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Dear Parents and families, 
 
Welcome to Spark Community Schools! We are thrilled to have you and your child join our 
educational community. At Spark, we firmly believe that every child deserves access to a quality 
education that equips them with the necessary skills for a successful and productive future.  
 
Our school prides itself on providing small classroom sizes, ensuring that students can build strong 
relationships with their peers and teachers in a safe and supportive environment. We embrace a 
unique approach to learning, where children of different ages and abilities learn together. By 
interacting with students across various grades, your child will not only develop as a leader but also 
learn the essential skills of collaboration, preparing them for the real world.  
 
We celebrate the individuality and uniqueness of each student and understand the importance of 
personal attention. With one adult teaching approximately 10 students, our dedicated Teachers can 
provide the love, support, and guidance needed for your child's success. Together, we foster a fun 
and caring community that ignites a lifelong love of learning.  
 
At Spark, education is tailored to meet each student's needs, ensuring personalized instruction that 
takes them from where they are and helps them apply their learning in meaningful ways. Our 
microschool program offers a comprehensive instructional day that consists of three distinct parts: Spark 
Time, Ignite Time, and Blaze Time. These components provide a rigorous curriculum and, when 
appropriate, an after-school childcare program that creates a safe and nurturing environment for our 
students and families.  
 
Let's take a closer look at our instructional day:  
 
Spark Time: This is where our day begins, providing daily opportunities for students to share, think, collaborate, and 
have fun together. Spark Time fosters a sense of community and promotes social-emotional learning, setting a 
positive tone for the day.  
 
Ignite Time: During this part of the day, students engage in individualized lessons in core subjects such 
as reading, writing, math, science, and social studies. These lessons are tailored to each student's unique 
needs and are aligned with state standards, ensuring that your child receives personalized instruction.  
 
Blaze Time: This period provides students with the chance to apply their core knowledge to solve 
real-world problems through project-based learning. Blaze Time encourages collaboration, critical 
thinking, and the practical application of acquired knowledge.  
 
We commend you for choosing Spark Community Schools for your child's education. We believe that 
this student and family handbook will be an invaluable resource to help you understand our school's 
policies and procedures. It will serve as a guide as we work together to create an enriching and 
supportive environment for your child's growth.  
 
Once again, welcome to Spark Community Schools! We are excited to embark on this journey with you 
and your child. Together, we will ignite a love of learning and empower your child to reach their full 
potential.  
 
Wishing you well, 
 
Darla Baquedano  
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Director of Education, Spark Community Schools  
This handbook is filled with important information that you should review and refer to throughout the course of the 
school year. Though Spark Community Schools does not anticipate needing to change or update the policies herein 
during the school year, we will send any necessary updates via email. As always, please do not hesitate to reach out 
to Spark Community Schools.  
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Section 1: About Spark Community Schools 
 
1.1 Mission  
At Spark Community Schools, we believe in creating a world where every child, from cradle to career, 
has equal access to affordable early childhood education, high-quality K-12 choices, free tutoring, social 
supports, and a clear path to a prosperous future. We strive to ignite the light in every student and 
provide them with the tools they need to succeed.  
 
1.2 Vision  
Our small, safe, and fun Kindergarten-12th grade schools serve all students, regardless of their zip code, 
household income, transportation access, or current educational attainment level. We firmly believe 
that these factors should not determine a child's potential. Instead, we are dedicated to providing 
excellence in the classroom and offering parents more options for their children's education  
 
1.3 Core Values  

● Be driven by our VISION  
● Settle for nothing but EXCELLENCE  
● Be COURAGEOUS  
● LOVE people  
● Have FUN  

 
1.4 Community  
Spark Community Schools is a community. Spark Community Schools fosters connection for students, 
Teachers and families through a variety of activities. Spark Community Schools is committed to allowing 
Teachers flexibility and autonomy within the safety requirements and programmatic boundaries of the 
Spark Community Schools model.  
 
Spark Community School Teachers will:  

1. Maintain a safe space. Teachers must ensure that they are meeting all of Spark 
Community Schools’s safety requirements at all times. They must also report any safety or 
behavioral concerns to Spark Community Schools and participate in all of Spark Community 
Schools’s behavior intervention practices.  
2. Apply the Spark Community Schools learning model. Teachers must not only generally 
follow the model with fidelity, but they must also scaffold, adapt, and augment the learning 
process for each student.  
3. Build relationships. Teachers are expected to maintain a space where students live the 
core values, and are safe, accepted, and seen.  
4. Inspire their students. Teachers should help students see learning as a gift, manage their  
autonomy, and motivate students to set big goals and consistently progress towards 
achieving their goals.  
 

1.5 The Spark Community Schools Model  
The Spark Community Schools model looks and feels different than what families might be familiar 
with if they’ve come from a traditional classroom or homeschool program. Parents/guardians play a 
pivotal role in their student’s Spark Community Schools experience and are expected to be partners 
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with their student and Teacher.  
First, families are asked to respect and celebrate their student’s progress, regardless of grade level 
achievement, so long as they are working at improving their own learning. This is because Spark  
Community Schools believes that learning HOW to learn and de-stigmitazing struggle and failure is 
critical to empowering students.  
Second, families are asked to create a family culture of learning to reinforce their student’s 
learning empowerment. Examples of how a family may approach this include, but are not limited 
to:  

● Setting an example that learning can happen anytime in a number of ways, like watching 
a documentary, going to a museum, or looking up easy-to-do experiments at home.  
● Modeling goal setting as well as struggling and persisting to achieve your 
goals. ● Encouraging and modeling looking at issues from multiple perspectives.  
● Celebrating your student’s diverse collection of talents. 
 

Finally, and perhaps most critically, families must communicate with their student’s Teacher regularly 
to discuss not only their own student’s performance in the microschool, but to also raise any concerns 
or frustrations they may have with the microschool experience. The success or failure of each student 
is primarily dependent upon the relationship between the Teacher, parent, and student. 
 
1.6 Acknowledgements and Agreements to Submit to Spark Community Schools 
All parents/guardians and students must sign the following four (4) forms prior to the school year 
beginning. These forms will be stored in each student’s Spark Community Schools file and will be deleted 
at either at the end of the 2024-2025 school year, or when the student withdraws, whichever comes 
first.  

 
1.6.1 Family Handbook Acknowledgement Form  
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1.6.2 Code of Conduct Acknowledgement  
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1.6.3 Technology Agreement  
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1.6.4 Photo/Video Release Form  
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1.6.5 Student Emergency Contact Form 

 
 
1.7 Additional Student Forms to Submit to Teacher  
The following student forms are available to help the microschool run smoothly. If applicable, families 
should fill these forms out and give them to their student’s Teacher at the beginning of the school year. 
Teachers will keep the forms for the duration of the school year and either destroy or return the hard 
copies of these forms to students’ families at the end of the school year or at the end of their 
enrollment, whichever comes first.  
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1.7.1 Allergy Notification Form  
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1.7.2 Medication Administration Authorization Form  
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1.7.3 Student Pick-up Authorization Form  
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1.7.4 Student Walk/Bike Consent Form  
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1.7.5 Family Educational Rights and Privacy Opt-out Form  
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Section 2: The Spark Community Schools Experience  
2.1 The Learning Model  
Our microschool program offers a comprehensive instructional day that includes four parts: Spark Time, 
Ignite Time, Blaze Time, and Glow Time. These four parts lend themselves to a rigorous instructional 
day and, when appropriate, an after-school tutoring program that provides a safe and nurturing 
environment for students and families.  
Spark Time  
Our instructional day begins with Spark Time, which provides daily opportunities for students to 
share, think, collaborate, and have fun together. This time fosters a sense of community and 
promotes social-emotional learning.  
Ignite Time  
During Ignite Time, students work on individualized lessons in core content subjects such as reading, 
writing, math, science, and social studies. These lessons are based on individual student data and are 
aligned to state standards. This approach ensures that students receive personalized instruction that 
meets their unique needs.  
Blaze Time  
Blaze Time provides students with an opportunity to apply core content knowledge to solve real-
world problems using a project-based learning approach. This time allows students to collaborate, 
think critically, and apply their learning in meaningful ways.  
Glow Time  
(Available at locations without existing after-school programs)  
Our after-school tutoring program, Glow Time, uses interest-based academic and recreational 
activities to provide a safe and nurturing environment for students and families. This program offers 
families access to quality after-school care daily, giving them peace of mind and enabling them to 
focus on their work and other responsibilities.  
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2.1.1 Sample Schedule  
A day could look as follows.  However, the schedule can, and will, vary according to location and community. 
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2.2 Curriculum  
Spark Community Schools uses a mixture of technology, Teacher magic, and community building 
to ensure that students will excel personally and academically.  

2.2.1 Social Emotional Learning  
Spark Community Schools values educating the whole child for student success. That's why we 
incorporate a daily social-emotional learning component in our K to 12th grade curriculum. 
Social-emotional learning supports relationship building, diversity, inclusion, and culturally 
responsive teaching. By teaching social-emotional learning lessons, we help our students 
reduce conflict, build confidence, and develop relationship skills, leading to academic 
excellence.  
2.2.2 From Education to Application  
Spark Community Schools staff know that students need to apply their knowledge to real-world 
problems to truly understand it. That's why we incorporate daily project-based learning, where 
students work on solving real-world problems or answering complex questions over an 
extended period of time. Students work on a project that engages them in their area of interest. 
They demonstrate their knowledge and skills by creating a public product or presentation for a 
real audience. This approach develops critical thinking, collaboration, creativity, and 
communication skills, resulting in a deep understanding of the content.  
2.2.3 Lifelong Learning for ALL  
At Spark Community Schools, we believe that learning is a lifelong process, and that includes our 
instructors and assistants too. We provide our staff with ongoing, top-notch professional 
development opportunities to support all students with academic and personal success. Our 
instructors and assistants are thoroughly trained on curriculum and programs, and how to 
analyze data to meet each student's individual learning needs. Additionally, our staff members 
receive essential training in areas like CPR and first aid, mental first aid, and Conscious 
Discipline. We coach our staff on best educational practices to ensure they can provide our 
students with the most effective instruction.  
2.2.4 Prioritizing Safety of Students and Staff  
Spark Community Schools considers the safety of students and staff a priority. We use online 
monitoring tools to ensure safe device usage by students. These tools allow staff to interact with 
student computer screens, manage digital distractions, and view student progress in real time. It 
also processes online activity that indicates a risk of self-harm or possible  harm to others. These 
tools give staff timely alerts that provide robust, relevant context around an event so designated 
staff can easily assess the risk level and respond appropriately.  
2.2.5 Taking Skills Beyond the K-12 Classroom 
Spark Community Schools uses online learning management systems and platforms, which keep 
digital lessons, schedules, syllabuses, grades, and materials all in one place. Students, 
instructors, assistants, parents, and families can easily access these systems and platforms from 
any computer or mobile device. Providing students with exposure to online learning systems and 
platforms may help them transition into higher education since similar platforms are used by 
most high schools and many college and university programs now require students to enroll in at 
least one online class.  

2.3 Grades Policy  
Grades will be calculated based on data from learning tools such as; curriculum, systems, and 
platforms used by Spark Teachers, which measure grade level mastery and growth. This means that if 
students do not complete work in their learning tools, their grades will be affected. Spark 
Community Schools will assign an initial grade for each student in core content areas.  

2.3.1 Teacher and/or Assistant Input  
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Teachers and/or Assistants review the grades and may provide input or correction. Teachers 
and/or Assistants may also be asked to provide feedback about more qualitative growth of 
students, though this information does not affect the student’s grade.  

Please note that if a student eventually enrolls in a public school, that school might have their own 
exam or method for determining the grades or level of the student.  
2.4 Assessing Students to Determine Learning Levels  
Spark Community Schools assesses each student to verify their instructional needs. Assessments are 
crucial in evaluating students' learning progress in core content areas, such as reading, writing, and 
math. Summative assessment measures overall understanding and is conducted at the beginning, 
middle, and end of the school year to establish a baseline, monitor progress, and calculate yearly 
growth. Teachers will also use daily formative assessments to cater to students' individual needs and 
ensure their success.  
Using a nationally recognized, summative assessment, Teachers can confidently tailor instruction to 
challenge every student, whether they are below, at, or above grade level. Assessment reports also 
present realistic learning goals by subject areas so that, with a Teacher’s guidance, students can 
individually see their progress and be inspired to take charge of their own learning.  
Additional summative assessments that help Teachers track the progress of literacy and reading skills 
are also used. These tests are designed to quickly identify students who may need extra help with 
reading and monitor their progress. These assessments measure skills that are known to be important 
for reading success. When Teachers use this data, they can see how each student is doing and how they 
can help them improve.  

