
At Butler, we strive for providing an excellent, well-rounded educational experience.  To 
accomplish this, it takes an active, supportive community to provide the extracurricular activities 
that are essential for creating an experience that will build skills and life-
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For Homeroom Coordinators & 
Party Planners

RESOURCES



Dear <<Enter Teacher Name>> Xth Grade Families!

My name is <<Enter Your Name>> and I am excited to serve as your Homeroom Coordinator this year!

I’ll be reaching out to you periodically to inform you of various school events and asking for your assistance with volunteering 
and/or helping to provide food/supplies for events, including our school-wide Spring Fair.

In accordance with Butler policy, we’ll have 3 school parties this year, where we may have 5 volunteers – the homeroom 
coordinator, the party planner and 3 room parents.  Before each party, you’ll receive an email and a notice in the Wednesday 
Folder asking if you would like to volunteer at the party.  Names will be drawn out of a hat by our teacher to determine our 
volunteers.  Our first party is Halloween/Harvest, on October 31st in the morning.

http://www.cbsd.org/Page/355


Sample Request for Party Volunteers Communication

Dear <<Enter Teacher Name>> Xth Grade Families!

We're ready to start planning our first classroom celebration:The Halloween/Harvest Party!This event will 
be held onOctober 31st, from <<enter time>>. Note: The Halloween Parade will be held outside the school 
at 9:30 AM and is open to all parents, weather permitting.

If you would like to help with the party activities in the classroom on October 31st:

• The time commitment is from approximately <<Enter Time>> to assist with set up, festivities and clean up.

• Butler School Policy is that only5 Classroom Volunteers may attend the party to help with theactivities. This 
includes the Homeroom Coordinator and Party Planner.

• Reply to this message or send in the form included in Homework/Wednesday folders this week with your 
interest by <<Enter Date>>. If we have more than 3 interested parents, there will be a drawing by <<Enter 
Teacher Name>> to select the volunteers and we will let you know if you were selected!

Please note: Any parents volunteering in the classroom MUST have registered and uploaded your clearances 
into the App Garden-Volunteer Tracker.  If you have interest in volunteering, please begin this process to 
avoid unanticipated delays. You can do so by visiting this website:http://www.cbsd.org/Page/355

http://www.cbsd.org/Page/355
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General Guidelines for Classroom Celebrations
*Always Confirm these with the Teacher.  Some teachers have different preferences

Dates & Times are TBD & decided by the 
school administration.  Parties are frequently 
held simultaneously by grade level.

• Halloween

• Winter

• End-of-Year

• For the safety and security of our school, Butler allows 5 volunteers for each celebration, including 1 Party 
Planner & 1 Homeroom Coordinator.  Possible Exception:  EOY Party, if held outdoors

• An email and a notice in Wednesday folders will be sent to all parents in advance of each party to solicit 
interested volunteers.

• Volunteers must have their clearances submitted and approved in the App Garden Volunteer Tracker.

• If more than 3 parents are interested,  a drawing by the teacher will be done to select the volunteers

• Only selected volunteers will be allowed to attend - no other family members will be permitted

• Exception:  A parent of a child with an extreme allergy may attend the party in addition to the selected 
volunteers if they choose to do so.

• If the HC and/or Party Planner cannot attend the party, additional volunteers maybe be selected to fill 
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