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HEAFRIEE General Guidelines for Parent Representatives
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1. Coordinate with teachers to provide teaching assistance and convenience, which includes the
following:

» Help the teacher to collect teaching materials and instruction tools;

» Schedule and coordinate Room Parent duty as well as Campus Patrol for the year;

» Remind Room Parents on Thursday to bring snacks and drinks (optional) to class and
encourage them to actively help teacher during class time;

* Report any parent who does not follow the instructions and operations of the school.

2. Provide a communication channel between parents and the teacher to promote the exchange of
ideas and feedback.

3. If aclass fee is collected during the school year, report to the parents on all revenue and
expenditure at the end of the school year.

4. Participate in school business meetings and encourage other parents to participate in all school

functions.

5. Attend all Parent Representative meetings and support school activities.
6. Coordinate with BCS activity parent helper to help on school activities.
7. Collect the email addresses of every parent at the beginning of school year and forward school

News.
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General Guidelines for Room Parent

BCS is a cooperative school. All parents are required to serve the school. Services include Parent
Representative, Room Parent, Campus Parent Patrol and Board Member. The room parent assists the
teacher and provides snacks for the class during recess on his or her designated date. Snack is optional
and provided per agreement among class parents. As stated in the registration form, Room Parent service
Is mandatory. Failure to fulfill this obligation will lead to future registration denial. BCS teachers and
board members may be exempted from this duty. Parent representatives may be exempted from this duty
(for 1 child in the class).

1. Arrive at the classroom by 8:45 am to set up furniture, clean up floor and whiteboard, etc., if
necessary. Fill in the BCS Classroom Checklist.

2. Assist the teacher in maintaining classroom order and ensuring student safety.

3. Assist in teacher’s classroom duties, such as distributing and correcting workbooks and tests, roll
call, etc.

4. Escort young students to the restroom.

5. Provide snacks, drinks, cups and napkins during recess if agreed upon by parents of the class.
(Please be aware of any food allergies among the students).

6. Restore classroom furniture, clean up the floor, and handle lost and found items at the end of class.

7. If the Room Parent is absent without notifying the Parent Representative and a substitute is not
present, a $20 fine will be incurred. A make up service is still required. Repeated violations will
lead to future registration denial.

8. Turn in documents to the BCS office for the teacher at 9:45am, and pick up and distribute mail if
any.

9. Assistinjured students to BCS office for first aid and inform the parents/guardians. Send the injured
to the hospital if the situation is required.

10. Assist in the emergency evacuation and lead the class to the designated assembly area.
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Parents should actively participate in school activities. If they are selected to be the BCS Activity Parent Helper,
they will be asked to help with the assigned activity (e.g. Spring Performance) and work with the other members
of the school.

If the parent helper is absent without notifying the class representive and a substitute is not present, a $20 fine
will be incurred. A make-up service is still required. Repeated violations will lead to future registration denial.
BCS teachers and board members may be exempted from this duty. Parent representatives may be exempted
from this duty (for 1 child).
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Campus parent patrols are selected by the parent representatives in each class. Campus patrols must be at
least 18 years old. Please do not bring along other children. Patrol duty is assigned to three language classes
and one culture class on each school day. Please refer to the patrol schedule on the following pages for the
days that your class is assigned.

The primary responsibility of Campus Parent Patrol is to work with the campus manager and to assure the
safety of students and members of the school, as well as the security of the campus. The campus parent patrol
is required to show up on time (8:45am for language class and 11:40am for culture class). A penalty of $20
will be incurred for parents who are late or absent. Make-up service is still required for absent parent patrol, in
addition to the fine. Repeated violations will lead to future student registration denial.
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