2.4.1 Using Assessment Data to Personalize Instruction  
After assessing students, our Teachers assign appropriately leveled lessons in math, reading, 
writing, social studies, science, and more. These lessons are formatted to keep students 
interested as they proceed at their own pace. Teachers monitor real-time data to track each 
student’s daily lesson progress and help them succeed. Lessons are  individualized, mastery-
based, and aligned to state standards. Although some of these lessons are delivered online, 
Teachers can provide one-on-one or small group instruction if needed based on student data.  

2.5 Device Responsible Use and Management Policy  
Spark Community Schools and/or a Spark Community Schools’ partner issues each student a device, free 
of charge, for use for the duration of the school year. The device will be provided to the student on the 
first day of attendance after the student’s Spark Community Schools registration process is complete.  
It is important that each student uses their Spark Community Schools-issued device while enrolled 
with Spark Community Schools. Spark Community Schools uses a variety of learning tools to help with 
things such as keeping the online curriculum programs updated with integrations, device and internet 
security, and giving the students a consistent and more enjoyable experience.  
The Teacher and/or Assistant, student, parent/guardian each have responsibilities in managing their 
devices, as outlined below. Keep in mind that devices are property of Spark Community Schools and/or 
a Spark community Schools’ partner throughout the school year and are provided to students only as a 
tool to access academic activities and to help them learn.  

2.5.1 Student Responsibilities  
Devices are assigned to a specific student and stay with the student. Students leave their 
device at their microschool.  
While in the microschool, the device should only be used in a group setting and should never be 
used in private. There is no expectation of privacy on any device. An Instructor and/or Assistant 
or Spark Community Schools representative may look at the browsing history at any time with 
or without student or parent/guardian permission.  
Devices are also not for social media or gaming. If a student is found accessing social media or 
gaming during microschool hours, their device may be removed temporarily. Repeated 
violations will be addressed via Spark Community Schools’ behavior reset policies. 
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Additional student expectations and responsibilities can be found in the Student Technology 
Agreement. 
2.5.2 Student Internet Safety  
Under the Children’s Internet Protection Act (“CIPA”), schools must adopt technology 
protection measures and a safety policy addressing the behavior of minors when using the 
internet.  
We use student monitoring tools  to:  

● Help protect students against harmful and inappropriate online material  
● Help students stay “scholarly” and more focused when learning online  
● Help assess students’ progress towards class assignments  
● Facilitating communication between Teachers and students during class time  

When a student is off campus, parents are responsible for supervising internet access and 
usage. We encourage you to discuss rules for appropriate internet usage with your child, and to 
reinforce lessons of digital citizenship and safety with him or her. We also highly encourage you 
to report any potential cyberbullying or other sensitive issues to us.  

Section 3: Student Behavior, Discipline, and Removal  
Microschool student discipline is governed by Spark Community Schools’ Code of Conduct and by each 
individual classroom’s Community Agreements that reflect the Teacher and/or Assistant’s unique facility 
safety and behavioral expectations. Students and their families will review and sign Spark Community 
Schools’ Code of Conduct, as well as their Classroom Community Agreements within the first ten (10) 
days of attendance at the microschool. When a student violates Spark Community Schools’ Code of 
Conduct or the Classroom Community Agreements, Teachers and/or Assistants can document the 
improper conduct, follow Spark Community Schools’ disciplinary and behavioral intervention 
expectations, and refer to Spark Community Schools’ student removal processes as outlined in this 
Policy, should behavior warrant removal.  
3.1 Spark Community Schools Code of Conduct and Classroom Community Agreements 
The Spark Community Schools Code of Conduct and Classroom Community Agreements sets behavior 
expectations and consequences for all Spark Community Schools microschool students. The Teacher 
and/or Assistant should supplement Spark Community Schools’ Code of Conduct with their Classroom 
Community Agreements.  
The Classroom Community Agreements may cover additional safety and behavioral expectations 
unique to the classroom and/or facility.  

3.1.1 Students must:  
1. Adhere to all applicable local, state, and federal rules, regulations, ordinances and laws. 
Ignorance of such rules, regulations, ordinances and laws does not excuse the student’s failure 
to abide by them.  
2. Adhere to the Classroom Community Agreements, as created in collaboration with the 
Teacher and/or Assistant and other students in the classroom. 
3. Refrain from engaging in any disrespectful, dishonest, libelous, obscene, profane, or abusive 
behavior towards any student, Parent/Guardian, other Teachers and/or Assistants, or Spark 
Community Schools employee, agent, or contractor. Spark Community Schools retains sole 
discretion to determine what constitutes disrespectful, dishonest, libelous, obscene, profane, 
or abusive behavior in the microschool environment and what actions to take. Any corrective 
action will align with Spark Community Schools’ policies for resolving such conduct. Spark 
Community Schools retains the discretion to determine what constitutes unacceptable 
behavior otherwise.  
4. Refrain from engaging in any actions, oral statements, and written statements that threaten 
or violate the personal safety of any student, Parent/Guardian, or Teacher and/or Assistant. This 
includes any behavior that may constitute harassment (sexual or otherwise) or discrimination 
(related to any protected class or otherwise) that creates a hostile or offensive environment for 
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any student. The Teacher and/or Assistant and Spark Community Schools reserve the right to 
determine what constitutes “harassment” and “discrimination” in the microschool environment. 
The Teacher and/or Assistant’s and Spark Community Schools’ determination that harassment 
or discrimination has occurred may not be coequal with the legal definition of those terms. In 
other words, the Teacher and/or Assistant and Spark Community Schools may determine that 
certain conduct is harassment or discrimination under these Community Agreements that the 
law would not classify as such.  
5. Refrain from engaging in any conduct that hinders or interferes with the educational process.  
6. Not discriminate against or harass anyone on the basis of race, national origin, religion, 
gender, gender identity or expression, physical or mental disability, medical condition, 
marital  
status, age, or sexual orientation. When in doubt, exercise caution and common sense 
in interacting with others.  
7. Refrain from using or being under the influence of alcohol or illegal drugs during core  
microschool hours or when otherwise interacting with others in the Spark Community 
Schools Community at Spark Community Schools-sponsored events.  
8. Not bring firearms (as defined by 18 U.S. Code § 921(a)(3)) or any other implement that could 
potentially cause serious injury (such as BB or Airsoft guns, box cutters, knives, etc.) to any 
microschool location, as is the case with a traditional school.  
9. Not cause or induce any third party to engage in activities that violate these 
Agreements. 
3.1.2 Parents/Guardians must:  
1. Adhere to all applicable local, state, and federal rules, regulations, ordinances, and laws. 
Ignorance of such rules, regulations, ordinances, and laws does not excuse the 
Parent/Guardian’s failure to abide by them.  
2. Cooperate in any investigation initiated by Spark Community Schools or law enforcement 
of the microschool their student attends, its operations, or an incident that occurred at their 
student’s microschool.  
3. Refrain from falsifying, altering, or inventing any information related to their student.  
4. Refrain from engaging in any disrespectful, dishonest, libelous, obscene, profane, or abusive 
behavior towards any student, Parent/Guardian, other Teachers and/or Assistants, or Spark 
Community Schools employee, agent, or contractor. Spark Community Schools retains sole 
discretion to determine what constitutes disrespectful, dishonest, libelous, obscene, profane, 
or abusive behavior on the part of a Parent/Guardian in the microschool environment. Spark 
Community Schools retains the discretion to determine what constitutes unacceptable 
behavior otherwise.  
5. Refrain from engaging in any conduct that hinders or interferes with the educational process.  
6. Not bring firearms (as defined by 18 U.S. Code § 921(a)(3)) or any other implement that could 
potentially cause serious injury (such as BB or Airsoft guns, box cutters, knives, etc.) to any 
microschool location, as is the case with a traditional school.  
7. Ensure that their student attends the microschool regularly. Parents/Guardians are 
expected to notify the Teacher and/or Assistant when their student will be absent, providing 
as much notice as possible for any planned absences.  
8. Not cause or induce any third party to engage in activities that violate these Agreements. 

3.2 Classroom Community Agreement Construction  
Classroom Community Agreements are unique to each classroom and are a way for the Teacher 
and/or Assistant to establish behavior expectations for their microschool and inform students of 
consequences for not meeting expectations. At every microschool, the Teacher and/or Assistant and 
their students should collaboratively create a set of Classroom Community Agreements at the 
beginning of the school year. Teachers and/or Assistants may refer to Spark Community Schools’ 
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exemplar Community Agreements for guidance. Every Teacher and/or Assistant should provide a copy 
of their Classroom Community Agreements to each student and all parents/guardians in the 
microschool, and any disciplinary consequences unique to that classroom as per their Classroom 
Community Agreements.  
3.3 Behavior Support for Minor Behaviors  
When student behavior violates the Spark Community Schools Code of Conduct, Classroom Community 
Agreements, or is otherwise concerning but does not impact microschool safety, the Teacher and/or 
Assistant should follow clear behavior support steps.  
Level One - Conversation and Documentation  
Spark Community Schools suggests that the Teacher and/or Assistant hold a private conversation with 
the student about the behavior and contact the student’s parents/guardians in writing regarding the 
behavior. The Teacher and/or Assistant may also hold a meeting with the student’s parents/guardians.  
Level One may be initiated for:  

● First violation of the Code of Conduct.  
● Consistent violations of the Classroom Community Agreements. This could be violations of the 
same expectation or a variety of expectations. Teachers and/or Assistants may decide what 
constitutes “consistent”, however each student should be held to the same parameters and it is 
encouraged that the behavior should be present for more than one day before reaching this 
level.  

Teachers and/or Assistants can utilize this level as many times as they’d like before moving to Level Two. 
Teachers and/or Assistants should submit a Student Incident Form (SIF) within twenty-four (24) hours of 
any incident requiring intervention at Level One, though Teachers and/or Assistants may determine 
whether such formal documentation is necessary. It may be that the first time a behavior occurs, a SIF is 
unnecessary, though Teachers and/or Assistants should use their discretion and knowledge of the 
student and classroom in making that assessment. 
Level Two - Restorative Reset  
At this level, the Teacher and/or Assistant will require the student to take a one (1) - two (2) day 
break from the classroom and participate in a Restorative Reset. Teachers and/or Assistants MUST 
submit a SIF anytime they ask a student to participate in a Restorative Reset. The Teacher and/or 
Assistant will submit Spark Community Schools’ SIF to inform Spark Community Schools of the 
incident, behavior violation, and the need to proceed with a Restorative Reset.  
Level Two may be initiated for:  

● Second violation of the Code of Conduct for behavior which has already been 
addressed through Level One.  
● First violation of the Code of Conduct for behavior that threatens the physical safety of 
the community.  

In general, Teachers and/or Assistants should not ask a student to participate in a Restorative Reset for 
violating the Classroom Community Agreements, as this process is designed for severe behaviors. 
However, Teachers and/or Assistants may do so in cases where they have followed the Behavior 
Support Process and completed the Student Behavior Tracker and there has been little to no 
improvement in behavior.  
3.3.1 Student Behavior Tracker Template  
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Level Three - Positive Behavior Plan  
Generally, Level Three is most effective if the student has completed no more than two (2) 
Restorative Resets within a window of nine (9) weeks.  
In partnership with Spark Community Schools and the student’s parents/guardians, the student will be 
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placed on a Positive Behavior Plan. A Positive Behavior Plan is a 6-week plan that puts specific student 
behavior goals in place, outlines specific behavior interventions to be used by the Teachers and/or 
Assistants, documents ongoing student behavior to track progress, and may include regular 1:1 
support.  
Level Three may be initiated for:  

● Third violation of the Code of Conduct for behavior which has already been addressed 
through Levels One and Two.  
● Second violation of the Code of Conduct for behavior that threatens the physical safety of 
the community and has already been addressed in Level Two.  
● Consistent violations of the Classroom Community Agreements with little to no improvement 
of behavior after completion of the Student Behavior Tracker.  

