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Welcome to Brightly Early Learning

Dear Families, 
This Family Handbook has been developed to provide you with clear, comprehensive, and detailed information about our service, our educational approach, and our policies and procedures. It isdesigned to support a positive start to your child’s journey with us and to foster a strongpartnership between families and educators. 
We are committed to delivering high-quality early childhood education and care that nurturesevery child’s well-being, learning, and sense of belonging. 

Mahinthan Mahathevan (Mahi) Service Provider, Brightly Early Learning.
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Acknowledgement of Country 

Brightly Early Learning acknowledges and pays respect to the past, present, and futureTraditional Custodians and Elders of this nation, as well as the continuation of cultural, spiritual,and educational practices of Aboriginal and Torres Strait Islander peoples.
Brightly Early Learning is committed to advancing reconciliation throughout our organisation.  We actively promote respect for First Nations peoples by embedding culturally responsivepractices within our curriculum, daily interactions, and partnerships with children, families,educators, and the broader community. 
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Our Vision 

Brightly Early Learning was established with a vision to provide high-quality, professional careand education for all children and families. Our goal is to empower every child to develop theskills, confidence and capabilities needed for lifelong learning while maintaining the higheststandards of care, safety and professionalism. We respect the uniqueness of every child, valuetheir identity, culture and individuality, and ensure every child feels safe, valued and supported. 
Our Mission 

We provide high-quality, inclusive, and nurturing childcare services guided by theEarly Years Learning Framework (EYLF) and the National Quality Standards (NQS). We aim to: Foster children’s confidence and a strong sense of identitySupport school readiness using evidence-based programsRecognise and value each child’s individual strengths and interestsEncourage teamwork and collaborative learningBuild secure, respectful, and responsive relationshipsPartner genuinely with familiesRespect diversity, culture, language, and traditionsHonour Aboriginal and Torres Strait Islander perspectivesSupport children’s holistic development across all areasEmbrace play-based learning as the foundation for development
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Our Curriculum 

Brightly Early Learning delivers a play-based, child-centred curriculum led by qualified educatorsand teachers. Our programs are guided by: 
 Assessing children’s learning in an ongoing cyclethat includes planning, documenting, andevaluating each child’s individual learning basedon the five learning outcome areas set out by theEarly Years Learning Framework.Social connectivity.Emotional confidence Foundational learning Physical health Strong sense of wellbeing 

Early Years Learning Framework (EYLF)

 

Observe: Educators regularly observe children during play, routines, and everyday interactionsto identify their interests, strengths, developmental progress, and emerging needs.
Document: Observations are recorded in learning journals, photographs, written records, anddevelopmental notes. This documentation captures children’s learning and provides evidence tosupport assessment and planning.
Reflect: Educators reflect individually and collaboratively on observations and documentation toconsider children’s learning, wellbeing, and engagement. Reflection informs professional practiceand supports continuous improvement.
Plan: Using reflective insights, educators plan intentional, inclusive learning experiences andenvironments that respond to individual children and group interests, strengths, and needs, inline with the Early Years Learning Framework (EYLF).
Implement: Planned experiences are implemented through responsive teaching practices, play-based learning, and meaningful interactions. Educators remain flexible, adapting experiences tosupport children’s ongoing learning and development.

Ongoing Observation, Documentation, Reflection, Planning, and Implementation

 Our centre’s practices, policies, andprocedures are guided by and aligned withthe requirements of the National QualityFramework (NQF). We are committed tocomplying with the Education and CareServices National Law and Regulations, theapproved learning frameworks, and theNational Quality Standards. 

National Quality Standards (NQS)
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This continuous cycle ensures our educational program remains dynamic, child-centred, and
aligned with the EYLF and National Quality Standards (NQS).



Educational Approach 

We integrate key learning approaches, including: 

 Pre-lit supports children’s earlylanguage skills, including listening,speaking, phonological awareness,and vocabulary, to build a strongfoundation for reading and writing. 

Pre-Lit – early literacy development

 

This approach helps children develop confidence,social skills, self-regulation, problem-solving, andclear communication to prepare them for asmooth transition to school. 

School readiness – communication and
independence

Letter land introduces children to letters andsounds through stories, characters, and play-based activities to support early reading,spelling, and literacy skills. 

