
CENTRAL PTO PARTY INSTRUCTIONS FOR PARTY 
COORDINATORS 

 
Thank you so much for volunteering for the class parties this year.  If you have a 
conflict with the party that you have been assigned, please let Amy Bauer know as 
soon as possible.  
  
As the party coordinator, you are responsible for contacting the other party 
parents and plan the party together.  You will find many websites online for party 
ideas. You should search the holiday or theme of the party and age group to get 
the best ideas. The party coordinator also writes up the plans for the party 
on the Party Approval and Recap form and sends it to the teacher for 
written approval at least one week prior to the party, in case the teacher 
wants to make any changes. Written approval from the teacher can also be 
obtained via email, with them signing the completed approval and recap form at 
the party.  Right after the party before leaving the school, please add in any 
comments about how the party worked out and please return all Party Approval 
and Recap forms to the PTO mailbox in the office.   

 
Here are some additional instructions for the parties: 
  
1.  Contact your party parents well in advance of the party date – you should all 
work together.  It is recommended that you contact them at least 4-6 weeks prior 
to the party to begin the planning process.   
 
2.  Younger siblings are NOT allowed to attend parties. Also, only parents signed 
up to attend the parties should attend.  Please make sure all party parents are 
aware of these points.  
 
3.  All parties are scheduled for one hour, unless otherwise noted above.  Please 
confirm with the teacher the exact beginning and ending time of the party.  
This can be verified when you ask for the teacher’s written approval of the party 
plans.  
 
4.  Call supply parents to coordinate snacks, drinks, craft supplies, etc.  
 
5. Try to provide the same snack for all children.  Please check with the teacher 
to find out if any food allergies or restrictions have changed since the 
beginning of the year.  Also, confirm with the teacher the number of children 
in the class, as this can change throughout the year.  These items can be 
verified when you ask for the teacher’s written approval of the party plans.  
 
**NOTE: The Hampton School Board (in accordance with the PA state guidelines 
for student wellness) has adopted the policy of following these guidelines. The 
food served at all classroom parties needs to be documented to show that healthy 
options are offered. This does not prohibit sweet treats from being served, but they 
need to be coupled with more healthy choices.  This information must be provided 
on the Party Approval and Recap form (and returned to me for documentation).  
 
7.  If any parent sends in food, snack or personal items for a particular child with 
an allergy, these items are NOT to be shared with the other children in the class.  



This is to prevent any cross-contamination with utensils and/or the handling of 
food.  This includes items such as icing or other decorations for cookies.  
 
8.  Select food items that will not be terribly messy and will not stain the carpet.  
Help the students clean up any food before leaving! The room should be back in 
order before you leave. 
 
9.  There should not be any judging of Halloween costumes or Valentine boxes.  
Also, no prizes for winning games.  Everyone is a winner at PTO parties.  
However, you can choose to give all children candy or favors just for playing the 
game.  
 
I know the students always look forward to the parties during the year, so thank 
you again for volunteering your time to help make the parties a fun time for them.  
If you have any questions, please don't hesitate to call or email me at 
amybauer.realtor@gmail.com or 412.995.0069 
 
Regards, 
Amy Bauer 
 
09/30/2016 