○ Keep in mind that a behavior plan will not be put in place for any behavior that does  
not impact safety or learning. A behavior plan is intensive and intended for students 
who need targeted and individualized behavior support. The concerning behavior should 
be  
around defiance, disrespect, disruption, refusing to participate, being off task, not  
interacting kindly or appropriately with peers, emotional outbursts, or minor misuse of  
technology (e.g. playing a game during instruction or having a phone out when not  
allowed).  

Teachers and/or Assistants should continue to submit SIFs even after a Positive Behavior Plan is in 
place if concerning behaviors continue to arise. 
3.3.2 Positive Behavior Plan Template  
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Level Four - Student Removal  
Student removal may be warranted in cases where all Teachers and/or Assistants and Spark 
Community Schools support options have been exhausted without sufficient improvement to 
behavior or the student has egregiously violated the Student Code of Conduct.  
Level Four may be initiated if:  

● Two Restorative Resets have been completed.  
○ The Teacher and/or Assistant should require that the student show them the  
completed activities and should keep a copy on file. Should Spark Community Schools 
remove a student and a parent/guardian is in disagreement, the quality of the 
Restorative Reset will be looked at in consideration of whether or not the removal was 
warranted.  

● Positive Behavior Plan goals are not met.  
○ It is important to keep in mind that a student doesn’t have to meet the goals to show 
significant progress, especially when dealing with Classroom Community Agreement 
violations. However, if the goals are not met, Spark Community Schools has the ability to 
determine whether the amount of progress made is enough for the student to continue 
in the microschool or if they should be referred for removal.  

● Severe Violation of the Code of Conduct including:  
○ Violence resulting in significant injury;  
○ Intentional acts causing at or above $300 in property damage;  
○ Theft of property valued at or above over $300;  
○ Possession of or being under the influence of controlled substances;  
○ Possession or use of a firearm, including air guns and bb guns;  
○ Possession or use of a knife or other blade weapon;  
○ Any action which, if the student were an adult, would constitute a felony in the state 
in which the microschool is located; 
○ Any action which hinders or interferes with the educational process and/or creates an 
unsafe and/or disruptive learning environment; 
○ Engaging in conduct that constitutes discrimination or harassment, including 
conduct motivated by race, color, religion, national origin, gender, disability, or age;  
○ Engaging in conduct that constitutes sexual harassment or sexual abuse, whether 
by word, gesture, or any other conduct directed toward another person; or  
○ Inappropriate sexual conduct or contact.  
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Whether student removal is warranted will be determined primarily by prior SIFs and other 
documentation submitted by the Teacher and/or Assistant. It is thus critically important that all SIFs be 
submitted in a timely fashion. If the reason for removal meets the criteria for permanent removal, Spark 
Community Schools shall:  
Notify the student’s parents/guardians of this decision in writing. Such notification shall include a 
description of the student’s behavior, the Classroom Community Agreement and/or Spark 
Community Schools Code of Conduct violation.  
If the decision is made for the student to be removed, Spark Community Schools will determine the 
final date of enrollment.  
3.4 Restorative Reset Policy and Process  
In response to certain behavior, it may be appropriate to ask a student to participate in a Restorative 
Reset, which is a one (1) to two (2) day break from in-person activities at a microschool. The purpose 
of the Restorative Reset is to have the student reflect deeply on the problematic behavior through 
work completed at home.  
Restorative Resets are appropriate when:  

1. the behavior has threatened the physical safety of the community,  
2. the behavior is a repeated violation of the Spark Community Schools Code of Conduct 
and/or Classroom Community Agreements that does not threaten the physical safety of the 
community, or  
3. the behavior is a repeated violation of the Spark Community Schools Code of Conduct 
and/or Classroom Community Agreements and prior intervention(s) as suggested in Spark 
Community Schools’ Student Behavior Support Process have been ineffective.  

Rationale  
Spark Community Schools takes a restorative approach to behavior because research shows that it 
leads to intrinsic, long-term change and is more likely to decrease negative student behavior. A 
traditional response to behavior tends to lean into shame, blame, judgment, and punitive punishment 
that may temporarily re-establish order but does not actually address the individual student’s needs. 
The Restorative Reset is an exercise in growth mindset and pushes students to:  

1. take accountability,  
2. consider the impacts of their behavior,  
3. deeply reflect on how their thoughts, feelings, and actions are connected, and 
4. apply what they have learned to prevent the behavior moving forward.  

Process  
When a break from participation in a microschool is needed, Spark Community Schools must complete 
the following steps to proceed with a Restorative Reset:  

1. Notify Family: Spark Community Schools will immediately notify the student’s 
parents/guardians in writing (via email or text) of: (1) the student’s behavior, (2) reference the 
Spark Community Schools Code of Conduct and/or Classroom Community Agreements violation, 
and (3) share any other disciplinary interventions attempted before initiating the Restorative 
Reset.  
2. Share Restorative Reset Framework: Spark Community Schools will share the Restorative 
Reset assignments and share the date by which the student may return to the microschool. 
Spark Community Schools will communicate that successful completion of the Restorative Reset 
assignments is mandatory prior to returning to the in-person microschool learning environment. 
Completion of the activities requires internet access so the Teacher and/or Assistant should 
ensure that the family is able to access the materials and if they are not, should either provide 
the family with printed out worksheets or notify Spark Community Schools that there is a 
barrier preventing participation.  

Restorative Reset Activities and Requirements  
Successful completion of all Restorative Reset assignments is required prior to a student returning to 
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the microschool. Any absences resulting from failure to complete Restorative Reset assignments within 
the designated one (1) to two (2) days will be considered unexcused absences. The assignments should 
take the student no more than two (2) hours to complete with the assistance of a parent/guardian or 
independently.  
The required activities are as follows and should be completed in the order in which 
they are listed:  
3.4.1 Restorative Reset: Iceberg Activity  
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3.4.2 Restorative Reset: Behavior Reflection  
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3.4.3 Restorative Reset: Positive Action Plan  
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The Teacher and/or Assistant will check completion of the Restorative Reset assignments, as well as 
assess whether or not a student completed them to the best of their ability. Should a Teacher and/or 
Assistant feel the student has not completed the activities in good faith or with appropriate effort, the 
Teacher and/or Assistant may require the student re-do the activities the same day with support from 
the Teacher and/or Assistant.  
A Restorative Reset may be scheduled to occur during a school day or over a weekend or school break.  
If the student would benefit from an extra level of support and accountability with the Restorative 
Reset, the parent/guardian can schedule a meeting with Spark Community Schools. This meeting is used 
to provide the student with additional help completing the activities or an additional opportunity to 
discuss their completed activities. As such, this meeting should take place either during the time the 
student is at home or the day they return to the microschool.  
Restorative Conversations  
Upon returning to the microschool, Spark Community Schools requires that the Teacher and/or 
Assistant facilitate a restorative conversation. A 1:1 conversation discussing the completed activities 
with the student may suffice. However, the Teacher and/or Assistant may also want to hold a peer  
mediation or a whole group conversation depending on the severity of the behavior and the level of  
impact. Restorative conversations are similar to collaborative problem-solving, but dive more in 
depth when behavior has critically harmed the classroom culture or damaged relationships.  
No Teacher and/or Assistant should ever implement corporal punishment as a means of student 
discipline.  
Spark Community Schools may immediately suspend or terminate any Teacher and/or Assistant it 
reasonably suspects of using corporal punishment in a microschool, and such conduct will be 
immediately reported to appropriate law enforcement authorities.  
3.5 Out of School Time Behavior Response Policy  
Behavior outside of the microschool environment that causes significant disruption to microschool 
activities can and will be addressed in a similar manner to behaviors that occur at the microschool. 
For example, bullying by a student through text messaging after microschool hours, which negatively 
impacts another student’s ability or willingness to fully participate in the microschool, should be 
reported through a Student Incident Form (SIF).  
Behaviors outside of the microschool environment that do not cause significant disruption to 
microschool activities (e.g., a student engaging in a fight with another child who does not attend the 
microschool) generally do not need to be reported through a SIF, though the Teacher and/or Assistant 
should use discretion to determine whether an incident may invoke mandatory reporter 
responsibilities, or whether an incident should be reported to a student’s parents/guardians or local 
law enforcement.  
3.6 Discipline Records Management Policy  
Much correspondence with a Teacher and/or Assistant or family regarding a student may constitute a 
student record. All disciplinary records, including but not limited to Positive Behavior Plans and 
Restorative Reset documentation, will be stored by Spark Community Schools as a disciplinary record.  
Concerned Family Form and Student Incident Form submissions are neither designated as nor 
maintained as student records by Spark Community Schools. Spark Community Schools will use 
professional discretion to share concerns that come forward, and will always work in partnership 
with the Teacher and/or Assistant if there is a concern with merit that requires the Teacher and/or 
Assistant to submit a Student Incident Form.  
Section 4: Discrimination, Harassment and Bullying  
4.1 Nondiscrimination and Inclusion Policy  
Spark Community Schools has a zero-tolerance policy regarding discrimination in the microschool 
environment on any protected basis, including, but not limited to, race, color, or national origin; 
language; immigration status; religion or creed; sex; sexual orientation; gender identity; disability; or 



 
 
 

Spark Community Schools Student and Family Handbook School Year 2024-2025 
Version 3– July 2024 

any other protected status. “Discrimination” in the microschool environment occurs when a person or 
entity takes unfair action or inaction against people belonging to certain categories that prevents them 
from being able to enjoy a full right to educational opportunities. Such discrimination is considered not 
only a civil rights violation, but a human rights violation as well.  
All Teachers and/or Assistants must both refrain from any and all discrimination in the treatment of 
their students, and make their microschool inclusive to all students, regardless of their background, 
individual characteristics, or disabilities. All individuals, including persons with disabilities, are to be  
provided with equal access to the Spark Community Schools’ program and Teachers and/or Assistants 
are expected to make reasonable accommodations to provide such access. What is considered a 
“reasonable accommodation” varies depending on the specific circumstances. Please reach out to Spark 
Community Schools for guidance on what qualifies as a “reasonable accommodation” if in doubt.  
Spark Community Schools will promptly and thoroughly investigate any and all reports of alleged 
discrimination by Teachers and/or Assistants as outlined in Spark Community Schools’ Complaint 
Investigation Policy. Teachers and/or Assistants are expected to cooperate in any such investigation and 
to not retaliate against any student or family as a result of the investigation.  
4.2 Prohibition Against Discrimination, Harassment and Bullying Policy  
Spark Community Schools acknowledges the dignity and worth of all members of the Spark Community 
Schools community and strives to create a safe, orderly, caring, and inviting environment to facilitate 
student learning and achievement. Spark Community Schools prohibits discrimination on the basis of 
race, color, national origin, sex, sexual orientation, gender identity, genetic information, disability, age, 
or any other protected status. Spark Community Schools will not tolerate any form of unlawful 
discrimination, harassment, or bullying in any of its educational activities or programs.  

4.2.1 Definitions  
For purposes of this Policy, the following definitions apply:  

1. Discrimination  
Discrimination means any act or failure to act that unreasonably and unfavorably  
differentiates treatment of others based solely on their membership in a socially distinct  
group or category, such as race, color, national origin, sex, sexual orientation, gender  
identity, genetic information, disability, or age. Discrimination may be intentional or  
unintentional.  
2. Harassment and Bullying  
Harassment or bullying behavior is any pattern of gestures or written, electronic, or  
verbal communications, or any physical act or any threatening communication that:  

a. places a student, Teacher and/or Assistant, parent/guardian or other  
member of the Spark Community Schools community in actual and reasonable  
fear of harm to their person or damage to their property; or  
b. creates or is certain to create a hostile environment by substantially  
interfering with or impairing a student's educational performance,  
opportunities, or benefits; or an individual’s work performance or employment  
opportunities.  

