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INTRODUCTION
This COVID 19 School Handbook for Parents is intended to assist parents  
in understanding the new procedures that SPARK Schools has  
implemented in line with the COVID-19 regulations set out by the 
Department of Health and the Department of Basic Education. 

These procedures are to be adhered to by all SPARK parents/guardians. 
This is to ensure that we protect our scholars, parents and our staff from 
the contamination of COVID-19. If any procedures should be changed or 
enhanced to better ensure the health and safety of our SPARK community 
this handbook will be updated and a new version will be circulated  
to parents.

All our scholars will undergo an orientation programme highlighting safety and 
hygiene measures related to COVID-19 and the new procedures.
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ARRIVALS DISMISSAL: PARENT COLLECTION

All parents/guardians and transport drivers to display their scholar’s placard on 
the vehicle dashboard.

NB: For safety reasons, all scholars must be collected on time immediately after school

1
School gates will open at 7:00 for the primary schools and 7:15 for the high 
school. No scholars are allowed to be dropped off before this or left outside  
the gate.

2

Upon arrival at the school, the parents/guardians and transport drivers are 
expected to stop at the drop-off point. Once the vehicle is stationary parents/
guardians and transport drivers must roll down the window so the scholar’s 
temperature can be taken.

3

All parents/guardians to display their scholar’s placard on the vehicle dashboard 
during every arrival and dismissal.1

If a scholar passes the COVID-19 screening process (detailed on page 6), they 
will be allowed to disembark the vehicle. Should a scholar fail the screening at 
arrivals, they will not be able to attend class and will need to be taken home 
straight away. 

4

During dismissal, parents/guardians and transport drivers are expected to stop 
their vehicles at the pickup point and remain in the vehicle.2

All scholars  must be wearing masks before disembarking the vehicle and ensure 
that they sit with their backpacks to avoid removing them from the boot. If a 
scholar arrives without a mask the parent must park their car and both scholar 
and parent must remain in the car until a school representative can issue them a 
mask. The parent/guardian will be billed for the mask on their next invoice.

5

Every scholar will sanitise their hands before entering the vehicle.4

Parents/guardians and transport drivers should remain in the vehicle. Only the 
scholar is allowed to disembark the vehicle.6

All scholars will remain inside the school grounds until dismissed by a staff member.3

Once the scholar has safely exited the vehicle, they will have their hands sanitised 
by a SPARK Schools staff member. Scholars will go straight to their first class of 
the day instead of congregating with other scholars for Sparks Fly.

7

Parents/guardians and transport drivers who are late to collect a scholar 
should indicate this to security or a member of staff on arrival who will make 
the arrangements for the scholar and paperwork to be brought to the vehicle.  
Parents will be billed for late pickup on their next invoice.

5
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SCHOLAR TRANSPORT 
PROCEDURE
Rules for transport drivers

All transport drivers must have the correct placard for 
each scholar that they transport. This should be on display 
when arriving at a SPARK School.

The transport driver is not allowed to exit the vehicle.

A SPARK Schools staff member will ensure that scholars 
who make use of scholar transport are taken to the correct 
vehicle.

Transport drivers should adhere to the regulations and 
ensure that social distancing for scholars is maintained. 
They should ensure that the vehicle is properly sanitized 
and the driver should wear a mask at all times. (Please 
note that this is not SPARK Schools’ responsibility, but 
yours as a parent).

If a scholar passes the COVID-19 screening process 
(detailed on page 6), they will be allowed to disembark 
the vehicle. Should a scholar fail the screening at arrivals, 
they will not be able to attend class and will need to be 
taken home straight away.

1.

2.

3.

4.

5.

Important to note:

Please note that parents who make use of scholar transport do so at their own risk. SPARK Schools is not affiliated with any transport drivers; 
therefore, it is your responsibility as a parent to ensure that your scholar’s transport driver is adhering to the COVID-19 regulations.
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SCREENING PROCESS WHEN 
ENTERING A SPARK SCHOOL 
No person may enter the premises should they 
answer “yes” to one of these questions:

No person may enter the premises should they answer 
“yes” to two or more of the following symptoms:

Do you have the following symptoms; fever, cough, sore throat, 
shortness of breath (difficulty in breathing), loss of smell/ taste?
Have a temperature of 38 degrees and above?
Have you been in close contact with anyone in the past 14 
days who has a confirmed case of COVID 19?

