i Class parties: ensuring the parties are safe, fun, well organized and at the discretion of the 

teachers 
i Assistance in the classroom as needed 

x This job begins and ends with timely communication! 
i Communicate between the teacher/s and families in the above mentioned areas in an 

effective and timely manner 
i Disseminate HSA communications to families  
i Respond to HSA request for volunteers/donations   

x When volunteering at the school and/or in our child's classroom: 
i Complete the necessary VIRTUS training and criminal background check prior to your 

volunteer commmitment.  You will not be able to be in the classroom or chaperone a field 
trip if this is not fully completed.   

i When volunteering in the classroom, always remember to sign in at the office and wear a 
visitor nametag. 

i Be on time and reliable. Volunteers are most helpful when they can be counted on.  If you 
can’t make it or will be late, please let the teacher and Room Rep Captain know.  Try to find 
a substitute if possible. 

x Teachers will have different expectations for the roles of Room Reps. For example, some teachers 
leave party planning to the Room Reps entirely, while others have preferences for specific party 
activities. The Room Rep should discuss with the teacher how he/she would like the Room Reps to 
participate and determine whether there are other activities or events for which the teacher would like 
assistance.  

x Assist with getting any additional parent contact information that hasn't already been provided. This 
list will help you facilitate parental involvement and build a community connection within the 
classrooms. 

x Welcome new families to your classroom community throughout the school year. 
x Help remind families to appreciate our teachers throughout the year (e.g., birthdays, half birthdays for 

summer birthdays, Teacher Appreciation Month, random acts of kindness) 
x Coordinate and supervise Open Gym events (Preschool-Kindergarten) on designated days.  
x Ensure consistency among classes by collaborating with other Room Reps in your grade.   



 

x Your job is not to do all the work, but rather to delegate, coordinate, reach out, seek out other parent 
volunteers to share the responsibilities and work together. 

x The Room Rep will not make decisions on his or her own, but instead will communicate the decisions 
that the volunteer group has made based on the teacher’s wishes.  The volunteers will all work 
together and divide up responsibilities. 

x The Room Rep will not organize field trips. Teachers organize and manage volunteers for all field trips. 

How do I get started? 
 
Meet with your Teacher - Introduce yourself to your child’s teacher, provide them with your contact 
information, and ask them what assistance they would like from their Room Rep/s.  This initial contact may be 
in person, in the form of an email or both.  You can discuss the classroom celebrations and what other ways 
the parents/guardians can help to support the teacher.  
 
*Be sure to ask your teacher if any children in the classroom have an indicated preference of “no photos.” If 
you have any “no photos” children in your classroom, you may NOT set up a Shutterfly or similar site where 
photos from the classroom are shared. 
 
Introduce yourself to the other Room Reps - Schedule a meeting with the other Room Reps in your grade to 
collaborate your efforts for the year.  Most of all, have fun! 
 
Send an email to the Class Parents/Guardians - Send an email to the classroom parents/guardians introducing 
yourself as the class Room Rep/s and provide information on volunteer activities coming up.  It can also be 
helpful to create a class website, such as through Shutterfly, where class lists, calendar events, sign-up sheets 
and pictures can be posted.  A class contact list of parent/guardian contact e-mails will be provided you shortly 
after the school year begins.  
 
Help recruit volunteers for activities or events that are classroom based - Determine at the beginning of the 
year who will lead the various classroom events/activities.  Assigning leads at the beginning of the year will not 
only allow everyone the opportunity to share in the responsibilities, but will also reduce last-minute 
scrambling as an event approaches.  The primary classroom events/activities that require a lead(s) are: 
 

x Halloween Party 
x Christmas Party 
x Teacher Appreciation Month 
x Teacher’s Birthday (and Teacher’s Aides for PS-Kindergarten) 
x Park Play Dates and Open Gyms (PS-Kindergarten) 

 
VIRTUS Training - All Room Reps and classroom volunteers must complete VIRTUS Training to volunteer in the 
school and in the classrooms.   
 
We are here to help you - Feel free to contact the Room Rep Program Chairs with any questions to help you 
get started.  