"Hostile environment" means that the victim subjectively views the conduct as harassment or bullying 
and that the conduct is objectively severe or pervasive enough that a reasonable person would agree 
that it is harassment or bullying. A hostile environment may be created through pervasive or 
persistent misbehavior or a single incident, if sufficiently severe.  
Harassment and bullying include, but are not limited to, behavior described above that is reasonably 
perceived as being motivated by any actual or perceived differentiating characteristic or motivated by 
an  
individual's association with a person who has or is perceived to have a differentiating characteristic, such 
as race, color, religion, ancestry, national origin, gender, socioeconomic status, academic status, gender 
identity, physical appearance, sexual orientation, or mental, physical, or developmental disability.  
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Examples of behavior that may constitute bullying or harassment include, but are not limited to, 
verbal taunts, name-calling and put-downs, epithets, derogatory comments or slurs, lewd 
propositions, exclusion from peer groups, extortion of money or possessions, implied or stated 
threats, assault, impeding or blocking movement, offensive touching, or any physical interference 
with normal work or movement, and visual insults, such as derogatory posters or cartoons. Legitimate 
age-appropriate pedagogical techniques are not considered harassment or bullying.  
Harassment, including sexual or gender-based harassment, is not limited to specific situations or 
relationships. It may occur between fellow students, between Teachers and/or Assistants and students, 
between Teachers and/or Assistants and parents/guardians, or between any other person in the Spark 
Community Schools community. Harassment may occur between members of the opposite sex or the 
same sex.  
Sexual harassment is also a type of harassment. Please refer to Spark Community Schools’ 
Sexual Harassment Policy for more details.  
4.3 Complaints of Discrimination, Harassment or Bullying  
If any Spark Community Schools Teacher and/or Assistant witnesses an act of discrimination, 
harassment or bullying in the microschool environment, the Teacher and/or Assistant should take any 
and all steps to stop the conduct immediately and report the conduct to Spark Community Schools. 
Depending on the circumstances, Spark Community Schools may thereafter initiate an investigation as 
noted in its Complaint Investigation Policy.  
While Spark Community Schools investigates the allegations, Teachers and/or Assistants must ensure 
that no further act of discrimination, harassment or bullying occurs and work with Spark Community 
Schools to ensure a safe community environment.  
4.4 Investigation of Discrimination, Harassment or Bullying Claims  
When Spark Community Schools receives a complaint of discrimination, harassment or bullying, it will 
investigate the allegation in a fair and expeditious manner, as outlined in its Complaint Investigation 
Policy. Please note that Spark Community Schools may impose interim measures to protect the parties 
pending the conclusion of the investigation, including closure of the microschool temporarily, 
depending on the circumstances.  
In cases that involve students either filing a complaint or who allegedly commit the inappropriate 
action, parents/guardians will be informed and included in the procedures for resolution.  
If it is determined that inappropriate conduct has occurred, Spark Community Schools may impose 
disciplinary action up to removing a student from the microschool or terminating an Teacher and/or 
Assistant’s services, depending on the circumstances.  
4.5 Right to Report  
Parties who believe that they have been subjected to discrimination, harassment or bullying may also 
file a complaint with appropriate state and federal agencies.  
4.6 Prohibition Against Retaliation Policy  
Spark Community Schools strictly prohibits retaliation against a student, parent/guardian, Teacher  
and/or Assistant, or Spark Community Schools employee who in good faith reports or complains about 
discrimination, harassment, or bullying, or who serves as a witness or otherwise participates in an 
investigation related to any matter. Retaliation may include, but is not limited to: threats, unjustified 
negative evaluations, unjustified negative references, defamation, denial of or removal from the 
microschool space, increased surveillance, and assignment of demeaning tasks or taking any kind of 
adverse actions against a person who complains about discrimination, harassment, bullying, or any 
other protected matter.  
Individuals who take part in any retaliatory action will be subject to discipline, up to and including 
termination of the Teacher and/or Assistant contract. Similarly, any Teacher and/or Assistant who 
intentionally makes a false claim, offers false statements, or refuses to cooperate with a Spark 
Community Schools investigation regarding discrimination, harassment, or bullying is subject to 
appropriate discipline, up to and including termination of the Teacher and/or Assistant.  
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Teachers and/or Assistants, students, parents/guardians, volunteers and all members of the Spark 
Community Schools community are expected to behave in a civil and respectful manner. Spark 
Community Schools expressly prohibits unlawful discrimination, harassment, and bullying.  
Any violation of this Policy is serious and Spark Community Schools shall promptly take appropriate 
action. Any member of the Spark Community Schools community found to be in violation of this Policy 
shall be subject to consequences and remedial actions ranging from positive behavioral interventions 
up to, and including, removal of a student and termination of Teacher and/or Assistant services.  
When considering if a response beyond the individual level is appropriate, Spark Community Schools 
will consider the nature and severity of the misconduct to determine the type of response that is 
necessary.  
4.7 Retaliation  
Spark Community Schools prohibits reprisal or retaliation against any person for reporting or intending 
to report violations of this Policy, supporting someone for reporting or intending to report a violation 
of this Policy, or participating in the investigation of reported violations of this Policy.  
After consideration of the nature and circumstances of the reprisal or retaliation and in accordance 
with applicable federal, state or local laws, policies, and regulations, Spark Community Schools shall 
determine the consequences and remedial action for a person found to have engaged in reprisal or 
retaliation.  
4.8 Application of Policy  
This Policy prohibits unlawful discrimination, harassment, and bullying by Teachers and/or Assistants, 
students, parents/guardians, volunteers, and all members of the Spark Community Schools community. 
This Policy applies to behavior that takes place:  

1. In any microschool setting or field trip;  
2. At any Spark Community Schools or Teacher and/or Assistant sanctioned activity; and  
3. At any time or place when the behavior has a direct and immediate effect on 
maintaining order and discipline in the microschool environment, or could reflect poorly on 
Spark  
Community Schools.  

Section 5: Safety and Operations Policies and Procedures  
5.1 Food Policy  
Neither Spark Community Schools nor its Teachers and/or Assistants provide food for students. Spark 
Community Schools partners may choose to provide food to students as a courtesy, when available. 
Otherwise, families are responsible for providing any food their child may need while attending a 
microschool. Any food allergies should be disclosed to the Teacher and/or Assistant, though students 
should be aware of their own food allergies and families should take proper precautions with regards 
to those allergies.  
Food deliveries such as UBER EATS or DOORDASH will not be accepted at the microschool location.  

5.1.1 Food Storage  
Each microschool includes a space for students to store their personal items, including food or 
beverages. Spark Community Schools is not required to provide refrigerator or microwave 
access to students, but may choose to do so when possible. Students and their families should 
plan accordingly by packing food in containers safe for the storage accommodations provided.  
5.1.2 Shared Food  
If food is brought in to share with the class for special occasions (e.g., a family brings cupcakes 
for a student’s birthday), there must be enough food for everyone present that day. If food is 
brought to share and there is not enough to share, the Teacher and/or Assistant should not 
allow the food to be distributed. The Teacher and/or Assistant is otherwise not responsible for 
ensuring food quality, safety, or equity.  
5.1.3 Food Allergies  
Families should be particularly sensitive to students who have allergies in the class. Students 
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should be aware of their own food allergies and families should communicate all food 
allergies to the Teacher and/or Assistant. If a student has a severe food allergy (e.g., airborne 
peanut allergy), the Teacher and/or Assistant should reach out to Spark Community Schools 
for guidance on foods containing the severe food allergen, but families should be aware that 
absolute protection against exposure to allergens may not be possible. In the case of extreme 
allergies, families should take proper precautions to respond to inadvertent exposure (e.g., 
including an EpiPen in the student’s backpack).  

 
 
5.2 Teacher and/or Assistant Safety Responsibilities  

5.2.1 CPR & First Aid Certification Policy  
All Teachers and/or Assistants must have (1) CPR and (2) First Aid Certifications that meet the 
American Heart Association Guidelines and are valid for the entire school year (July - June). If a 
Teacher and/or Assistant’s certification is set to expire before the end of the academic year, 
they must recertify.  
5.2.2 Arizona Safety Clearance Requirements  
The Arizona Department of Public Safety policy requires Spark Community Schools Teachers 
and/or Assistants to maintain a Level 1 IVP Fingerprint Clearance Card. The clearance is good 
for  
six (6) years. Throughout the school year, Spark Community Schools will randomly audit  
Fingerprint Clearance status.  

5.3 Comprehensive Safety Strategy  
As part of Spark Community Schools’ comprehensive safety strategy, Teachers and/or Assistants must 
review and brief all microschool students and students’ families on emergency response plans for (1) 
fire evacuation, (2) natural disaster, (3) shelter in place, and (4) active shooter response. These plans 
ensure all microschool community members know exactly what to do, where to go, and what to expect 
if and when an emergency occurs.  
The Teacher and/or Assistant will schedule monthly routine emergency plan drills so students can 
practice implementing the emergency plan (e.g., they know which tree across the street to gather 
around if there is a fire, they know where it is safest to duck and cover if there is an earthquake).  
Emergency response practice during low-stakes scenarios helps prepare students should they ever 
need to respond to an emergency.  
Spark Community Schools requires that the emergency response plan details be posted in a 
prominent and easily viewable location in the case of an emergency.  
5.4 Mental Health Crisis Response Policy  
Should an Teacher and/or Assistant suspect or learn of a student experiencing a mental health crisis or 
suicidal ideation, the Teacher and/or Assistant will respond immediately with care, compassion, and 
diligence. If there is any concern that a student is an imminent threat to themselves or others, the 
Teacher and/or Assistant will contact emergency services (911) to solicit immediate emergency support.  
Sometimes, it is very clear that the threat of harm is immediate and Teachers and/or Assistants are 
encouraged to use their discretion in determining if that is the case. However, if a Teacher and/or 
Assistant is unsure of the level of threat, the Teacher and/or Assistant can reach out to Spark 
Community Schools to assess the student’s risk and identify appropriate response steps.  
5.5 Mandatory teacher and/or Assistant Training  
All Teachers and/or Assistants will be required to complete a national Youth Mental Health First Aid 
training during the 2024-2025 school year.  
5.6 Emergent Response  
If a Teacher and/or Assistant has knowledge of a Spark Community Schools student potentially harming 
themselves or others, the Teacher and/or Assistant will immediately contact 911. When in doubt, call 
911. Once contacted, the Teacher and/or Assistant should take all means necessary to place the child in 
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a secure, discrete space where they do not have any access to harmful objects or substances and are 
supervised at all times until emergency responders arrive. The Teacher and/or Assistant will thereafter 
contact the student’s parents/guardians, or emergency contacts if parents/guardians are unavailable, to 
share the information.  
Once the situation is stabilized and/or parents or emergency responders have arrived, the Teacher 
and/or Assistant will complete a Student Incident Form (SIF) for documentation and coordinate with 
Spark Community Schools for any follow-up investigation or intervention resources.  
In all cases where the nature of an illness or an injury appears serious, the parent/guardian shall be  
immediately contacted via phone at the contact number provided in the student’s Spark Community 
Schools file. In extreme emergencies where there is potential threat to life, limb or digit, the Teacher 
and/or Assistant shall immediately call emergency health personnel to arrange for transporting the 
student to an emergency facility on advice of emergency health personnel.  
No child who is ill or injured shall be sent home alone. The child may be released to the care of 
emergency responders alone if, and only if, the child’s family and emergency contact(s) cannot 
be reached and the child requires emergency medical attention for major care.  

5.6.1 Emergency Care Financial Responsibility  
In the case that a Teacher and/or Assistant must, in good faith, seek emergency medical 
attention for a student where there is potential threat to life, limb or digit, neither Spark 
Community Schools nor the Teacher and/or Assistant is financially responsible for the cost of 
emergency medical care. Parents/guardians of the injured student shall ultimately be 
responsible for such costs.  

5.7 Non-emergent Response  
If a Teacher and/or Assistant has knowledge of a Spark Community Schools student being in crisis, the 
Teacher and/or Assistant should complete a Spark Community Schools’ Student Crisis Assessment.  
Once the situation is stabilized and the student’s parents/guardians have been notified, the Teacher 
and/or Assistant will complete a Student Incident Form for documentation and coordinate with Spark 
Community Schools for any follow-up investigation or intervention resources.  
First aid is the only level of medical care that Teachers and/or Assistants are authorized to perform, 
given their first aid and CPR certifications.  
Under the laws of most states, any person who, in good faith, provides emergency care or assistance 
without compensation at the place of the emergency or accident shall not be liable for any civil 
damages for acts or omissions in good faith.  
Treatment of injuries occurring outside school jurisdiction is not the responsibility of Spark Community 
Schools teachers and/or Assistants or employees.  
The Teacher and/or Assistant’s obligation to provide appropriate first aid and CPR continues until either 
the injured student’s injury has been resolved (minor care) or the student has been placed in the care of 
the parent/guardian or emergency health personnel (major care). For purposes of this Policy, Spark 
Community Schools defines minor care as first aid care for small cuts and injuries, such as paper cuts, 
splinters, or skinned knees, that can be taken care of with the supplies and materials in the first aid kit 
tools all Teachers and/or Assistants have on site. Spark Community Schools defines major care as an 
injury or illness that cannot be solved with simple first aid remedies, such as a fever  

5.7.1 Incident Documentation  
The Teacher and/or Assistant does not need to document when minor care is provided to a 
student, though the family should be informed either orally or in writing. The Teacher 
and/or Assistant should document major care incidents in the Spark Community Schools 
Student Incident Form (SIF) within twenty-four (24) hours of the incident having occurred.  