Should your scholar fail the screening at arrivals, they will not be able to attend class 
and will need to be taken home straight away. Should they fail the second screening 
in class or develop symptoms throughout the day, they will be taken to the reception 
area and assessed. Parents will then need to collect their scholars as soon as possible.

Do you have the following symptoms?

• fatigue
• body pains
• vomiting
• nausea
• body weakness/ tiredness
• diarrhoea
• redness of eyes

1.

2.
3.
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SPARKS FLY
SPARKs Fly will continue to be a driver of positive culture in our schools. 
SPARKs Fly will take place in smaller groups and will be held in classrooms 
to comply with social distancing regulations.

PHYSICAL EDUCATION 
Social distancing will be maintained during Physical Education (PE). 
Exercises and movements have been selected to maintain the 1.5m  
distance between scholars at all times. 

THE CLASSROOM
Scholars will be seated 1.5m apart at all times in the classroom. Scholars 
will no longer move from classroom to classroom during the school day. 
Instead, scholars will be taught in the same classroom throughout the  
day to minimise contact with other scholars and multiple surfaces.  
Scholars will never be in groups larger than their class size. 

MASKS
All scholars are required to wear masks. Should a scholar come to school 
without a mask, one will be provided and the parent will be billed for the 
cost. Parents are required to ensure that scholar masks are washed and 
ironed daily.
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STATIONERY
Scholars will not be allowed to share stationery to minimise the risk of 
spreading COVID-19. SPARK Schools will provide individual stationery  
for each scholar that will be replenished regularly. Scholars will be  
required to keep their personal stationery in their backpacks and take 
it home with them, each day. We encourage parents to sanitise scholar 
stationery daily. 

CHROMEBOOKS
All Chromebooks will be disinfected with sanitiser (70% alcohol content  
or higher as per Department of Health Regulations) after each use to 
minimise the risk of transmission of COVID-19 from scholar to scholar.  
We have also adjusted the timetable for online learning in order to minimise 
the number of scholars that use each Chromebook. 

HEADPHONES/EARPHONES
Scholars will no longer be allowed to share headphones/earphones. 
Parents/Guardians will be required to purchase a set of headphones/
earphones for their scholar(s) before they arrive on the first day of school. 
They will need to bring these headphones/earphones to school every day 
in order to participate in online learning.

VISITORS
In order to minimise scholars’ potential exposure to COVID-19 visitors  
will only be allowed on site in the event of an emergency or if their  
presence is essential to the day to day running of the school. All visitors  
will be screened for COVID-19 symptoms and will be confined to  
designated areas of the school property. Visitors will not be granted entry 
to a SPARK School without a mask.
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SICK SCHOLARS
Parents are urged to keep all sick scholars at home, especially 
those who show symptoms such as a runny nose, cough, 
fever and/or sneezing. If the scholar displays two or more 
COVID-19 symptoms they can only return to school once 
they have tested negative for COVID-19. Scholars who 
display any symptoms consistent with COVID-19 during the 

school day will be quarantined in the isolation room and 
must be collected from the school as soon as possible.

Sick scholars with symptoms not consistent with COVID-19 
will use the sick bay as normal and can only return to school 
once they have stopped displaying symptoms. 

SCHOLARS WITH PRE-EXISTING CONDITIONS
If a scholar has a pre-existing condition, which puts them 
at higher risk of severe illness if they contract COVID-19, 
we encourage parents/guardians to get a recommendation 

from a doctor as to whether the scholar should attend school. 
If the parent/guardian decide not to send the scholar(s) to 
school, they can make use of our distance learning offering.
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REMOTE LEARNING

OFFLINE OFFERING

SPARK offers remote Learning for SPARK scholars who do not attend 
school in person for any reason.

SPARK offers Home Learning Packs for scholars who do not attend in 
person but would prefer to access academic content online.

• Schedules for live teaching sessions and assignments are uploaded to 
islearning weekly.

• Scholars who are unable to join live sessions have the option to access 
video recordings of lessons on itslearning to watch in their own time.