Letter land – early reading and phonics 
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Programs by Age Group 

0 – 2 years (Nursery)We givebabies (0–2 years) a safe, happy, andnurturing space to start their learningadventure. We know that your baby’s firstexperiences shape their confidence, curiosity,and resilience.
Our nursery rooms are thoughtfully designedfor little explorers, with areas for play,discovery, rest, and meals. Every corner isplanned to encourage curiosity, movement, andgrowth, from cosy nooks to fun discoveryzones.

At healthy beginnings, learning is fun, safe, and full of love. 
Every day is a new adventure! 

 During their first year, babies build trust,confidence, and a sense of self laying thefoundation for lifelong learning. Throughplay, interaction, and caring routines, theybegin to: Explore the world around them, andconnect with others Develop early communication andmotor skills Discover their own personality andabilities 

What babies learn

 With a dedicated nursing zone and supportfor breast milk, feeds, and sleep, we makesure your baby feels comfortable, secure,and happy throughout the day. Parentsreceive a daily update on feeds, naps, andmoods to stay connected. 

Feeding and Settling

 Our qualified educators form strong, lovingrelationships with each baby. By ‘tuning in’to your baby’s needs and partnering withfamilies, we create a Circle of Security soevery baby feels safe, supported, and readyto grow. Everyday Experiences Include: Sensory play to spark curiosity Music, singing, art, and movement Indoor and outdoor adventures Personalised care and routines Socialising with friends in a nurturingenvironment

How babies learn
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2 – 3 years (Toddlers) At Brightly Early Learning, toddlers (2–3 years) discover, play, and learn in a safe, fun, andnurturing environment. They are ready to make friends, share ideas, and explore new challenges.Our caring educators are there to support them every step of the way. 
Through play, creativity, and social connections, toddlers develop confidence, curiosity, and asense of self. They learn to express their thoughts and emotions, understand the world aroundthem, and enjoy being part of a community. Our vibrant indoor and outdoor spaces, includingareas for discovery, art, music, storytelling, construction, and imaginative play, let toddlerscreate, explore, and have fun every day. 

At Brightly, learning is an adventure, and every day is full of laughter, wonder, and growth! 
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3 – 5 years (Preschool) At Brightly Early Learning, children aged 3–5 enjoy a fun, safe, and inspiring environment wherethey can explore, create, and grow together. Our passionate educators support each child to buildconfidence, independence, resilience, and a love of learning. 
Through play, projects, and hands-on activities, children develop social skills, emotionalawareness, early literacy and numeracy, and a sense of curiosity about the world. They areencouraged to think, ask questions, and explore ideas, preparing them for a smooth transition toschool. Our vibrant preschool room is designed for children to learn together in one space, withactivities including: 

Every day is a new adventure where children laugh, learn, and grow together, ready to step
confidently into school and beyond! 

Creative arts and imaginative play Music, movement, and storytelling Exploring diversity, culture, and social-emotional learning Pre-literacy and numeracy games 
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Our Brightly Community

At Brightly Early Learning, we celebrate the rich diversity of our families and community. Australiais wonderfully multicultural, and we love helping children recognise, respect, and appreciatedifferences in cultures, languages, and traditions. By embracing diversity, we create a welcomingand inclusive environment where every child feels a sense of belonging, respect, and connection. 

  

Brightly is committed to creating a cleaner, healthier, andmore sustainable environment. We weave sustainabilityinto everything we do, helping children learn to care for theplanet, make mindful choices, and take responsibility forthe world around them. Through hands-on experiences,problem-solving, and decision-making opportunities,children develop a genuine love for the environment andan early understanding of how to protect it all while havingfun exploring and learning.

Families at the heart of learning

Caring for our world
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We know that families are a child’s first and mostimportant teachers, and our educators are here to partnerwith you. We stay connected with families, sharingupdates, celebrating milestones, and including you indecisions about your child’s learning journey. Whether it’sthrough face-to-face chats, emails, or StoryPark. Wewelcome your ideas, feedback, and participation everyday.



