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Welcome to Snow Owl Learning Pod
Snow Owl Learning Pod is a virtual academic enrichment program offering project-based courses for students in grades 6–12. Our courses are delivered live via Microsoft Teams by certified educators with over a decade of combined experience in career and technical education, special education, and educational diagnostics.
This handbook outlines program expectations, policies, and procedures for students and families. Please read it carefully before your first class.

Our Instructors

	Dr. Paulisa J. Scarlett, DBA · MBA
Founder & Lead Instructor
DBA, Project Management · Walden University (2026)
MBA, Operations Management · Texas A&M University
Texas Certified: Business Education 6–12 · Principal EC–12 (Active through 04/2028)
Alaska Certified: Business Education 6–12 · Principal K–12
District CTE Director (AK) · Perkins V Program Manager · UAF College Instructor (500-level)
State-Selected DEED CTE Symposium Presenter · $11M+ Competitive Grant Portfolio
Courses: Financial Literacy · Video Game Design · Microsoft Suite · Leadership & Communication · Business Writing & Entrepreneurship
	Ms. Jocelyn Kennedy, M.Ed.
SEL Instructor & Educational Diagnostician
M.Ed., Special Education
Pursuing M.Ed., Curriculum & Instruction · Technology Leadership
Certified Educational Diagnostician · EC–12
8 years supporting diverse learners including autism and students with IEPs
Experience in self-contained and inclusion settings · Comprehensive evaluations
Courses: Social Emotional Learning (SEL) · Financial Literacy (rotation) · SEL Individual Check-Ins




Program Overview

	DELIVERY DETAILS
Platform: Virtual via Microsoft Teams
Classes per Course: 6
Course Duration: 3 weeks
Class Days: Monday/Wednesday or Tuesday/Thursday
Session Length: 45 min (Grades 6–8) · 90 min (Grades 9–12)
Scheduling: Assigned at enrollment based on grade level and availability
Class Size: Maximum 15 students
Materials: All digital — provided before first class
Certificate: Digital Certificate of Completion
	COURSE OFFERINGS
GRADES 6–8 (45 min)
• Financial Literacy — $299
• Video Game Design — $299
• Microsoft Suite Basic — $399
• Leadership & Communication — $299
• Social Emotional Learning (SEL) — $299
GRADES 9–12 (90 min)
• Financial Literacy — $299
• Video Game Design — $299
• Microsoft Suite Basic — $399
• Microsoft Suite Advanced — $399
• Leadership & Communication — $299
• Business Writing & Entrepreneurship — $199
• Social Emotional Learning (SEL) — $299
ADD-ON: SEL Individual Check-In — $30 / 30 min
BUNDLE: Any 3 Courses — $749




Refund & Cancellation Policy
Snow Owl Learning Pod is committed to delivering high-quality instruction. The following refund policy applies to all individual course and bundle enrollments.
	TIMING
	REFUND AMOUNT

	Before the first class begins
	75% refund

	After the first class has occurred
	25% refund

	After Class 3 or beyond
	No refund



Additional Refund Conditions:
1. Refunds are returned to the original payment method. For enrollments paid via school or co-op Purchase Order or allotment reimbursement, refunds are issued to the originating organization.
1. Bundle enrollments: unused courses are eligible for credit toward a future course only — no cash refund.
1. SEL Individual Check-In sessions are non-refundable once the session has occurred.
1. Refund requests must be submitted in writing to enroll@snowowlpod.org.
1. Snow Owl Learning Pod reserves the right to cancel or reschedule a course with a full refund if minimum enrollment is not met.

Attendance & Re-Enrollment Policy
Regular attendance is essential to your student’s success in Snow Owl courses. Each course consists of 6 live classes over 3 weeks.
Certificate of Completion Thresholds:
	CLASSES ATTENDED
	OUTCOME

	6 of 6 classes
	Certificate of Completion issued

	4–5 of 6 classes
	Certificate of Completion issued

	3 of 6 classes
	No certificate — must re-enroll to earn credit

	2 or fewer classes
	Removed from course — re-enrollment policy applies



Excused vs. Unexcused Absences:
1. Excused absence: Parent notifies enroll@snowowlpod.org in writing before the missed class. Student is eligible for 1 makeup in the next course at no charge.
1. Unexcused absence: No prior notice given. No makeup available. Counts toward the removal threshold.
1. Two (2) or more unexcused absences will result in removal from the current course.

Removal & Re-Enrollment Policy:
Students removed from a course due to absences may re-enroll under the following tiered policy:
	OCCURRENCE
	RE-ENROLLMENT COST

	1st removal
	Free — next available course, one time only

	2nd removal
	$145 reduced re-enrollment rate

	3rd removal
	$299 — full course rate applies



Prior written notice to enroll@snowowlpod.org is required before any missed class to remain eligible for re-enrollment at reduced or no cost.

Student Expectations
1. Students must attend classes using their real first name in Microsoft Teams.
1. Camera must be on during instruction unless a technical issue prevents it. Please notify the instructor if your camera is unavailable.
1. Students should be seated in a quiet, distraction-free environment during classes.
1. Respectful communication is required at all times in chat and on camera.
1. Students may not share meeting links with anyone outside their enrolled group.
1. Students may not record classes. All recording is conducted solely by the instructor.
1. Cell phones and unrelated applications should be closed during class time.

