WERNER ELEMENTARY SCHOOL
PARTY HANDBOOK

GENERAL INFORMATION

Parties are usually scheduled for the last 30 – 60 minutes of the day and typically start around 2:30.  Check with the teacher for times so that you are able to plan for the correct amount of time.


A list of volunteers should be provided to the Room Parent and is available from your Room Coordinator. This list may not include parents that were unable to attend the Volunteer Sign-Up Day so you may want to send a note home to the entire class asking for other volunteers to send in supplies or food.   A sample letter that you might want to use before the first party to outline who volunteered for each party as well as identifying other needs is included in this handbook.  Additionally, it is a great way to solicit ideas for the parties as well. 


Please note, for the safety of our students and staff, Poudre School District Board Policy requires ALL volunteers to register, regardless of frequency of volunteering, this includes parents that help with the activities at the party.  Information about this was sent out from your Room Coordinator and has been publicized throughout the school.

You may ask other volunteers to help plan the party or you may plan it yourself and delegate responsibilities to the other volunteers.  In the past, the 5th grade teachers assign students to work with the Room Parents to help plan the three parties and often these groups meet on their lunch hour.  
You may request a one-time monetary donation from parents to cover all 3 parties (please keep the recommended amount reasonable and emphasize that donations are strictly voluntary). Often you will have several parents that have offered to contribute supplies or food for the parties. 
 If you need to use the school copier in the conference room by the teachers’ lounge, the code is 4025 then push “ID” . PTA paper is identified and located by the printer.  There are several choices of colors of paper if you don’t want to use white.
Parties should be kept simple since there is limited time.  A few decorations are acceptable if the teacher has a time for you to come in and decorate otherwise focus on the activities and food.  Depending on the amount of time allotted, plan for 1-3 activities and enough time to eat and socialize.  The kids enjoy the treats and socializing most.

In addition to the Werner parties, you may want to find out the teacher’s birthday and and/or if the teacher is having any special event in his/her life, such as a wedding or pregnancy and plan small celebrations.  There is a binder in the Teacher’s Lounge that has a list of “favorite things” for each teacher and staff member as well as Birth dates so you don’t need to ask your teacher to recreate that list. 
PARTY DATES:

Halloween:

Friday October 30th
(Parade starts at 2:30)

Winter Holiday
Friday December 18th


Valentine’s Day
Friday February 12th
Teacher Appreciation Week  

May 3rd  – May 7th
FOOD

All food items must be purchased from a store or restaurant.  This is a strict District health policy that is non-negotiable.

FOOD ALLERGIES:

We have many students at Werner with severe food allergies. Please check with the classroom teacher to determine if there are any food allergies (e.g. peanut, dairy) in the class and insure that all food served meets any dietary restrictions of the class.  Please ask the party contributors to check the ingredients on the packages. 
NEAT AND HEALTHY:
At Werner we are really trying to promote health and wellness. So please consider limiting sugary and fatty treats.  Additionally consider the potential messiness of the snack so we can keep our classrooms and carpets clean.
Drinks should be clear or light colored so that if a spill occurs, the carpet will not be stained. You can mix punches at school if the ingredients are purchased and sealed.
Finger foods are great because you do not have to worry about plastic ware and kids love finger foods.  Items should be individually served such that children are not able to reach for food from large bowls of popcorn, trail mix, candies.  Ideas for foods are fruit snacks, fruit roll-ups, muffins, bagels, crackers, cookies, raisins, individual ice cream cups, individually wrapped rice crispy treats, candy, raisins, trail mix, brownies, etc.  Any items prepared by a store or restaurant such as vegetable or fruit trays, mini sandwiches, and cheese and cracker tray can also be served as long as an adult with plastic gloves or using a serving utensil passes them out. 
SUGGESTED ACTIVITES 

Activities may be a game, reading a book, a craft project or singing songs.  Age will determine the type of activities that you will do.  Remember: Halloween costume parade and valentines’ exchange when planning.

Generally it is best to do the activities before the kids eat so that the kids will have a chance to calm down (a little) before leaving school.

Plan a quiet activity first so that the kids will be somewhat attentive before moving on to a more active game.

Particularly in large classes you may consider setting up “centers” and break the kids into small groups that rotate through each center.  An example of this might be:


Center 1:  Read aloud a story or group game


Center 2:  Craft project


Center 3:  Snack

The web is a great source of ideas as well as other parents.  Here are some ideas for planning but please plan at your discretion.

Sources of party supplies are www.orientaltrading.com and stores such as Dollar Tree or Party America.

60 MINUTE PARTY EXAMPLE                                                 30 MINUTE PARTY EXAMPLE

-- LONGER QUIET PROJECT



     -- LONGER QUIET PROJECT

SHORT ACTIVE GAME                                                            FOOD

FOOD

--SHORT STORY                                                                        -- SHORT STORY

   LONGER ACTIVE GAME                                                          SHORT ACTIVE GAME

   FOOD                                                                                            FOOD

--SING SONGS                                                                             -- SHORT QUIET GAME

   LONGER ACTIVE GAME                                                            SING SONGS

   FOOD                                                                                             FOOD

Remember that K-2 will need help with projects and their attention span is not very long.  They should all be winners in activities (small candy, stickers, etc.).

3rd and 4th graders tend to be the easiest to plan for because they love any type of activity and they get excited about parties.  They are also capable of doing projects on their own.

5th graders believe that eating and socializing is a party.  Although they do not seem too enthusiastic they do enjoy games that are age appropriate (e.g. limbo, donuts on a string).  This is a great age to use the class as a planning committee for the party and please check with your teacher to see if he/she wants the children to plan the parties.  In 5th grade, each party had a student committee and the room parents met with them once to plan the party during one of their lunch hours.  