Starting at Brightly Early Learning 

Enrolment Before your child joins Brightly, we’ll ask you to complete an enrolment form and provide importantdocuments, such as your child’s Birth Certificate and Australian Immunisation History, CRN numbersfor the primary carer and the child (for CCS), and the dietary requirement (KGF). This helps us get toknow your child and ensures everything is ready for their first day.
Orientation We offer a 1-hour orientation for newfamilies, giving you the chance to meet yourchild’s educators, explore our rooms, and seeour fun learning program in action. Duringorientation, we’ll also introduce you to ourSign In/Out Kiosk. Using a mobile numberand personal PIN, you’ll sign your child inand out each day, which is important for theChild Care Subsidy Claim.
Our educators will also gather informationabout your child’s routines, interests, andneeds to help them settle in quickly andhappily. We believe that communication iskey, so you’ll stay connected throughout theday via StoryPark updates, photos, andmessages, as well as regular newslettersfrom our centre. We always welcome yourquestions, ideas, and feedback, whether inperson, by email, or by phone call. 

The First Week 

Starting at a new centre is a big step. It’s
completely normal if your child (or even you)
experiences some separation anxiety. Our
caring educators will provide cuddles,
reassurance, and gentle support to help your
child feel safe and confident.

Sometimes the first few days are more
challenging for families than for children. We
understand this and are here to support you,
whether through phone updates, photos, or
open conversations. Every child settles at their
own pace, and our goal is to make this
transition as smooth, happy, and comforting as
possible.
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BreastfeedingWe are a breastfeeding-friendly service. Mothers are always welcome to visit during the day tobreastfeed or express milk in our private, clean, and quiet area. Families who are breastfeedingshould speak with our Nominated Supervisor or Responsible Person to understand our policies onstoring and serving breast milk. For families using formula, please also consult our team so we canensure your child’s feeds are prepared and stored safely. We encourage regular communication soyour infant’s needs are met as they grow. 
Items to leave at home Except for a special comforter, teddy,blanket, or similar item, we recommendkeeping other toys at home. Our service hasplenty of toys and learning materials for yourchild to enjoy. To avoid lost or broken toys,disappointment, or extra responsibility foreducators, we ask that children not bringtoys from home.
For the safety and well-being of all children,items that must not be left in children’s bagsinclude medications, sharp objects, plasticbags, mobile phones, and any valuable orfragile belongings. The centre is not liable forthe loss or damage of any personal itemsbrought onto the premises. Clothing Comfortable, practical clothing helps yourchild move freely, play confidently, anddevelop independence. We recommend:Non-restrictive, easy-to-wash clothesShoes that are safe and easy to takeon/offWide-brim hats for sun safetyPlease avoid:Thongs, slippers, gumbootsClothing that restricts movement ormakes toileting tricky (e.g., long dresses,overalls with braces, belts, stiff buttons)Midriff tops
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Family Responsibilities Brightly is a busy and happy place during morning drop-off and afternoon pick-up. To keep allchildren safe, we ask families to be especially mindful of safety when arriving and leaving ourcentre. For everyone’s safety, please: 

Brightly is a smoke-free service. 
Smoking is not permitted within a 10-metre radius of the centre, 

including the carpark and perimeter fencing. 

Always hold your child’s hand in the carpark Be alert to reversing vehicles, as small children can be difficult to see Never leave a child unattended in a vehicle Ensure the front door or gate is always closed securely Do a visual safety check around your vehicle before driving off Ensure children do not enter staff-only areas within the centre 
It is a legal requirement that you sign your child in and out eachday using our digital kiosk. This is essential for bothcompliance and your child’s safety. 
On arrival: Sign your child in at the kiosk Place your child’s belongings in their locker Escort your child to their room or play area and greet theeducators Please do not leave your child unattended in a room orfoyer If children are playing outside, ensure your child iswearing a hat and apply sunscreen before joining thegroup 
On departure: Sign your child out at the kiosk Collect all belongings Let an educator know you are leaving 

 Drop Off and Pick Up Safety
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Late Collection We appreciate families respecting our licensedoperating hours. Please arrive with enoughtime before closing to collect your child, gatherbelongings, and speak with educators. If youare running late, please call the centre as soonas possible so we can reassure your child andplan accordingly. Please note: 

Authorised Persons to Pick UpTo protect your child, only authorised persons listed on your enrolment form can pick up your child.They must also sign in and out using their own details at the KIOSK. Please keep your authorisedcontacts up to date at all times.