• Scholars complete a test on itslearning that is automatically marked.
• In addition to academic content, psychosocial support is available 

online for scholars.

• Parents must collect Home Learning Packs from their child’s  
school weekly.

• Parents can either return their Home Learning Packs to the school 
or submit the completed Home Learning Pack onto itslearning as an 
assignment. 

• In addition to academic content, psychosocial support is available 
through Home Learning Packs for scholars.

• SPARK collects bi-weekly feedback on Home Learning Packs for 
continuous improvement. 
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SPARK SCHOOLS COVID-19 POSITIVE CASE GUIDE

AT A SPARK SCHOOL:

POSITIVE CASE PROCEDURES

1.

2.

3.

4.

If a confirmed positive COVID-19 case is reported at a school, the School Leadership will 
immediately notify the relevant staff at the School and Support Office.

The School Leadership will then notify and consult with the Department of Health, 
Department of Basic Education and the Department of Labour about the positive case.

The School Leadership will then communicate the positive COVID-19 case to the school’s 
staff and parents.

The School Operations Manager will contact all individuals who are regarded as close 
contacts of the positive case.

• Those individuals will be advised to self-isolate for 14 days from the last day  
 in contact. 
• If they experience COVID-19 symptoms, they must consult a doctor and get tested   
 for COVID-19 before returning to school.

If one of our staff members, visitors or scholars test positive for COVID-19, we will follow 
the following procedures:

The SPARK Schools COVID-19 positive case guide will assist SPARK Families in knowing what 
to expect and what to do should a positive COVID-19 case be identified at a school.

While SPARK Schools has ensured that it has taken all safety precautions to ensure the safety 
of our staff, scholars and visitors, we must also be cautious personally and prepared as cases 
are rising in our country. 

5. SPARK Schools will ensure that the school premises are:

Fogged for disinfection:

• If fogging is possible on the same day that the case is reported then the school will be 
fogged on that day, allowing staff or scholars to return to the school the following day. 

• If the school can only be fogged the following day due to a case being reported after 
hours, fogging will take place early in the morning before school staff arrive. 

Deep cleaned and sanitised:

• The premises will then be thoroughly deep cleaned as per the standard COVID-19 
cleaning procedures that have been implemented since reopening schools after the 
national lockdown. The required chemicals that will be used are sodium hypochlorite 
0,5% and hydrogen peroxide 0,5%.

• Scholars are not required to report to school on these days as the fogging and 
cleaning would be disruptive to learning. 

• According to government regulations: “The Department of Health does not 
endorse or require ‘deep cleaning’ that involves fumigation, demisting or 
fogging. Nor does the Department of Health require such a ‘certificate of 
cleaning.”
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SPARK SCHOOLS COVID-19 POSITIVE CASE GUIDE
CLOSE CONTACTS VS CASUAL CONTACTS RETURNING TO SCHOOL AFTER TESTING POSITIVE FOR COVID-19

1.

2.

Close Contacts: 

• Close contacts are any two people who have come into contact with one another for   
more than 15 minutes where one or both parties had no mask on (high-risk exposure). 

• Close contacts are required to self-isolate for 14 days and monitor their symptoms. 

Any SPARK scholar or staff member who has tested positive for COVID-19 must complete the 
mandatory 14 days of self-isolation as per Department of Health guidelines before returning 
to a SPARK School.

• SPARK Staff must undergo a medical evaluation that proves that they are fit to return to 
school and must supply SPARK Schools with the documented proof that they are negative 
for COVID-19.

• SPARK Scholars must undergo a medical evaluation that proves that they are fit to return 
to school and must supply the School Leadership with the documented proof that they are 
negative for COVID-19.

• Scholars must strictly adhere to SPARK Schools safety measures, as indicated in the COVID-19 
School Handbook for SPARK Families.

Casual Contacts:

• Casual Contacts are any two persons who have come into contact with one another  
for more than 15 minutes where both parties were wearing a mask and maintained a   
distance between them of 1.5m or more (low-risk exposure). 

• Casual contacts do not require self-isolation/quarantine at all, but they should monitor  
their symptoms.