 

Celebrations 
 
St. Benedict Prep School has several scheduled celebrations each year.  Each Room Rep should contact their 
specific teacher to confirm any additional celebrations throughout the year and discuss the best possible way 
you can work together to make these events a success. 
 
Parent/guardian volunteers are kindly asked to leave siblings at home to help the students remain the focus of 
the party, and to minimize distractions.  All volunteers must have completed VIRTUS training. 
 
Celebration Guidelines 
Keep in mind that some teachers will have specific ideas for how they like celebrations to be structured, while 
others may prefer for the Room Reps to select the volunteers and plan all the activities. The Room Rep/s 
should discuss the general approach to the celebrations with the teacher at the beginning of the school year 
so that expectations are clear.  
 
Meet with your teacher one month prior to the scheduled celebration to see what she/he has planned for the 
party and what assistance the Room Rep/s can provide to help make the party a success, including help during 
the party.  Be sure to discuss the number of activities, preferred structure (e.g. use of small groups and 
centers), and any special snacks. Lunch for the celebrations will be with St. Ben’s regular food service provider, 
Quest. Kid friendly lunches have been requested for the celebration dates. 
 
Send an email to the parents/guardians informing them of the scheduled celebration. Signup Genius 
(www.signupgenius.com) is a great way to organize volunteers and donations. 
 
Preschool  
 
Halloween Activities  
This event typically includes several teacher-approved activities, games and a light snack. Room Reps organize 
parent volunteers to supervise activities and provide donations of paper products and refreshments. 
 
Christmas Activities  
This event typically includes several teacher-approved activities, games and a light snack.  Room Reps organize 
parent volunteers to supervise activities and provide donations of paper products and refreshments. 
 
Additional events may be scheduled throughout the year.  
 
St. Ben’s Preschool is PEANUT FREE.  Please also be sure to check with your individual teachers for any other 
allergies in your classroom and to discuss approved snacks for activities in the classroom. 
 
 
 



 

 
 
Elementary School 
 
Halloween Activities for Kindergarten  
This event typically includes several teacher-approved activities, games and a light snack. Room Reps organize 
parent volunteers to supervise activities and provide donations of paper products and refreshments. 
 
Halloween Activities for Grades 1-3   
An email will be sent from the HSA Halloween Committee detailing the event schedule and requesting specific 
volunteer participation from each grade. 
 
Halloween Activities for Grades 4-5  
An email will be sent out detailing the event schedule and requesting paper products and refreshments from 
each grade. 
 
Christmas Activities  
This event typically includes several teacher-approved activities, games and a light snack.  Room Reps organize 
parent volunteers to supervise activities and provide donations of paper products and refreshments. 

 

Grades 7 and 8 
 
The 7th and 8th grade teachers require some additional assistance from the Room Reps. This is a busy year for 
the students and teachers. Please meet with your teachers to determine how you can offer assistance with 
the following upcoming events: 
 

x Confirmation Reception  
x 8th Grade Retreat Luncheon (sponsored by the 7th Grade)  
x 8th Grade Graduation Reception  

 
The HSA will sponsor the refreshments for the lighting ceremony, 8th grade Retreat luncheon, and 8th grade 
Graduation Reception. The sponsoring classrooms will provide the parent support to make the event a 
success.  HSA will reimburse the individual.  Please use the tax-exempt form. 
 
In addtion to these events, the 8Th Grade Room Reps will assist with the class fundraiser that supports the 
class trip in May, the planning and support necessary for the 8th Grade Trip, the planning and support needed 
for the 8Th Grade Dinner Dance, and assisting in the class memory book. 
 

 
 



 

Teacher Appreciation  
 
Gifts (Christmas, End of Year, and Other) 
 
*Please note: it is the policy of the HSA that NO funds should be solicited/collected from parents.  It is up to 
the individual parent if they would like to give something to the teacher, aides or special teachers. 