A late fee will apply if your child is collected after closing time, even if the centre has beennotified If we cannot reach you, we will contact your authorised persons If your child is still not collected after 30 minutes, we are required to contact the police 

Anyone unknown to educators will be asked to show photo identificationIf an unexpected person arrives to collect your child, we will contact you immediately forconfirmationCollectors must be 18 years or older, unless they are the child’s parentIf there are court or custody orders, you must provide current documents so we can follow themcorrectly.If a non-authorised or non-custodial person arrives to collect your child, the Centre Manager orResponsible Person will contact the police and notify you immediately
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Rest and Sleep
 At Brightly Early Learning, we understand that every child has their own unique rest and sleepneeds. Rest time is designed to be calm, comfortable, and nurturing, helping children feel safe andrelaxed. We provide comfortable beds for children and play gentle music to create a peacefulatmosphere. Your child is welcome to bring a special comfort item from home if this helps themsettle. 

Wellbeing We support the whole child physically,socially, emotionally, and mentally. Wecreate opportunities that help children feelhappy, confident, and connected throughengaging and meaningful experiences,including:Dance and movementYoga and mindfulnessMusic and relaxationCommunity learning experiences
We also organise at least one incursion eachmonth to help children explore, connect, andbuild a sense of belonging within the localBrightly community

Behaviour Guidance At Brightly Early Learning, we nurturechildren to develop kind, respectful, andcooperative behaviours in a supportive andcaring environment. We help childrenunderstand and express their emotions, buildconfidence, and form positive relationshipswith others.
Our educators follow a consistent BehaviourGuidance Policy across the whole service,using positive and respectful strategies thatguide children to develop empathy,responsibility, and self-regulation. If youwould like further information about thispolicy, please speak with our educators orrefer to our Policy Manual.
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Each day, we share information with you about your child’s rest andsleep times so you stay informed about their well-being. Forchildren who do not sleep, we offer quiet and calming activities suchas books, puzzles, and gentle play. Your child will be offeredopportunities to rest and sleep throughout the day. We will workwith your family to support your child’s individual routine whereverpossible. We believe children sleep when their bodies need it. Theywill never be forced to sleep or woken unnecessarily. 
For babies, we strictly follow safe sleeping practices in cots. If yourchild has specific calming or settling preferences, please speak withyour child’s educator so we can best support them. You are alwayswelcome to discuss your child’s sleep routine with our team at anytime. 



Food At Brightly Early Learning, we are proud to partner with Kids Gourmet Food (KGF) to providefresh, wholesome, and nutritious meals for all children in our care. KGF delivers carefullyplanned, nutritionally balanced meals made from high-quality, natural ingredients to supporthealthy growth, energy, and development. All our centres are egg- and nut-free, ensuring a safedining environment for all children.Each menu is designed by qualified nutrition experts to meet the specific dietary needs of youngchildren, offering age-appropriate portion sizes and a wide variety of flavours to encouragehealthy eating habits from an early age. Meals are prepared under strict food safety and hygienestandards, giving families peace of mind that their children are enjoying safe, delicious foodevery day.
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We believe mealtimes are about more than nutrition. They providechildren with opportunities to explore new flavours and textures whileenjoying a positive, relaxed, and social eating experience. Thesemoments help build lifelong healthy food choices and a positiverelationship with food. We are passionate about sharing our love offood by offering diverse, creative menus that spark children’s interest,while working closely with centre staff to ensure mealtimes are avalued and meaningful part of each child’s day. Our healthy andbalanced meals include a variety of:Fresh vegetables and legumesSeasonal fruitWholegrains and seedsLean, fresh meats and fishDairy options



Health and Hygiene At Brightly Early Learning, we are committed to maintaining a clean, safe, and healthy environmentfor all children, families, and educators. Our educators model excellent hygiene practices throughoutthe day, including regular handwashing, correct cough and sneeze etiquette, and routine cleaning ofhigh-touch surfaces.
We ask that all children, families, and visitors wash their hands or use hand sanitiser on arrival anddeparture from the centre. Hand sanitising gel is conveniently available in the foyer for your use. Wefollow thorough daily cleaning procedures across all areas of the service to help minimise the spreadof illness and keep our Brightly community safe and well

 
 

For the health and well-being of all childrenand families, please do not send your child toBrightly if they are unwell or showing anysymptoms of an infectious illness.
We follow the NHMRC – Staying Healthy inChildcare guidelines to help minimise thespread of illness across our community. OurSick Children and Infectious Disease Policiesare available for families to view at any time.
Brightly is a busy and active environment,and we are not equipped to care for sickchildren throughout the day. However, ifyour child becomes unwell while in our care,our educators will provide comfort, care, andreassurance until you arrive to collect them.