According to the Department of Health’s guidelines, staff, scholars and visitors who 
have been in contact with a positive case are divided into two categories:

SPARK staff or scholars who have tested positive for COVID-19 have to do the following to 
return to a SPARK School:

• Should COVID-19 symptoms develop, they should consult a doctor and are 
required to undergo COVID-19 screening/testing.

• The employee must strictly adhere to SPARK Schools safety measures, as indicated 
in the COVID-19 Procedural guides for staff.

References:

Department of Health: Cleaning And Decontamination Of Workplaces In The Context Of Covid-19 (10 June 2020)
Department of Education: Standard operating procedures for teachers, non-teaching staff and learners on the coronavirus (2019-ncov) or COVID-19 outbreak in South Africa
National Department of Employment and Labour: Consolidated COVID -19 Direction on Health and Safety in the Workplace. 4 June 2020, http://www.nioh.ac.za/wp-content/
uploads/2020/06/C19-OHS-Directives-June-2020.pdf
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FREQUENTLY ASKED QUESTIONS
How will break time and lunch time be 
managed?

Scholars will be supervised during lunch and break times so 
that they maintain social distancing and movement restriction 
guidelines at all times. They will be allowed to lower their 
masks only when given specific instructions to eat. Scholars 
will first sanitise their hands and eating space. They will be 
taught exactly how to lower their masks. All scholars will be 
required to raise their masks immediately after eating. 

How often will the school be cleaned?

Classroom and common spaces will be cleaned every 60 
minutes everyday. Bathrooms will be cleaned every 30  
minutes everyday. Facilities Maintenance Staff will be  
allocated to specific spaces to reduce potential  
contaminations. Checklists will be used to ensure that all 
surfaces are sanitised during each cleaning. 

How will bathrooms be managed?

Bathrooms will be cleaned every 30 minutes everyday. 
Bathroom entrances will be monitored by a supervisor 
throughout the day to ensure that no more than one scholar 
enters the bathroom at a time. A supervisor will be posted 
outside the bathroom to ensure that scholars waiting to 
use the bathroom stand outside of the facility in an orderly 
line. Tape will be used to indicate appropriate distancing  
(1.5 metres apart). 

How will SPARK Schools ensure that scholars 
follow the social distancing guidelines?

Scholars will be under staff supervision at all times. Scholars 
will be taught about COVID-19 and how to stay healthy and 
safe at home and at school. Parents will be responsible for 
practicing and reinforcing the safety measures at home. The 
Scholar Code of Conduct has been adjusted to include social 
distancing requirements and rules related to movement 
restrictions. 

How often will scholars sanitise their hands?

Scholars will sanitise their hand with hand sanitiser (minimum 
70% alcohol content as per the Department of Health’s 
guidelines) upon arrival at school, when entering any  
classroom space, before and after lunch and when leaving 
school. Every classroom will have a sanitiser bottle for  
scholars to access at any time. They will also be reminded to 
wash their hands for at least 20 seconds before leaving the 
bathroom

How will SPARK adjust the curriculum after 
the time lost during the national lockdown?

Upon returning to school, scholars will be assessed to 
determine the extent of gaps created based as a result of the 
lockdown. Teachers will use this information to differentiate 
instruction for each scholar. SPARK Schools will follow the 
curriculum recovery guidelines set out by the Department 
of Basic Education, with a particular focus on the content 
required for the next grade, and will cover all remaining 
content for the 2020 academic year. 

Will SPARK Schools offer aftercare when 
schools reopen?

In order to limit the amount of time scholars spend at school 
and minimise the number of people scholars come in contact 
with, we will not offer aftercare or extramurals during the first 
phase of reopening. As additional grades return to school, 
we will reevaluate the health and safety measures and risk 
of infection to make a determination regarding the potential 
relaunch of aftercare for scholars at a later stage. 

Can parents do a walkthrough of school to 
view the health and safety measures?

In order to protect scholars and staff, it is important that we 
minimise the number of external guests entering the school 
and coming in contact with staff and scholars. If parents have 
specific questions about the health and safety measures, 
they should refer to the COVID-19 School Handbook for 
SPARK Parents. Parents are also welcome to reach out to 
their school’s office manager or leadership team who will be 
happy to answer any specific questions not answered in the 
handbook.
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