5.8 Privacy Considerations and Communication  
Spark Community Schools respects the privacy of students, parents/guardians, Teachers, and 
Assistants. However, in the case of a self-harm, threat of harm to others, or suicide concern, Spark 
Community Schools will err on the side of safety and communicate information with appropriate 
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parties that are in a position to help.  
5.9 Peer Mental Health Impact  
If any student was aware of or exposed to a peer’s mental health crisis (e.g., a student learned about a 
peer’s suicidal ideation, witnessed a peer self-harming, or was otherwise directly impacted by a peer’s 
mental health), the Teacher and/or Assistant should complete a Student Incident Form on behalf of the 
impacted student to solicit support from Spark Community Schools. The Teacher and/or Assistant should 
also notify the impacted student’s parents/guardians of the perceived impact so they may support their 
student.  
5.10 Resources  
A curated list of resources are available below. There are a series of texts, phone calls, and web 
resources accessible to anyone in the United States. These resources may be useful to share with the 
family of a student in crisis.  

● The American Foundation for Suicide Prevention can be found at afsp.org.  
● The National Suicide Prevention Lifeline is 1-800-273-TALK (8255), the website is  
www.suicidepreventionlifeline.org  
● The Trevor Lifeline is a national resource that can be reached via phone at 1-866-488-
7386, online at www.thetrevorproject.org/get-help-now, or 24/7 via text message by 
sending  
“TREVOR” to 678-678.  
● The National Crisis Text Line can be reached via text message by sending “talk” to 741-741 
and resources can be found online at www.crisistextline.org. State and Partner-specific 
Response  

There may be additional documentation, investigative steps, or other stakeholders involved to ensure 
all supports for a student in crisis are met.  
Once the Teacher and/or Assistant has stabilized the situation and reported the crisis concern to Spark 
Community Schools, Spark Community Schools will inform the Teacher and/or Assistant of any additional 
steps necessary. The Teacher and/or Assistant will follow all additional steps in a prompt and timely 
manner.  
5.11 Mandatory Reporter Policy  
Spark Community Schools Teachers and/or Assistants are mandatory reporters. Mandatory reporters 
are those individuals who have a legal obligation to report abuse, neglect, and other maltreatment of 
students, including knowledge of likely warning signs indicating that a student may be a victim of 
abuse, neglect, or maltreatment.  
Failure to promptly report abuse, neglect, or other maltreatment of students is a criminal 
offense, punishable by fines and jail time.  
As part of Spark Community Schools’ onboarding, and annually thereafter, Teachers and/or Assistants 
are required to undergo specific mandatory reporter training.  
Spark Community Schools will cooperate with law enforcement investigations of child abuse, including 
investigations by any state’s Department of Protective and Family Services. Teachers and/or Assistants 
may not refuse to permit an investigator to interview a student at school who is alleged to be a victim 
of abuse or neglect. Teachers and/or Assistants may not require the investigator to permit them to be 
present during an interview conducted at school.  
Investigations at school may be conducted by authorized law enforcement or state agencies 
without prior notification or consent of the student’s parents/guardians.  
Any Teacher and/or Assistant who suspects that a child has been or may be abused, trafficked, or 
neglected has a legal responsibility, under state law, to report such suspicions to law enforcement or 
to the appropriate state agency.  
If a child is in immediate danger, contact 911 prior to filing a report with the state agency. Spark 
Community Schools can assist any teacher and/or Assistant with questions or concerns about 
mandatory reporting requirements.  
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Arizona requires mandatory reporters to report any information or knowledge of a parent/guardian or 
custodian inflicting or allowing the infliction of physical, sexual or emotional abuse, neglect, 
exploitation, or abandonment.  
Reports should be made to the Arizona Child Abuse Hotline: 1-888-SOS-CHILD (1-888-767-
2445). When reporting, the following information if known will be requested:  

● Name, age, and gender of child and other family members;  
● Address, phone numbers, or directions to child's home;  
● Parents'/guardians’ place of employment;  
● Description of suspected abuse or neglect; and  
● Current condition of the child.  

5.12 Recreational Activities and Supervision Policy  
At all times during the microschool day, the Teacher and/or Assistant should have visual sightlines to 
students, including at recreational breaks, meal times, snack times, and at drop off and pick up. The 
only exception is that students will have full privacy while in the restroom.  
The Teacher and/or Assistant should have clear boundaries for where students are and are not 
permitted in the microschool facility to ensure supervision at all times. 
5.13 Microschool Gun Violence Policy  
Experts recommend a “run, hide, fight” response to active shooter incidents, meaning affected  
individuals should: (1) first attempt to leave the immediate area, (2) seek a secure hiding place if a safe 
escape route does not exist, and (3) attempt to fight and disarm the shooter if no other option exists. 
Teachers and/or Assistants should review and regularly practice the plan with students, similar to other 
Emergency Response Plans.  
5.14 Prohibited Romantic Relationships Policy  
Any romantic relationship between a Teacher and/or Assistant and students - sexual or otherwise - is 
strictly prohibited, regardless of the age of the student. If Spark Community Schools learns of any 
information that suggests inappropriate conduct between Teachers and/or Assistants and students, 
Spark Community Schools will immediately:  

1. Report the Teacher and/or Assistant to appropriate law enforcement; and  
2. Terminate the Teacher and/or Assistant.  

5.15 Dating Violence Policy  
Spark Community Schools is committed to maintaining physically safe and emotionally 
secure microschools.  
Accordingly, dating violence will not be tolerated. “Dating violence” occurs when a person in a current 
or past dating relationship uses threats of, or actually uses, physical, sexual, verbal, or emotional abuse 
to harm, threaten, intimidate, or control the other dating partner. Examples of dating violence against a 
student may include physical or sexual assault, name-calling, put-downs, threats to hurt the student or 
the student’s family members or members of the student’s household, destroying property belonging to 
the student, threats to commit suicide or homicide if the student ends the relationship, attempts to 
isolate the student from friends and family, stalking, or encouraging others to engage in these 
behaviors. “Dating partner” means any person, regardless of gender, involved in an intimate 
relationship with another person primarily characterized by the expectation of affectionate involvement 
whether casual, serious, or long term.  
For the purposes of this Policy, dating violence is considered prohibited harassment if the conduct is 
so severe, persistent, or pervasive that the conduct:  

● Affects the student’s ability to participate in or benefit from an educational program or 
activity, or creates an intimidating, threatening, hostile, or offensive educational 
environment;  
● Has the purpose or effect of substantially or unreasonably interfering with the 
student’s academic performance; or  
● Otherwise adversely affects the student’s educational opportunities.  
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If you witness any act of dating violence in your microschool, you must take all appropriate action to 
stop the conduct immediately - including potentially calling law enforcement - and report the conduct to 
Spark Community Schools. Spark Community Schools may thereafter initiate its own investigation.  
5.16 Drug Free School Notice  
Spark Community Schools believes that student use of illicit drugs is both wrong and harmful.  
Consequently, Spark Community Schools prohibits the use, sale, possession, or distribution of illicit 
drugs by students on microschool premises or at any microschool activity, regardless of its location. 
Spark Community Schools also prohibits the use, sale, possession, or distribution of look-alike 
substances and/or synthetic substances designed to imitate the look and/or effects of illicit drugs. 
Student violators are subject to possible prosecution, as allowed by law, as well as removal pursuant to 
Spark Community Schools’s Code of Conduct. 
Microschool learning environments must be substance-free. To ensure the safety and health of Spark 
Community Schools Teachers and/or Assistants, students, and their families, Teachers and/or 
Assistants are strictly prohibited from using or being under the influence of any of the following 
substances during microschool hours or activities, or when interacting with Spark Community 
Schools students and their families:  

1. Tobacco and nicotine products, including electronic cigarettes and chewing 
tobacco; 2. Vape products;  
3. Alcohol;  
4. Any and all controlled substances, including marijuana and marijuana products or prescription 
medications, with the exception of necessary medications prescribed to the teacher and/or 
Assistant by a treating physician; and  
5. Any other illegal substances.  

Please note that with regards to point number 4 above, that even though Arizona has legalized 
marijuana for recreational use, federal law still classifies marijuana as a Schedule I illegal substance. In 
compliance with federal law, and to guarantee the collective safety of teachers and/or Assistants and 
students, marijuana and all other substances illegal at the federal level should not be present in the 
microschool space.  
5.17 Student Pick-up Consent Policy  
Parents/guardians who wish to have other adults pick up their student from the microschool must first 
identify those individuals on Spark Community Schools’ Student Pick-Up Authorization Form, which is 
available in Section 1.7 of this Handbook. Teachers and/or Assistants will keep these forms in a secure 
location. When an adult other than a parent/guardian picks up a student from the microschool, the 
Teacher and/or Assistant must review that individual’s photo identification, and verify that the 
individual is listed on a Student Pick-Up Authorization Form for that student.  
Students are not permitted to leave the microschool location during school hours for any reason 
unless they are accompanied by an authorized adult. Students are not permitted to leave the 
microschool location after school hours unless:  

● They are accompanied by an authorized adult; or  
● The student is at least ten years of age, and their legal parent/guardian has submitted a 
signed Student Walk/Bike Consent Form.  

Non-custodial parents/guardians who wish to pick up a student during or after school must have either 
a signed statement from the custodial parent/guardian, or a court order on file with the microschool 
specifically granting such permission. It is the responsibility of the custodial parent/guardian to 
communicate any domestic issues regarding the non-custodial parent/guardian. In the absence of such 
communication or documentation described above, the Teacher and/or Assistant should assume that all 
parents/guardians are authorized to pick up their student.  
5.18 After School Pick-Up Timing  
Students must be picked up no later than 10 minutes after the end of the microschool day, 
unless previously arranged by the legal parent/guardian and the Teacher and/or Assistant.  



 
 
 

Spark Community Schools Student and Family Handbook School Year 2024-2025 
Version 3– July 2024 

5.19 Bathroom Self-Sufficiency and Microschool Readiness Policy  
Spark Community Schools or Spark Community Schools Teachers and/or Assistants may decline to 
enroll, or remove, a student who is unable to demonstrate bathroom self-sufficiency or whose 
parents/guardians are unable to provide adequate arrangements to support the child’s bathroom 
needs. One of the many special microschool characteristics is the small adult-to-student ratio. Because 
of the unique setting, it is important that readiness is established at the time a family enrolls their child 
in a microschool. Most importantly, it is required that students are fully and independently self-
sufficient in the bathroom. Two guiding safety principles that are important with regard to student self-
sufficiency are:  

1. A Teacher and/or Assistant should never be 1:1 with a student; and  
2. Students should never be left alone during core microschool hours. When a student requires 
bathroom assistance, a Teacher and/or Assistant must violate both of these safety guidelines.  
5.19.1 Parental/Guardian Arrangements  
If a child is not fully and independently self-sufficient in the bathroom, parents/guardians must 
make other arrangements to support their child while they are in their microschool. As a 
precaution, we recommend that students, especially those in grades K-2, keep a change of 
clothes with them at their microschool, in the unlikely event that they are needed due to 
illness, mess, etc.  
5.19.2 Exceptions  
We understand emergencies happen. If there’s an unusual circumstance, such as an 
unexpected illness resulting in temporary incontinence, a Teacher and/or Assistant will handle 
the situation with care. In the event that a Teacher and/or Assistant is required to assist in the 
bathroom during such emergencies, the Teacher and/or Assistant will immediately inform the 
student’s parents/guardians of the circumstances warranting the assistance.  

5.20 Student Medication Policy  
Microschools do not have on-site nurses and Teachers and/or Assistants are not certified nurses. As 
such, except in certain life-threatening circumstances, microschool Teachers and/or Assistants are not 
authorized to administer medication to Spark Community Schools students. There are options  
available to students in need of medication administration during microschool hours, detailed below.  