When Your Child Should NOT Attend the
Service If your child becomes unwell while in ourcare, we will contact you or an authorisedperson to collect them within 30 minutes,where possible.

When you arrive, you will be providedwith an Illness Record outlining yourchild’s symptoms and the care theyreceived. You will be asked to review andsign this record for our files.
For the health and safety of all childrenand educators, your child should notattend the service if:They have had paracetamol in the last24 hours for a feverThey have been on antibiotics for lessthan 24 hoursThey have experienced vomiting ordiarrhoea in the last 48 hoursFor certain illnesses, a medicalclearance certificate may be requiredbefore your child can return to theservice.

If Your Child Becomes Unwell at Brightly
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Incidents, Injury, or Trauma At Brightly, we do everything we can to keep children safe, but accidents can sometimes happenduring play and exploration. Our educators are always on site, trained in First Aid, CPR, asthma, andanaphylaxis management, with First Aid kits available throughout the centre.

Infectious Diseases If your child is diagnosed with an infectiousillness, please notify the centre as soon aspossible. We may be required to inform thePublic Health Unit, and other families,confidentiality is always maintained. 

Medication
 If your child requires medication while at theservice, you must complete anAdministration of Medication Form and handthe medication directly to an educator.Educators can only administer medicationthat:Is prescribed by a registered medicalpractitionerIs in its original packaging with yourchild’s name clearly labelledIs within the expiry/use-by date
At the end of the day, you or an authorisedperson will be asked to review and sign themedication record.

 Educators will provide first aid and comfort your child An Incident Report will be completed You will be notified and asked to review and sign the report when you collect your child If your child has a head bump, you will always be contacted, even if it is minor 
 We will contact you immediately If you cannot be reached, we will contact your authorised nominees If necessary, an ambulance will be called An educator will accompany your child to the hospital if you cannot meet the ambulance Families are responsible for any ambulance or medical costs incurred 

 A full Incident Report will be completed for every incident For serious injuries, we are required to notify the Regulatory Authority If you seek medical attention following an incident at Brightly, please notify the Centre Managerso we can meet reporting obligations within 24 hours Our goal is always to ensure children are safe, comforted, and cared for, while keeping families fully informed of any incidents. 

Minor Injuries:

Serious Injuries:

Documentation and Reporting:
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Medical Conditions, Asthma and Anaphylaxis If your child has an ongoing medical or health condition, this must be disclosed at enrolment, or assoon as the condition is diagnosed. Our centre manager will provide you with a copy of the relevantmedical procedures, including asthma, anaphylaxis, allergy, or diabetes procedures if applicable, andassist you in completing a Medical Management, Risk Minimisation and Communication Plan inconsultation with your child’s doctor. 
This plan is shared with all educators who care for your child. Educators will follow your child’smedical management plan and notify you of any symptoms or changes in your child’s health. In caseswhere symptoms are sudden or require urgent attention, an ambulance will be called immediately,even before parents or authorised contacts are reached. If hospital treatment is required, the CentreManager or an educator will accompany your child in the ambulance and remain with them until youor another authorised person arrives. Families are responsible for any medical or ambulance costsincurred. 
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Our Safety Commitment 

Emergency and evacuation procedures Our Service conducts risk assessmentsregularly and develops emergencymanagement plans for a range of possiblehazards. 
Throughout the year, we follow our policiesand procedures to carry out emergency andevacuation drills. These may occur at anygiven time throughout the day and week toensure all children know what to do in caseof an emergency. 
Emergency and evacuation drills are carriedout in a well-organised and orderly mannerand will simulate a range of possibleemergency situations such as fire (bush fire),lockdown, or flood. Under regulations, weare required to practice emergency andevacuation drills every three months. 
Educators are trained to use the fireextinguishers that are in the Service. Anemergency evacuation plan and lockdownprocedure are displayed in every room, andexit locations are clearly indicated.