Parent & Guardian Expectations
1. Parents are responsible for ensuring their student attends classes on time and is prepared to learn.
1. Parents should ensure their student has a working device with Microsoft Teams installed prior to the first class.
1. Parents of students under age 13 must complete all enrollment forms on behalf of their student.
1. Parents are responsible for monitoring their student’s behavior and participation in virtual classes.
1. Technical issues must be reported to enroll@snowowlpod.org within 24 hours of the affected class.
1. Parents should not attend or participate in classes unless specifically invited by the instructor.


Acceptable Use Policy — Microsoft Teams
Snow Owl Learning Pod delivers all instruction via Microsoft Teams. The following Acceptable Use Policy applies to all students and families.
Permitted Use:
1. Joining the scheduled class at the correct time.
1. Using the chat feature for course-related questions and responses.
1. Sharing course-related work as directed by the instructor.

Prohibited Use:
1. Sharing the class meeting link with anyone outside the enrolled group.
1. Recording any portion of the class by any means.
1. Using the chat or camera for content that is disrespectful, harmful, or unrelated to the course.
1. Attempting to contact the instructor or other students via private Teams message outside of class.
1. Impersonating another student or attending under a false name.

Consequences:
1. First offense: verbal warning from instructor.
1. Second offense: written notice to parent/guardian.
1. Third offense: removal from the course. No refund will be issued after Class 3.


Privacy & COPPA Compliance
Snow Owl Learning Pod is committed to protecting the privacy of all students, particularly those under the age of 13, in accordance with the Children’s Online Privacy Protection Act (COPPA).
1. All enrollment for students under age 13 must be completed by a parent or legal guardian.
1. Snow Owl Learning Pod does not collect personal information directly from students under 13.
1. Student information is used solely for course delivery and internal records.
1. Student information is never shared with third parties for marketing or commercial purposes.
1. Classes may be recorded by the instructor for course improvement and internal use only. Recordings are stored securely and are not shared publicly.
1. No student’s name, face, or identifying information will be used in any public-facing content without separate written consent.
For privacy questions or requests, contact: enroll@snowowlpod.org

Recording Consent
By enrolling in a Snow Owl Learning Pod course, the enrolling parent or guardian acknowledges and agrees to the following:
1. Live classes may be recorded by the instructor for quality review and course development.
1. Recordings are not shared publicly or with any third party.
1. Students may appear on video during recorded classes.
1. De-identified class content may be used for future educational development. No student name, face, or personal information will be identifiable in any reused content without separate written consent.

Technical Requirements
1. A computer, laptop, Chromebook, or iPad (phone participation is not recommended).
1. Microsoft Teams installed and configured prior to the first class.
1. A reliable internet connection capable of supporting video conferencing.
1. A working camera and microphone.
1. A quiet, distraction-free learning environment.
If you need assistance setting up Microsoft Teams, contact us at enroll@snowowlpod.org before your first class.

Student Accommodations
Snow Owl Learning Pod is a private virtual enrichment provider. As a private program, Snow Owl is not legally bound by the Individuals with Disabilities Education Act (IDEA) or school-issued IEP mandates. However, Snow Owl Learning Pod is committed to inclusive instruction and welcomes students of all learning needs.
Accommodation Request Process:
1. Families who believe their student may benefit from instructional accommodations are encouraged to disclose this information in writing prior to enrollment using the Special Accommodations field in the enrollment intake form.
1. All accommodation requests will be reviewed by the instructor on a case-by-case basis to determine whether the requested support can be reasonably provided within the virtual, small-group format.
1. Snow Owl Learning Pod will communicate its determination in writing within 5 business days of receiving a completed enrollment and accommodation request.
1. If Snow Owl Learning Pod is unable to meet a student’s accommodation needs, the family will be notified prior to the start of the course and a full refund will be issued.

Examples of accommodations Snow Owl may be able to support:
1. Extended time for in-class assignments and project submissions
1. Simplified or chunked written instructions delivered via chat
1. Verbal responses accepted in place of written responses where applicable
1. Flexible camera participation for students with sensory sensitivities
1. Repeat or clarification of instructions upon request

Limitations:
1. Snow Owl Learning Pod is not a special education provider and does not employ licensed special education staff.
1. Accommodations requiring one-on-one paraprofessional support, specialized therapeutic intervention, or assistive technology beyond standard Microsoft Teams functionality cannot be guaranteed.
1. Snow Owl Learning Pod reserves the right to determine, in good faith, whether a student’s needs can be safely and effectively met within the current virtual format.

	To request accommodations:
Complete the Special Accommodations field in your enrollment intake form, or contact us directly at enroll@snowowlpod.org before your student’s first class. All requests are handled confidentially.




Contact Information
	Dr. Paulisa J. Scarlett, DBA, MBA
Founder & Lead Instructor, Snow Owl Learning Pod
Texas Certified: Business Education 6–12 · Principal EC–12 (Active through 04/2028)
Alaska Certified: Business Education 6–12 · Principal K–12
Ms. Jocelyn Kennedy, M.Ed.
SEL Instructor & Educational Diagnostician
Email:  enroll@snowowlpod.org
Phone:  (254) 493-2608
Website:  snowowlpod.org
Alaska Business License #2231132  ·  Fairbanks, Alaska




Snow Owl Learning Pod is a division of Scarlett CPM LLC. Policies are subject to change with 30 days written notice to enrolled families.
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