Parent/Guardian Administration of Medication  
A parent/guardian may visit their child’s microschool and administer medication to their child 
at any time. Administration of medication to a child by an individual other than a 
parent/guardian requires specific advance written authorization by the parent/guardian, using 
the Student Medication Authorization Form provided by Spark Community Schools in Section 
1.7 of this Handbook.  
A parent/guardian or their designee(s) will bring the medication with them to the 
microschool and will take the medication with them when they leave; medication is not to be 
left with the student or at the microschool unless the criteria outlined below apply.  

Teachers and/or Assistants may not be authorized to administer medications to microschool students.  
Student Self-Administration of Medication  
If a parent/guardian would like a student to self-administer medications, the parent/guardian 
must provide the Teacher and/or Assistant written authorization using the Student Medication 
Administration Form (see Section 1.7, Student Forms, of this Handbook) provided by Spark 
Community Schools, and must also provide written authorization from the student’s medical 
provider stating that the child has been instructed on how to administer the medication, and is 
capable of doing so.  
In such cases, the medication must be provided to the Teacher and/or Assistant, in its original 
packaging, when the student arrives at the microschool. The Teacher and/or Assistant will store 
the medication in a safe and secure location away from students. When the student needs to 
administer medication, the Teacher and/or Assistant shall retrieve it and provide it to the 
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student. After the student has administered the medication, the Teacher and/or Assistant 
should return it to a safe and secure location away from students. The student must take the 
medication home when leaving the microschool each day.  

Note that EpiPens may be stored at the microschool site overnight.  
5.22 COVID-19 Policy  
Teachers and/or Assistants must follow all local, state and federal rules, regulations and guidelines 
related to COVID-19. Every state (and most counties and localities) have resources on COVID-19 in 
their respective areas. Helpful national resources on this topic can be found at:  

● Centers for Disease Control and Prevention website:  
www.cdc.gov/coronavirus/2019-ncov/communication/guidance.html 
● National Institute of Health website:  
www.covid19treatmentteacherlines.nih.gov 

If a local, state, or federal law requires that certain measures be taken to curtail the spread of COVID-19, teachers 
and/or Assistants must follow those rules. Regardless of what the law requires, teachers and/or Assistants may never 
prohibit a student or their family from adopting more protective measures, should the student or family prefer to do 
so. For example, if a student prefers to wear a mask in the microschool setting, they must be allowed to do so. 
Similarly, teachers and/or Assistants should accommodate requests for social distancing, if feasible.  
Please note that Spark Community Schools and its partners reserve the right to issue more 
stringent guidelines and policies in the microschool setting related to COVID-19 at any time.  
5.23 Attendance  
Students must be officially enrolled with Spark Community Schools prior to their attendance at 
a microschool.  
The few exceptions to this rule are specified below.  

5.23.1 Exceptions  
1. Children Visiting the Microschool: Children potentially interested in enrolling in the 
microschool may visit the microschool during school hours, so long as an adult accompanies 
them and remains present the entire time the visiting children are at the site. The Teacher 
and/or Assistant will ensure that all visitors log in.  
2. Children Accompanying Parents/Guardians During Student Drop Off and Pick Up: Children 
who are accompanying parents/guardians during drop off and pick up of children enrolled in 
the microschool are permitted to be at the microschool site for short periods of time, without 
needing to sign the visitor log or be background checked. Teachers and/or Assistants should 
make clear that the parent/guardian is responsible for monitoring that unenrolled child the 
entire time they are at the microschool site.  

Students and Teachers and/or Assistants with communicable diseases are not to be excluded from 
attending customary microschool activities as long as their participation does not create a risk of disease 
transmission to students and Teachers and/or Assistants or others in the microschool. If a reasonable 
accommodation will eliminate the risk of transmission, such accommodation should be undertaken 
unless it poses an undue hardship to the microschool Teachers and/or Assistants, the family, or Spark 
Community Schools.  
5.24 General Illness Short-term Absence Policy  
Students who are sick due to non-serious or short-term illness may be excused from school with 
a parent’s/guardian's note or other form of communication.  

5.24.1 Contagious Illness Policy  
Inevitably, children spending time in the community will encounter a variety of contagious or 
transferable illnesses, ranging from lice to the common flu. Children may also experience 
other common illnesses, such as ear infections or mental health concerns that are disruptive 
to participation in their microschool.  
Spark Community Schools strives to create a space where exposure to communicable 
or infectious disease is controlled.  
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A “communicable disease” is commonly defined as an illness resulting from the infection, 
presence and growth of pathogenic (capable of causing disease) biologic agents in an 
individual human. Examples of communicable disease or transferrable infection include, but 
are not limited to: head lice; chickenpox; shingles; scabies; pink eye; hand, foot, and mouth 
disease (“HFMD”); influenza (seasonal flu); strep throat; mononucleosis; norovirus (stomach 
flu); whooping cough; and the common cold.  
If a student has a communicable disease or transferrable infection, they, in consultation 
with medical professionals, should determine the appropriate isolation period.  
5.24.2 Communication Guidelines  
Families and Teachers and/or Assistants should take great care in communicating quickly and 
honestly about possible communicable disease exposure or incidents.  

● Family Communication to Teacher and/or Assistant: Families should inform their  
child’s Teacher and/or Assistant within twelve (12) hours of any suspected exposure or 
confirmed incident of communicable disease. The Teacher and/or Assistant will take  
great care to inform the other microschool families about the possible risk of exposure.  
● The Teacher and/or Assistant Communication to Fellow Microschool Students:  
Teachers and/or Assistants will inform all microschool students and families within twelve (12) hours 
of any suspected exposure or confirmed incident of communicable  disease in the microschool.  
● Teacher and/or Assistant Communication to Spark Community Schools: If Teachers  
and/or Assistants need assistance in navigating sensitive or otherwise difficult illness 
concerns, please reach out to Spark Community Schools.  

5.25 Health-related Long-term Absence Policy  
For long-term absences related to disease such as Infectious Mononucleosis or Lyme Disease, 
surgery, injury, or other long-term health conditions, the family should coordinate with the Teacher 
and/or Assistant to determine how to best meet the child’s needs.  
5.26 Safe Return  
It is imperative that all parties follow safe return procedures to avoid exposure to contagious 
illnesses. The microschool environment is small and intimate, and therefore Teachers and/or 
Assistants and families must take extreme precaution to avoid passing communicable disease to one 
another.  

● For Illness with Fever: For communicable disease that is associated with a fever, the sick 
individual must wait until they are fever-free for twenty-four (24) hours unaided by 
medication.  
● For Illness with Associated Symptoms: For illnesses that have presenting symptoms that can 
be diagnosed by a doctor (e.g., pink eye, chickenpox, Covid-19, or lice), the family should  
communicate with the teacher and/or Assistant as to their family doctor’s recommended 
period of isolation and typical period for demonstrated recovery prior to returning to the 
microschool environment.  

5.27 Shelter in Place  
If Spark Community Schools is made aware of neighborhood police activity or an unwanted guest on 
school property, students and staff will shelter in place. As per the Emergency Safety Plan that every 
Teacher and/or Assistant receives at the beginning of the school year, the Teacher and/or Assistant  
must be prepared to: (1) direct students to the shelter in place location and (2) take immediate action 
to contact law enforcement to keep students safe.  
Here is a snapshot of the Shelter in Place plan.  

● Seek shelter in the most secure location  
Students, Teachers and/or Assistants will move to this location:  

○ Leave your bags and other personal belongings.  
○ Do not run, push, or scream.  

● If necessary, contact 911.  
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● When it’s safe to do so, Teachers and/or Assistants will contact families and inform them of 
any impact to microschool operations.  
● Report the incident to Spark Community Schools.  

5.28 Permission for Audio/Visual Recordings and Displays of Student Work  
Teachers and/or Assistants may not release a student’s photo, video footage, or comments in any 
public forum without written permission from the student’s parent/guardian. Student parent/guardian 
permission must be provided in written format using the 2023-2024 Student Photo/Video Release Form 
found in Section 1.7 of this Handbook.  
5.29 Photographs, Video Recordings, and Audio Recordings  
The Teacher and/or Assistant or a Spark Community Schools representative may take photographs of 
students, audiotape or videotape students, or interview students for microschool-related stories in a 
way that would individually identify a specific student. This content may be used in microschool or Spark 
Community Schools publications, in microschool or Spark Community Schools video productions, on the 
microschool or Spark Community Schools website, in microschool or Spark Community Schools 
advertisements, fundraising, or recruitment materials, in the news media, or in other education-related 
organizations’ publications with written permission from the student’s parent/guardian. A Teacher 
and/or Assistant may not use such photos or recordings without explicit permission from Spark 
Community Schools and written permission from the student’s parent/guardian.  
5.30 Displaying Students’ Artwork, Projects, Photos, and Other Original Work  
Teachers and/or Assistants may display student work in their microschool as recognition of student 
achievement. However, Teachers and/or Assistants must seek parent/guardian consent before 
displaying student artwork, special projects, photographs taken by students, and other original works 
on any website or social media page, in printed materials, by video, or by any other method of mass 
communication. Teachers and/or Assistants will also seek consent before displaying or publishing an 
original video or voice recording in this manner.  
5.31 Student Media Consent Policy  
Each student’s parent/guardian will be asked to give Spark Community Schools media consent during 
the annual enrollment process. Each student’s media consent status is reflected in their student file at 
Spark Community Schools. Even if consent has been provided, Teachers and/or Assistants should be 
mindful of what they share and should never disclose confidential or sensitive information about a 
student, their family, other Teachers and/or Assistants, or Spark Community Schools personnel.  
When visiting a microschool and taking photos, or creating audio or video recordings, Spark Community 
Schools will both work with the Teacher and/or Assistant to inform all students’ families of the media 
visit and ensure that any student without media consent is identified in advance and not featured in 
any  
media releases resulting from the visit (i.e., if a Spark Community Schools media representative is 
recording a video of student activities with the Teacher and/or Assistant’s authorization, the families 
will be informed in advance and any student without media authorization will be identified and 
safely kept out of any released media).  
If a parent/guardian wishes to change their child’s media consent status at any point during the 
school year, the Teacher and/or Assistant should direct the parent/guardian Spark Community 
Schools to request a media consent status change.  
5.32 Guest and Visitor Notice Policy  
Teachers and/or Assistants will notify parents/guardians in writing (e.g., via email or text) at least 
twenty-four (24) hours in advance of a visitor being present in their microschool. Notice should include 
(1) the purpose of the visit, (2) when the visit will occur, and (3) the date and time of the visit. If prior 
notice is not possible, Teachers and/or Assistants should immediately disclose the visit to families after 
the fact. Teachers and/or Assistants will also follow the procedures laid out in Spark Community 
Schools’ Visitor Log Policy when a guest is present in the microschool. Please note that some visitors - 
depending on what they will be doing in the microschool- may also need to submit to a background 
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check.  
5.33 Visitor Log Policy  
When a visitor enters a microschool, the Teacher and/or Assistant must (1) log the name of the visitor in 
a visitor log, (2) document the visitor’s entry and exit times from the premises, (3) supervise the visitor 
for the duration of their visit and (4) ensure that the visitor is not left alone with any child at any time.  

5.33.1 Required Safety Measures for Visitors  
Teachers and/or Assistants must take the following safety measures on a recurring basis to 
ensure safety and visitors in the microschool.  

a. A visitor is defined as anyone eighteen (18) years or older who will be: (1) visiting a  
microschool repeatedly (i.e., more than once in a 60-day period) and (2) has the  
potential to directly interact with microschool students. This includes a volunteer  
(including a parent/guardian) who is coming to demonstrate a skill or participate in an  
activity, a personal student aid, or anyone else.  
b. All recurring visitors must be background checked prior to entry in a microschool.  

1. Advance Notice to Families  
a. Teachers and/or Assistants will notify all microschool parents/guardians at least one  
instructional day in advance of any planned guest visit.  
b. Teachers and/or Assistants will notify all microschool parents/guardians  
immediately following an unplanned microschool guest visit. The Teacher and/or Assistant shall 
identify the visitor, the reason the visitor was on the microschool  
premises, and how long the visitor remained on the premises.  

2. Keep Daily Microschool Visitor Logs  
a. Teachers and/or Assistants will keep a running log of any visitor who comes to their 
microschool.  
b. Teachers and/or Assistants will request to see some form of identification for a 
visitor to ensure that the visitor's name is properly recorded in the log. If the Teacher 
and/or Assistant personally knows the visitor, they may personally verify the visitor’s 
identity without documentation.  