We are committed to providing anenvironment that is safe and healthy forevery employee, volunteer, child, familyand visitor. We have made everyreasonable effort to minimise the risk ofserious injury and request all persons inour Service to adhere to our policiesregarding Workplace Health and Safety. 
Each morning, our educators conduct dailysafety checks of the indoor and outdoorenvironment and will alert management ofany potential risk or hazard to children toensure this is rectified before children usethe equipment or area. 
We welcome all feedback regarding thesafety of our Service. If you see somethingthat concerns you regarding safe workpractices, the safety of the building andequipment or general work health andsafety issues, please contact the NominatedSupervisor immediately. 
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Workplace Health and Safety 



Fees 

Commencement of Care To secure your child’s place, families are required to pay a $250 per child to secure a place at BrightlyEarly Learning. Of this amount, $200 is refundable, subject to our bond conditions. Please get intouch with the centre manager for the account details to transfer this fund. 
General Fees At Brightly Early Learning, fees are paid via regular direct debit. Families are required to completethe direct debit authorisation form through the Enrolment Portal as part of the enrolment process. Ifyou are eligible for the Child Care Subsidy (CCS), a percentage of your fees will be paid directly toBrightly Early Learning by the Australian Government. You will only be required to pay theremaining balance(GAP) each billing cycle.To be eligible for the Child Care Subsidy, the following basic requirements must be met:The child must be 13 years or under and not attending secondary school.The child must meet immunisation requirements.The individual, or their partner, must meet residency requirements.
Your level of Child Care Subsidy is determined by Centrelink and is based on:Combined family incomeParents’ activity levelType of child care service used

 Fees are charged and payable in advanceon a fortnightly basis in line with ourdirect debit cycle.Fees are payable for all public holidays,sick days, and family holidays.Fees are not charged during any officialservice shutdown periods or if thecentre is required to close.

 If you experience significant financialhardship or have difficulty maintainingyour fees, please speak with your CentreManager as soon as possible and notifyCentrelink.If direct debit payments are dishonouredregularly, your child’s care may bepostponed or suspended.In exceptional circumstances, and at ourabsolute discretion, we may offer apayment plan to assist in bringing youraccount back into credit.

Billing and Payment Terms Financial Hardship and Payment Issues
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Late Collection Fees Brightly Early Learning is licensed and insured to operate only within our approved opening hours of7:00 am to 6:00 pm. We provide a fixed 10-hour session each day, and children cannot remain on thepremises outside these session times. It is not a breach of regulation but fee policy. For this reason,Brightly Early Learning reserves the right to apply a late collection fee when a child is not collectedby the end of their scheduled session.
If parents or guardians collect their child after closing time, the following charges will apply:•$25.00 for the first 5 minutes, and•$1.00 per minute thereafter.These charges will be added to your account and included in your next direct debit payment.
If you are running late, we ask that you please contact the centre as soon as possible and arrange foran authorised person listed on your enrolment form to collect your child promptly.
We strongly encourage all families to respect the centre’s operating hours and the agreed arrival anddeparture times outlined at enrolment.Where families are consistently late, the centre will conduct a review of the child’s enrolment. 
 Holiday Discounts and Public Holiday Fees are charged for all statutory publicholidays that fall on your child’s regularbooked days.
Brightly Early Learning offers families with apermanent booking a 35% holiday discountas per the terms and conditions, which canbe applied in day blocks (including publicholidays) for up to the equivalent of twoweeks of your permanent booking patternper year.
To access your holiday discount, familiesmust submit a written request using theapproved form provided by the Centre 
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Changes to Bookings and Cancellations For any changes to your child’s regularbooking, a minimum of four weeks’ writtennotice is required. If notice is not provided,regular fees will continue to apply.
If you wish to cancel your child’s booking orchange from a permanent booking to acasual booking, four weeks’ written notice isrequired.
If you do not provide notice of cancellation,four weeks’ full fees will be charged.