OTHER ACTIVITY IDEAS:

· Community Outreach - One year a 3rd grade class adopted a needy family for the winter party and brought in new and gently used items to give to them. They used their party time to wrap the new items, had a snack and then after school a small group delivered them in person.  Other classes may have used their party time to knot fleece blankets to give to a shelter.
· Reading a book relating to the holiday (K-2) – teachers are great resources for names of books.

· Singing songs (all ages) – this activity can be done alone or during a craft or eating time.

· Crafts (all ages) – there are a lot of craft books to help with this.  Remember that kids spend time in the classroom doing some of this.

· Hidden sticker (all ages) – hide a sticker (or stickers) under a chair, placemat, desk, etc.  Tell the kids to check for the sticker.  

· Dress up/down race (all ages) – stuff 2 suitcases with equal clothing and accessories (i.e. clip-on ties, a men’s suit coat, a hat, etc.).  Form two teams.  Players must race across the room with the suitcase, dress-up, race back dress-down, hand the suitcase full of items to the next player.

· Basic relay race (all ages) – use a spoon to carry any smaller item (marbles, dry beans or peas, candy, etc.).  Form two or three teams.  The racer takes the spoon across the room or hall to pick up items and come back.  The racer places items into a bowl or bucket and hands the spoon to the next racer.  The winning team can be the team finishing first of the team with the most items returned.

· Pin the  ____ on the ____ (K-2) – pin a steam on a pumpkin, pin a hat on a snowman, pin a heart of a valentine, etc.  Be creative.  Most younger kids do not like being blindfolded so you may want to just have them close their eyes.

· Beanbag toss (K-3) – using beanbags (you can make these with beans and a few scraps of material) and any kind of larger containers (you can make these out of recycled oatmeal containers, large ice cream buckets, etc.).  This game should reward everyone who tries.

· Musical squares (all ages) – using square pieces of lightweight cardboard, play musical chairs but use the squares in place of chairs.  Remember younger kids should all be rewarded something for playing.

· Calendar toss (all ages) – using poster board draw an accurate calendar for the month of the party.  Using small wrapped candies let the kids take turns trying to toss the candy onto the correct date of the holiday or party.  The kids may keep the candy once they are done.

· Balloon race (3-6) – give each child a balloon with their name previously printed on the balloon and have them blow them up and hold it so the air cannot escape.  On the count of three, have them release the balloon.  See whose balloon has gone the farthest, highest, craziest, etc.

· 60 seconds (3-6) – kids sit and shut their eyes.  When you say go, they start counting to 60 and raise their hand when 1 minute is up.  Whoever is closest wins.

· Knee races (all ages) - depending on the age, choose the objects to race with (potatoes, walnuts, spools, wrapped bubblegum, etc.).  Form several teams.  Each person takes a turn racing with the object between his or her knees.

· Guess how many (all ages) – fill a jar with objects related to the holiday and have all the kids guess how many are in the jar.

· Color game (3-6) – give each player a pencil and paper.  Tell them to guess as many things as they can that are red, orange, white, etc.  Until you say stop.   The player with the most correct responses is the winner.  (You can also use a word like pumpkin and see how many words they can make).

· Word scramble (3-6) – cut out hearts, pumpkins, snowmen, etc. And write a letter on each to spell out words relating to the holiday.  Place the shapes in an envelope.  Form teams and have each team unscramble the letters in the envelope until the word or words are all unscrambled.

· Who/what am I? (all ages) – write or draw (k-2) a picture of a person or thing (pumpkin, heart, poetry the snowman) on a paper.  Tape it to each child’s back.  Without someone telling them, have them ask questions of kids around them so that they can guess who or what they are.  They may ask questions like what color am I? am I a boy or girl?, am I am object or a person?.  For older kids put a shorter time or question limit on it.  

· Theme bingo (all ages) – instead of numbers use pictures of age appropriate items, use names of kids in the class, use words related to the holiday.  Be creative.  You can also use small candies or erasers for the bingo markers.

· Puzzle match (k-2) – pre-cut holiday related items (i.e. Hearts, snowmen, pumpkins, etc.) And then cut them into two or three pieces.  The kids have to find other kids that match their puzzle.  You will want to cut them in zigzag, curvy, wavy, etc.  To be easily matched by the younger kids.

· Cotton ball race (all ages) – using a bag of cotton balls (may be colored to tie in with the holiday) and Vaseline, have the kids form two or three teams, line them up, dab a little (not too little) Vaseline on their noses, have them race to the end of the room or hallway to a table or chair with a pile of cotton balls, with their hands behind their backs they must stick their nose down into the pile until they have at least one cotton ball on their nose, the teams with all players in line with cotton balls on their noses wins.  Anyone who loses their cotton ball during the race or uses their hands to keep it on must get back in line and start over.

· Cookie or cupcake decorating (all ages) – with purchased items, let the kids decorate their treat.  Use sprinkles, different colors of frosting, etc.

· Piñata (all ages) – this is self-explanatory but you should check with the teacher before doing this.  Some kids tend to get out of control with this activity. The “ribbon pull” version would be preferred.

TEACHER/STAFF APPRECIATION WEEK 
This year we will be recognizing all Werner Staff during Teacher Appreciation Week.  There is a committee that will be meeting to plan the activities for this week. There will likely be a couple of days for Classroom teacher events, a day to recognize the Specials Teachers, a day to recognize the Classified Staff (Non Teachers) and a Staff Luncheon sponsored by PTA.  More will be sent out this Fall after the committee meets. 

There is a Teacher & Staff information book that has a data sheet for each teacher and staff member. This data sheet has their Birthday, hobbies, favorites and preferred gift items. The master book will be available in the teacher lounge and you will be given a copy of the data sheet for your classroom’s teacher.
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