3. Ensure Visitor Supervision  
a. Teachers and/or Assistants will continue to ensure that no microschool student will 
be left alone with any visitor during microschool hours.  

5.34 Background Checks for Recurring Visitors  
Teachers and/or Assistants will ask Spark Community Schools for permission to allow any recurring 
visitors at least one week prior to a recurring visitor’s first visit to their microschool (e.g., an assistant, 
a service provider, a student aid). Spark Community Schools will contact the Teacher and/or Assistant 
and background check the candidate through the background check process.  
5.35 Prohibited Visitor and Agitated Adult Policy  
Responding to an agitated or prohibited adult is an unsavory but nonetheless possible safety 
response scenario that may arise in a typical microschool. The nature of microschools requires extra 
care in thinking through how students and a Teacher and/or Assistant will respond to unwanted 
visitors.  

5.35.1 Contact Law Enforcement  
The best recommendation Spark Community Schools can make for a Teacher and/or Assistant 
when an agitated, unwanted, or otherwise prohibited person appears at the microschool is to 
contact law enforcement (call 911). Teachers and/or Assistants are private citizens and have 
every right to contact law enforcement in the case of an unsafe situation with another adult  

5.36 Student Withdrawal Policy  
A student under eighteen (18) years of age may be withdrawn from school only by a parent or legal 
guardian. Spark Community Schools requests notice from the parent/guardian at least three (3) days 
in advance so that Spark Community Schools may process the withdrawal in its system and work with 
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the partner school to prepare the appropriate and necessary records. Parents/guardians must initiate 
a withdrawal.  
Withdrawing students and parents/guardians are expected to:  

● Complete the Spark Community Schools withdrawal form;  
● Participate in an exit interview with Spark Community Schools, if possible;  
● Return all materials and equipment, including devices.  

5.37 Student Supplies  
A microschool Teacher and/or Assistant may provide to a student’s parents/guardians a suggested list of 
student supplies for use during the regular microschool day so that the parents/guardians may furnish, 
on a voluntary basis, supplies for student use. Students whose parents/guardians do not provide such 
supplies shall be allowed to use microschool-provided supplies necessary for participation in any 
curricular activities, which the microschool shall supply.  
A microschool may require a student to provide materials or pay for an additional discretionary 
project, if the student chooses a project in lieu of, or in addition to, a required classroom project.  
5.38 Student Dress  
Students must maintain an appearance appropriate for a learning setting at all times. Spark 
Community Schools is not prescriptive about physical appearance, however, there are certain 
standards that are appropriate for a learning environment. Any clothing that may be a distraction for 
students (e.g., visible undergarments, excessive skin, crude logos or phrases on clothing) must be 
avoided. We ask that all private body parts be covered. We encourage students to express their 
personalities through fashion while at the same time being respectful of the school environment.  
Section 6: Student Rights  
6.1 Right to Religions Expression  
Spark Community Schools prohibits discrimination, harassment, or retaliation on the basis of religion. 
Spark Community Schools does not advocate for or against any religious beliefs or particular 
religions, and Teachers and/or Assistants must refrain from doing so as well in microschools and 
during microschool activities.  
A student enrolled has the right to silently pray or meditate at a Spark Community Schools 
microschool, so long as it does not disrupt the instructional day or other activities of the microschool.  
Neither Spark Community Schools nor the microschool Teachers and/or Assistants shall require, 
encourage, or coerce any student to engage in or to refrain from prayer or meditation during any 
school activity.  
6.2 Right to Student Speech  
The speech (including all forms of expression) of Spark Community Schools students is protected by the 
First and Fourteenth Amendments.  
Accordingly, Spark Community Schools has adopted a policy that all students have a right to free 
expression of ideas in the microschool, unless the teacher and/or Assistant can prove that a given act 
of expression causes "substantial interference with microschool discipline or the rights of others."  
Teachers and/or Assistants simply disagreeing with a student’s position or determining that the 
speech is controversial or in “bad taste” does not constitute “substantial interference with 
microschool discipline or the rights of others.”  
Please note that this includes all forms of speech, including, but not limited to, verbal speech, 
writing, physical gestures, artistic expression, and attire/physical appearance.  
6.3 Sexual Harassment Policy  
Spark Community Schools promotes an educational environment free of sexual harassment. Sexual 
harassment of students, parents/guardians, Teachers and/or Assistants or any other person in the 
Spark Community Schools community is unlawful and will not be tolerated. Further, any retaliation  
against an individual who has complained about sexual harassment or retaliation against individuals for 
cooperating with an investigation of a sexual harassment complaint is similarly unlawful and will not be 
tolerated.  
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To maintain an environment free of sexual harassment, conduct described in this Policy will not 
be tolerated.  
Spark Community Schools takes allegations of sexual harassment seriously and will respond promptly 
to complaints of sexual harassment, and where it is determined that such inappropriate conduct has 
occurred, Spark Community Schools will act promptly to eliminate the conduct and impose corrective 
action as is necessary.  
Please note that while this Policy sets forth Spark Community Schools’ goals of promoting an 
environment that is free of sexual harassment, the Policy is not designed or intended to limit its 
authority to take appropriate action for conduct which it deems unacceptable, regardless of 
whether that conduct satisfies the definition of sexual harassment.  

6.3.1 Sexual Harassment Defined  
"Sexual harassment" means sexual advances, requests for sexual favors, and verbal or 
physical conduct of a sexual nature between students, adults, or students and adults when:  

● Submission to or rejection of such advances, requests or conduct is made either  
explicitly or implicitly a term or condition of academic standing or school-related  
opportunities; or  
● Such advances, requests or conduct have the purpose or effect of unreasonably  
interfering with an individual's academic or work performance by creating an  
intimidating, hostile, humiliating or sexually offensive school or work environment.  

Under the definition stated above, direct or implied requests by an Teacher and/or Assistant, 
parents/guardians, or any individual in a position of authority for sexual favors in exchange for actual 
or promised benefits such as favorable review, better grades, recommendations, or other advantages, 
constitutes sexual harassment.  
The legal definition of sexual harassment is broad and, in addition to the above examples, other sexually 
oriented conduct, whether it is intended or not, that is unwelcome and has the effect of creating an 
educational environment that is hostile, offensive, intimidating or humiliating to male or female 
students or others in the Spark Community Schools community may also constitute sexual harassment. 
Note that sexual harassment includes any kind of harassment on the basis of an individual’s sex, sex-
stereotyping, sexual orientation, or gender identity.  
While it is not possible to list all those additional circumstances that may constitute sexual 
harassment, the following are some examples of conduct which, if unwelcome, may constitute sexual 
harassment depending upon the totality of the circumstances, including the severity of the conduct 
and its pervasiveness:  

● Unwelcome sexual advances, whether they involve physical touching or not;  
● Sexual epithets, jokes, written or oral references to sexual conduct, gossip regarding one's 
sex life;  
● Comments on an individual's body, comments about an individual's sexual activity,  
deficiencies, or prowess;  
● Displaying sexually suggestive objects, pictures, cartoons;  
● Unwelcome leering, whistling, brushing against the body, sexual gestures, suggestive 
or insulting comments;  
● Discussion of one's sexual activities or inquiries into others’ sexual experiences; and  
● Verbal, non-verbal, graphic, or physical aggression, intimidation, or hostile conduct based 
on sex, sex-stereotyping, sexual orientation or gender identity.  

All individuals should take special note that, as stated above, retaliation against an individual who 
has complained about sexual harassment, and retaliation against individuals for cooperating with an 
investigation of a sexual harassment complaint is unlawful and will not be tolerated.  
6.4 Complaints of Sexual Harassment  
If any Spark Community Schools Teacher and/or Assistant witnesses an act of sexual harassment 
occurring in the microschool environment, the Teacher and/or Assistant should take any and all steps to 
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stop the conduct immediately and report the conduct to Spark Community Schools. Spark Community 
Schools may thereafter initiate an investigation as noted in Spark Community Schools’ Complaint 
Investigation Policy.  
While Spark Community Schools investigates the allegations, Teachers and/or Assistants must ensure 
that no further act of harassment occurs and work with Spark Community Schools to ensure a safe 
community environment.  
6.5 Investigation of Sexual Harassment Claims  
When Spark Community Schools receives a complaint of sexual harassment, it will investigate the 
allegation in a fair and expeditious manner, as outlined in its Complaint Investigation Policy. Please 
note that Spark Community Schools may impose interim measures to protect the parties pending 
the conclusion of the investigation, depending on the circumstances.  
In cases that involve students either filing a complaint or who allegedly commit the inappropriate 
action, parents/guardians will be informed and included in the procedures for resolution.  
If it is determined that inappropriate conduct has occurred, Spark Community Schools may impose  
disciplinary action up to removing a student from the microschool or terminating Teachers and/or 
Assistants, depending on the circumstances.  
6.6 Right to Report  
Parties who believe that they have been subjected to sexual harassment may file a complaint 
with appropriate state and federal agencies.  
6.7 FERPA Policy  
The Family Educational Rights and Privacy Act (“FERPA”) affords parents/guardians and students over 
18 years of age (eligible students) certain rights with respect to the student’s educational records. 
These rights include the following:  

1. The Right to Inspect and Review  
Parents/guardians or eligible students have the right to inspect and review the student’s 
educational records within forty-five (45) days of the day Spark Community Schools or the 
Spark Community Schools microschool (collectively, “the School”) receives a request for access. 
Parents/guardians or eligible students should submit to the Teacher and/or Assistant or Spark 
Community Schools a written request that identifies the record(s) they wish to inspect. The 
School will make arrangements for access and notify the parent/guardian or eligible student of 
the time and place where the records may be inspected.  
If circumstances effectively prevent the parent/guardian or eligible student from exercising the 
right to inspect and review the student’s educational records, the School shall provide the 
parent/guardian or eligible student with a copy of the records requested or make other 
arrangements for the parent/guardian or eligible student to inspect and review the requested 
records. The School may charge a reasonable fee for a physical copy of an education record that 
is made for the parent/guardian or eligible student, unless the imposition of a fee effectively 
prevents a parent/guardian or eligible student from exercising the right to inspect and review 
the student’s education records. The School will not charge a fee to search for or to retrieve the 
educational records of a student, or to provide an electronic copy of requested documents. If 
the educational records of a student contain information on more than one student, the 
parent/guardian or eligible student may inspect and review, or be informed of, only the specific 
information about that student.  

The School shall not destroy any educational records if there is an outstanding request to inspect 
and review the records under this section.  

2. The Right to Seek Amendment of the Student’s Educational Records  
Parents/guardians or eligible students may ask the School to amend a record that they believe 
is inaccurate, misleading, or otherwise in violation of the privacy rights of the student. Such a 
request must be made to the microschool teacher and/or Assistant or Spark Community Schools 
in writing, clearly identify the part of the record the parent/guardian or eligible student wants 
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changed, and specify why it is inaccurate or misleading. The School will decide whether to 
amend the record as requested within a reasonable time after receipt of the request.  
If the School decides not to amend the record as requested by the parent/guardian or eligible 
student, it will notify the parent/guardian or eligible student of the decision and advise them 
of  
their right to a hearing regarding the request for amendment. If, as a result of the hearing, 
the School decides that the information is inaccurate, misleading, or otherwise in violation of 
the privacy rights of the student, it shall amend the record accordingly and inform the  
parent/guardian or eligible student of the amendment in writing.  
If, as a result of the hearing, the School decides that the information in the educational record 
is not inaccurate, misleading, or otherwise in violation of the privacy rights of the student, it 
shall inform the parent/guardian or eligible student of the right to place a statement in the 
record commenting on the contested information in the record or stating why they disagree 
with the decision of the School, or both. If the School places an amended statement in the 
educational records of a student, it is obligated to maintain the amended statement with the 
contested part of the record for as long as the record is maintained and disclose the statement 
whenever it discloses the portion of the record to which the statement relates.  
3. The Right to Consent Prior to Disclosure  
Parents/guardians or eligible students have the right to consent to disclosures of personally 
identifiable information contained in the student’s educational records, except to the extent 
that FERPA authorizes disclosure without consent.  
One exception that permits disclosure without consent is disclosure to school officials with 
legitimate educational interests. A school official has a legitimate educational interest if the 
official needs to review an education record in order to fulfill their professional responsibility. 
A “school official” is:  
1. a person employed by Spark Community Schools as an administrator, supervisor, teacher, or 
support staff member (including health or medical staff and law enforcement unit personnel);  
2. a person or company with whom the School has outsourced services or functions it would 
otherwise use its own employees to perform (such as teachers and/or Assistants, attorney, 
auditor, medical consultant, or therapist);  
3. a parent/guardian or student serving on an official committee, such as a disciplinary 
or grievance committee; or  
4. a parent/guardian, student, or other volunteer assisting another school official in 
performing their tasks.  