Child Care Subsidy (CCS) The Child Care Subsidy helps families balance work, study, and family life while giving childrenmore opportunities to engage in quality early learning, social development, and enrichingexperiences at Brightly.Important: The names on your enrolment form must exactly match your child’s birth certificate.Incorrect or Incomplete details may result in delays or loss of Child Care Subsidy (CCS) processing. Your enrollment notice must include:Child’s full nameChild’s date of birthChild’s Customer Reference Number (CRN)Full name of the parent/carer claiming CCSParent/carer’s CRNThis information links your enrolment to your Child Care Subsidy (CCS) claim. If the details aremissing or incorrect, Services Australia will not be able to process your subsidy payments.

 

 

 

A common mistake is listing a parent or carerwho has not lodged the CCS claim. Pleaseensure the correct claimant is listed sopayments are not delayed.
List the correct claimant

To receive your entitled CCS, you must signyour child in and out each day using ourdigital kiosk at the centre. If your child isabsent, please confirm the absence upontheir return.
Children are entitled to 42 allowableabsence days per financial year. Additionalabsences may be approved in specialcircumstances as outlined by ServicesAustralia.
Please note: Late collection fees are noteligible for CCS and must be paid in full byfamilies.

Attendance, Absences and CCS

To receive CCS, your child must be up to datewith vaccinations according to the NationalImmunisation Schedule.
You must upload your child’s ImmunisationHistory Statement to the Portal beforecommencing care. For any futurevaccinations, please inform your CentreManager and provide an updated statementwhen available.

CCS and Immunisation
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Withdrawal from Care (Notice of Leaving) Parents/guardians are required to provide four weeks’ written notice of their intention to withdrawtheir child from Brightly Early Learning.
Fees remain payable in accordance with the direct debit billing cycle for the full notice period,regardless of attendance.
If a child is withdrawn without the required notice, families may lose their Child Care Subsidy (CCS),which may result in full fees being charged. In this case, the held bond will be applied to the child’saccount to cover any outstanding fees.

 

 

Brightly Early Learning strictly followsServices Australia (Centrelink) regulationsregarding Cessation of Care. On your child’sfinal booked day of care, you must sign yourchild in and out using the digital KIOSK.
If this does not occur, your Child CareSubsidy (CCS) will not be applied, and fullfees will be charged for that session.
To avoid any unexpected charges, pleasespeak with your Centre Manager before your child’s final day to confirm signingrequirements and your final booking date.

IMPORTANT – Last Day of Care Brightly Early Learning reserves the right toadjust fees at any time. Families will beprovided with a minimum of two weeks’written notice before any fee changes takeeffect.

Change of Fees
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Termination of Enrolment 

 

 If childcare fees remain continually inarrears, and A reasonable and agreedpayment arrangement cannot be reached.
Non-Payment of Fees:

Inappropriate, abusive, or threateningbehaviour from a parent, family member, ortheir associate towards children, educators,families, or other visitors at the Centre.
Ongoing physically or verbally aggressivebehaviour by a child that puts other childrenor educators at risk.
Continual lateness or non-payment of fees.Any other reason is at the absolute discretionof Centre Management.

Other Grounds for Termination:

 

A Centre policy has been breached, or CentreManagement determines that termination isnecessary to protect the safety, health, andwell-being of children, families, educators, orthe service.

Breach of Centre Policies or Safety
Concerns:

 Termination of enrolment may be effectiveimmediately, without notice.
The Centre is not required to provide reasonsfor termination.
If the account is in credit at the time oftermination, If the account is in credit at thetime of termination, the credit balance will berefunded to the parent or guardian

Notice and Refunds
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Brightly Early Learning reserves the right to terminate a child’s enrolment under the following
circumstances:



Social Media Brightly Early Learning uses social media to communicate with families, share information, andcelebrate the learning, achievements, and events occurring within our Service and the widercommunity.
We are committed to safeguarding the safety, wellbeing, and privacy of all children and tomaintaining secure and responsible online environments when engaging with digital technology,including social media platforms.
All social media accounts are managed by the Nominated Supervisor, with the highest privacy andsecurity settings in place. Content is closely monitored, and any offensive, inappropriate, orconcerning comments are removed immediately. Users who fail to adhere to these standards may beblocked or restricted.
Photographs or videos of children will only be shared on social media where written authorisationhas been provided by families. To protect the privacy of children, families, and educators, BrightlyEarly Learning does not publish personal or identifying information online.
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Privacy and Confidentiality At Brightly Early Learning, we are committed to protecting the privacy and confidentiality ofchildren, families, and staff. We have clear policies in place to ensure all personal information ishandled respectfully, securely, and in line with legal requirements