Faculty Birthdays  
One way to show your appreciation for your child's teacher is to remember them on their birthday (or half 
birthday’s for summer birthdates).  Usually a card from all the children in the class, taking a few moments to 
sing and celebrate, or a healthy treat for the class to share is appropriate.  The class or individual families may 
consider donating a book to the library in honor of the teacher.  Another idea is to bring a simple flower or 
balloon bouquet as a gift.   
 
At a minimum, a simple reminder to the families in the classroom can result in a few random acts of kindness 
to show the teacher how much you care.  

Teacher Appreciation Month  
Teacher Appreciation Month is held in May. The Room Rep Program Chairs will provide a schedule of the 
activities and treats provided throughout the month. 
 
To help our teachers feel special, during one of the weeks of teacher appreciation month, we have the 
students bring small gifts of “thanks” from the teacher’s list of favorite things.  A Teacher’s Favorite Things List 
will be sent to the Room Reps shortly following the beginning of the school year.   

Community Building 

Park Play Dates and Open Gyms 
The goal of the Park Play Dates and Open Gyms is to gather St. Benedict Kindergarten and Preschool children 
and their families together for relaxed open play.  Park Play Dates will be coordinated by the HSA Room Rep 
Program Chairs as they are scheduled for the start of the school year, prior to when Room Reps are in place.  
Open Gyms will be held in the Ackerman Center on selected Sundays from 2-4pm. The Open Gyms provide 
relatively unstructured playtime during the winter months and help to foster relationships between the St. 
Benedict families. In the past, most groups have brought out balls and hula-hoops from the gym office, and 
have brought coloring pages and books and games from home for quieter play. We welcome entire families at 
these events – a parent or supervising guardian must attend.  The Room Rep lead is responsible for sharing 
dates for their respective classroom and reminding the families when the date is approaching.   

Get Creative! 
We would love your feedback on how to make this year a great one! With all the talented parents/guardians 
at St. Ben’s, we can create, implement and improve all processes. If you do something and it works, please e-
mail the Room Rep Program Chairs. We would love to hear from you! 
 
 



 

Here are a few additional suggestions:  
 

x Community Out Reach – Connect with your teacher and ask if you can organize a card-making/letter-
writing campaign to thank our troops for their efforts and sacrifice. For the older classes, organizing a 
meal serving or food donations to the Common Food Pantry is a great way to demonstrate St. Ben’s 
care and concern for our neighbors in need. 

x Parent Mixer/Happy Hour (adults only) – Organize parent get-togethers with your class or in 
combination with the other classes in your grade.  This is a great opportunity to forge stronger bonds 
with the parents/guardians in the class! We would encourage you to double check dates with the 
Room Rep Program Chairs to avoid conflicting with other activities.  

x Mom’s Night Out – Organize a date to meet other moms at a neighborhood establishment, or host 
class moms in your own home. Gathering in smaller groups is a great way to get to know each other. 
We would encourage you to double check dates with the Room Rep Program Chairs to avoid conflicting 
with other activities. 

Family Support 
 
We often speak of the great qualities of the St. Benedict's community.  Over the years, our community HSA 
established a strong tradition of springing into action to organize support and take care of those in our 
community in their hour of need.  This support is often best coordinated at the classroom level.  Here are 
some ideas and resources to use if such an opportunity presents itself.  We encourage you to discuss with the 
family in need before proceeding to ensure their privacy and feelings are respected. 
 

x Coordinated Meal Delivery: : http://www.perfectpotluck.com 
x To make Mass Intentions and/or to be added to the Prayer List in The Steward, please contact 

the rectory to make arrangements. 
x To be added to the Prayer List in The Buzz, please contact Ms. Gemo. 
x Assemble a team to participate in a charity event that is meaningful to the family in need. 
x Offer to help with the family's children by offering to carpool, having play dates, and helping 

with the children's activities 
 

If further guidance is needed or if you have any questions, please reach out to a Room Rep Program Chair or 
the HSA Board at hsa@stbenedict.com.  

Resources 

Useful Links 
Pinterest will provide you with a wealth of creative ideas.  And Signup Genius is a great way to organize all of 
your donation and volunteer needs throughout the year.   
 

x Pinterest: http://www.pinterest.com  
x Sign Up Genius: http://www.signupgenius.com 