Upon request, the School may also disclose education records without consent to officials of another 
open-enrollment charter school, school district, or private school in which a student seeks or intends 
to enroll, or is already enrolled if the disclosure is for purposes of the student’s enrollment or transfer.  

4. The Right to File a Complaint  
Parents/guardians or eligible students have the right to file a complaint with the U.S.  
Department of Education concerning alleged failures by the School to comply with the  
requirements of FERPA. These complaints should be addressed as follows:  
Family Policy Compliance Office  
U.S. Department of Education  
400 Maryland Avenue, SW Washington, D.C. 20202-4605  
5. Access to Medical Records  
Parents/guardians are entitled to access their students’ medical records.  
6. Notice of Directory Information  
Under FERPA, the School must, with certain exceptions, obtain written consent prior to 
the disclosure of personally identifiable information from a student’s education records.  
However, the School may disclose personally identifiable information contained in the 
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student’s educational records without obtaining prior written consent of the parent/guardian 
or eligible student if the School has designated the information as “directory information.”  

The School has designated the following categories of information as directory information for 
the purpose of disclosure relating to school-sponsored/school-affiliated purposes:  

1. Student name;  
2. Address;  
3. Telephone listing;  
4. Electronic mail address;  
5. Photographs (including video image);  
6. Date and place of birth;  
7. Major field of study;  
8. Degrees, honors, and awards received;  
9. Dates of attendance;  
10. Grade level;  
11. Most recent educational institution attended;  
12. Participation in officially recognized activities and sports; and  
13. Weight and height of members of athletic teams.  

School-sponsored/school-affiliated purposes are those events/activities that the School conducts 
or sponsors to support the educational mission of the School. Examples include,  
but are not limited to:  

1. Extracurricular programs or events (e.g., school plays, concerts, athletic 
events, graduation ceremony);  
2. Publications (e.g., newsletters, yearbook);  
3. Honor roll and other student recognition lists; and  
4. Marketing materials of the School (e.g., print media, website, videos, newspaper).  

The School shall not release directory information except for the purpose indicated above, 
namely, disclosure relating to school-sponsored/school-affiliated purposes.  
A PARENT/GUARDIAN OR ELIGIBLE STUDENT MAY OPT OUT OF THE RELEASE OF DIRECTORY 
INFORMATION FOR THESE PURPOSES BY SUBMITTING A WRITTEN OBJECTION TO SPARK COMMUNITY 
SCHOOLS. THE STUDENT FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT OPT-OUT FORM IS 
AVAILABLE IN THIS HANDBOOK.  

 
6.8 Student Records Management Policy  
“Student records” are those records directly related to a student and maintained by Spark 
Community Schools.  

6.8.1 Academic Records  
Spark Community Schools does not provide transcripts or official school records to 
parents though it does maintain some academic records on each student.  
6.8.2 Discipline Records  
Disciplinary records submitted by teachers and/or Assistants to Spark Community Schools, 
including but not limited to Positive Behavior Plans, Restorative Reset documentation, and 
Referrals for Removal will be stored by Spark Community Schools as a disciplinary record.  
Effective for the 2023-2024 School Year, Spark Community Schools will follow a four-step 
process for any teacher and/or Assistant-submitted Student Incident Form (“SIF”). Upon receipt, 
the process is as follows:  

1. Spark Community Schools will acknowledge the receipt of the SIF 
submission; 2. Spark Community Schools will generate a PDF report version of 
the SIF;  
3. Spark Community Schools will share the PDF report with the student(s)’s family 
if Spark Community Schools, in its discretion, believes it is appropriate; and  



 
 
 

Spark Community Schools Student and Family Handbook School Year 2024-2025 
Version 3– July 2024 

4. Spark Community Schools will take action to investigate the issue on a case-by-
case basis.  

All discipline records will be stored for students in Spark Community Schools’ system and will 
stay with Spark Community Schools for up to five (5) years following the final date of the 
student’s participation in Spark Community Schools. Any Spark Community Schools-specific 
records will stay with Spark Community Schools unless a student has a disciplinary 
consequence resulting in expulsion from the student’s School of Record.  

6.9 Complaint Investigation Policy  
Spark Community Schools conducts all investigations in a fair, impartial, thorough, and 
thoughtful manner and in compliance with all applicable federal, state, and local laws.  
Whenever Spark Community Schools receives a formal or informal report or other information indicating 
a possible violation of law or Spark Community Schools policy, Spark Community Schools will conduct an 
investigation set forth below.  

6.9.1 Investigation Responsibility  
Spark Community Schools will promptly initiate an appropriate investigation into all possible 
violations of law and Spark Community Schools policy. Spark Community Schools’ Legal Team 
will have primary responsibility for investigating all complaints, unless the alleged misconduct 
concerns a member of the Legal Team. In that situation, a third party will be responsible for the 
investigatory process.  
As the situation warrants, the Legal Team may instruct other Spark Community Schools  
personnel to gather information for investigation. In such cases, such individuals will follow the 
Legal Team’s instructions relating to communications and evidence to ensure that 
confidentiality and proper legal protections are preserved.  
6.9.2 Situations to be Investigated  
The following is a non-exclusive list of the types of reports that Spark Community Schools 
will investigate:  

● Alleged conduct that potentially deprives any member of the Spark Community 
Schools community of rights because of race, color, religion, sex, sexual orientation, 
sex-stereotyping, gender identity or expression, genetic information, national 
origin, ethnicity, pregnancy, age, national origin, disability status, protected veteran 
status, marital status, or any other characteristic protected by law.  
● Alleged verbal or physical conduct that potentially denigrates or shows hostile 
feelings toward any individual because of race, color, religion, sex, sexual orientation,  
sex-stereotyping, gender identity or expression, genetic information, national 
origin, ethnicity, pregnancy, age, national origin, disability status, protected veteran 
status, marital status, or any other characteristic protected by law.  
● Alleged conduct or intentional behavior that potentially violates Spark Community 
Schools’ policies or values or affects the safety or well-being of any member of the 
Spark Community Schools community. Such conduct includes threatening 
communication, physical injury or potential physical harm to another, aggressive or 
hostile action, retaliatory decisions, intentional damage to Spark Community Schools 
property, and possession of any weapon during Spark Community Schools-affiliated 
events, regardless of government licensing.  
● Alleged conduct or intentional behavior that constitutes harassment. Examples of 
prohibited harassment may include - but are not limited to - offensive or derogatory 
language directed at another person’s religious beliefs or practices, accent, skin color, 
gender identity, or need for accommodation; threatening or intimidating conduct; 
offensive jokes/statements, name calling, slurs, or rumors; physical aggression or 
assault; display of graffiti or printed material promoting racial, ethnic, or other 
stereotypes; or other types of aggressive conduct such as theft or damage to property.  
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● Conduct that violates Spark Community Schools rules, policies or standards of 
conduct or the law.  
● Any other conduct which Spark Community Schools, in its sole discretion, 
determines should be investigated.  

6.9.3 Confidentiality  
Spark Community Schools investigator(s) will inform the reporter(s) that the Spark Community 
Schools-initiated investigation will be handled on a need-to-know basis; however, if information 
is learned that legal action is required, there is a potential that disclosure of this information 
may occur in the process.  
Spark Community Schools investigator(s) will make a reasonable effort to ensure that the  
reporter(s) or individual(s) providing information during an investigation are not exposed to 
any threats of violence, intimidation or personal risk. If such situations are identified or have 
occurred, Spark Community Schools will proceed with the appropriate response, as developed 
by the Legal Team, outside counsel or other professionals.  
6.9.4 Retaliation  
Spark Community Schools prohibits retaliation against any reporter(s) or individuals who 
provide any information related to a report including, but not limited to, making threatening 
communication by verbal, written or electronic means, or encouraging others to do the same. 
Any person found to be engaging in retaliation will be subject to appropriate disciplinary action, 
including, but not limited to, removal of students from the microschool and/or termination of 
teacher and/or Assistant services.  
6.9.5 Investigative Timeline  
Spark Community Schools will make all reasonable efforts to initiate an investigation into the 
allegation(s) and conclude the investigation in a timely fashion, as the circumstances 
warrant.  
6.9.6 Investigative Tasks  
1. Obtain verbal and written statements from all parties involved, including at least the 
reporter, subject of the investigation and witnesses. Unless the process requires otherwise, the 
investigator(s) should interview the reporter first, the subject second, any witnesses third, and 
then the reporter and subject once again.  

a. The investigator(s) will be mindful of the information they share with all interviewees.  
b. Generally, the subject will be informed of the allegation(s) made by the reporter 
in sufficient detail to allow the subject to give their side of the story.  
c. Witnesses will not be provided with any specifics regarding the allegation(s) beyond 
what is required to get an accurate recollection from the witnesses. Witnesses will be 
told an incident is being investigated, but that all details may not be able to be 
disclosed.  
d. An interview memo will be prepared for each interviewee and conversation  
immediately after the interview concludes. The memo will be primarily a 
factual documentation of the interview, but may include the investigator(s) 
thoughts,  
impressions and opinions, if appropriate.  

2. Take photographs/video of any injury or damage, if applicable.  
3. Collect all written or other documentary evidence available, including publicly available 
reports from police or other agencies, if applicable. All evidence will be documented, preserved 
and maintained in a secure digital or electronic location.  

a. All interviewees should be instructed not to delete, discard, or otherwise destroy 
any information relevant to the report.  

4. Determine if there is a potential risk for recurrence. If there is such a potential, take 
all measures appropriate to protect individuals and property.  
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5. Complete an investigation report, and provide all relevant and necessary 
information, including documented findings, as noted below.  

a. Relevant and necessary information includes the date the report was drafted and  
complete (if the two are not the same), the list of individuals interviewed (along with 
their title and role), and the fact-finding protocol that was used.  

6.9.7 Documented Findings  
Based on the investigation, Spark Community Schools will determine whether the allegation(s) 
were founded, unfounded or inconclusive. This determination will be documented in writing 
and made part of the investigative file. The determinations will be as follows:  

● Violation Founded. Where a violation of Spark Community Schools policies, or law is 
found to have occurred, the subject of the investigation should be notified of the 
finding and corrective actions will be taken. No details about the nature or extent of 
disciplinary or corrective actions will be disclosed to the reporter(s) or witness(es) 
unless there is a compelling reason to do so (such as personal safety).  
● Violation Unfounded. In this situation, the subject of the investigation and the 
reporter should be notified that Spark Community Schools investigated the allegation(s) 
and found that the evidence did not support the claim.  
● Violation Inconclusive. In some cases, the evidence may not conclusively indicate 
whether the allegation(s) was founded or unfounded. If such a situation occurs, the 
notification to the reporter and the subject of the investigation should state that 
Spark Community Schools completed a thorough investigation but has been unable to 
establish the truth or falsity of the allegation(s). Spark Community Schools will take 
appropriate steps to ensure that the persons involved understand the requirements 
of Spark Community Schools’ policies and applicable law, and that Spark Community 
Schools will monitor the situation to ensure compliance in the future.  

6.9.8 Retention of Investigative Records  
Unless advised otherwise by the Legal Team, Spark Community Schools will retain records 
relative to a Spark Community Schools-initiated investigation for the greater of a period of 
one (1) year or the minimum retention period required by law.  
6.9.9 Release of Investigative Records  
Spark Community Schools will not release any investigative files, including interviews and 
findings, unless authorized by the Legal Team or pursuant to a court-authorized request 
or process (such as a subpoena or court order).  
6.9.10 Notice to Government Agencies  
Before notifying any government agency concerning a Spark Community Schools-initiated  
investigation, the Legal Team will conduct a full review of the investigation and will 
determine what information, including documents, should be released to the government 
agency.  
6.9.11 Disclosure to Third Parties  
No Spark Community Schools employee or agent may make any non-compulsory disclosure 
to third parties (such as lawyers, investigators, insurance representatives, media reporters) 
regarding the particulars of any Spark Community Schools-initiated investigation without 
prior approval from the Legal Team.  

 