 

Our Privacy and Confidentiality Policy isavailable for viewing at any time. This policyexplains how we comply with the AustralianPrivacy Principles and the Privacy Act 1988,including:Protection of all personal informationSecure storage of records and documentsStaff understanding of the Notifiable DataBreaches (NDB) schemePrompt and consistent handling of anyprivacy complaints (as outlined in ourDealing with Complaints Policy)

Privacy Policy

 To plan and provide programs for your child,we collect information from you. This helpsus assess, plan, and deliver programs inpartnership with families.We do not disclose personal informationabout you or your child to other peopleor organisations without your consent,unless required by law.We do not request personal informationfrom other professionals ororganisations without your consent.Families can access their child’s file atany time or request a copy of theinformation contained within it.

Collection and Useof Information

 Brightly Early Learning keeps detailedrecords relating to children, parents, andstaff in accordance with:
The Education and Care Services NationalLaw and RegulationsThe Family Assistance Law
All records are stored securely in lockedlocations and retained for the legislatedperiod, including records related to:Child enrolment and attendanceMedication administrationIncidents, injuries, trauma, and illnessChild assessmentsLegal and regulatory documentation
Full details about record keeping areavailable in our Record Keeping andRetention Policy.

Record Keeping
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Brightly Early Learning Family 

At Brightly Early Learning, every team member plays a vital role in creating nurturing, inspiringenvironments where children can grow, learn, and thrive. From leadership to classroom support,each role contributes to our mission of delivering high-quality early childhood education and care. 

 

 
We love our Centre Managers. Beyondmanaging daily operations and ensuring ourcentres meet and exceed National QualityStandards, Centre Managers are valued andrespected members of our team. Over theyears, they often become a vital part of eachfamily’s village as children grow and learn at our centres. Centre Managers warmly welcome andsupport families, mentor their teams, andguide professional growth. They proudlyembody our Brightly Values, inspiringeducators and supporting families every day,while fostering thriving, positive centrecommunities. 

Centre Manager

 Our Second in Charge works closely with theCentre Manager to support the smoothrunning of the centre. They assist with dailyoperations, lead and motivate educators, andhelp maintain a positive and engaging workenvironment.Second in Charge also builds strongrelationships with families and the localcommunity, ensuring that every childreceives high-quality early learning in a safe,nurturing, and fun environment.

Second in Charge

Teachers bring specialised skills and knowledgeto our classrooms, delivering structuredlearning programs that build children’scuriosity, creativity, and foundational skills.They work closely with Educators to plan andimplement engaging activities, monitorprogress, and provide guidance tailored to eachchild’s learning journey.Teachers are instrumental in fostering a love oflearning and ensuring every child thrivesacademically, socially, and emotionally.. 

Teacher

Educators are the heart of our centrecommunities. They facilitate fun, engaginglearning programs, create warm and welcomingspaces, and inspire children to develop alifelong love of learning.With support from the Brightly Early LearningTeam, Educators become confident experts inearly childhood education, ensuring every childin their care is empowered to reach their fullpotential.

Educators
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Riverstone (02) 9838 1177 riverstone@brightlyearlylearning.com.au8 Globe Street, Riverstone, NSW 2765 
Box Hill  (02)7202 9515  boxhill@brightlyearlylearning.com.au1 Bulb Way, Box Hill, NSW 2765 

Grantham Farm (02)88678400granthamfarm@brightlyearlylearning.com.au1 Homestead Lane, Grantham Farm, NSW 2765 
Tallawong (02)7227 5307 tallawong@brightlyearlylearning.com.au24 Reis Street, Tallawong, NSW 2762 

Gables (02)8602 9194 gables@brightlyearlylearning.com.au112 Old Pitt Town Road, Box Hill, NSW 2765
Leppington (02) 8602 9194 leppington@brightlyearlylearning.com.au19 Duke Avenue, Concord, NSW 2137 

Brightly Centres – Contact Information 
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Stay Connected with Us

 @BrightlyEarlyLearningCentre




