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Welcome 
Introduction 
Welcome to Shine Bright, we are pleased to have you a part of 

our team of valued early childhood professionals. Learning is a 

lifelong process and all at Shine Bright strive for continual 

improvement in providing high quality early years services in our 

local communities. We believe all our staff are skilled learners 

and a core part of our vision is to ensure our processes and 

procedures are clear and easy to access. Our aim for this 

handbook is to provide you with a document where you can 

access information you are likely to need in relation to your 

employment with us. We believe you will find this a useful guide 

during your employment. However, if you are unable to find the answer to your question here, please contact your 

Nominated Supervisor or the staff at Central Office who will certainly be able to find an answer for you.  

Shine Bright strives to provide a culture of continuous learning, a culture rich in open communication based on 

respectful relationships. It is important to us that you feel valued, we want you to ‘belong’ and know that you are a 

vital educator in our team.   

You will often hear the phrase ‘Line Manager’. Your Line Manager is the person you should turn to in the first 

instance for help and support. Certificate III and Diploma Educators have the Teacher who they work with as a Line 

Manager. Teachers have their Educational Leader (EL) for support with the educational program and their 

Nominated Supervisor (NS) for support in all other areas. EL’s and NS’s have Shine Bright Early Years Advisors (EYA) 

for support. EYAs have the Early Years Manager (EYM). The EYM has the Shine Bright CEO, and our CEO has support 

from the Shine Bright Board. EYAs, EYM and the CEO also access support from other key stakeholders, including the 

Department of Education (DE), our industrial advisors; Early Learning Association Australia (ELAA), local councils and 

building owners, and others. 

If you don’t receive the help and support you require after having first spoken with your Line Manager, we 

recommend that you progress up the line. In emergencies, please always call your Early Years Advisor, if you are 

unable to contact them, please call Shine Bright Central Office 03 5443 1229 and ask to speak to an Advisor.  

The handbook and corresponding policy and procedure documents, together with your letter of employment, form 

part of your contract of employment with Shine Bright. This handbook gives an overview of your employment, and 

outlines what you can expect from us as your employer and what we expect of you as employees.  We expect that 

you will provide a high degree of professionalism, commitment, and dedication to achieve the aims and objectives of 

Shine Bright as set out in The Shine Bright Way, our Code of Conduct, the ECA Code of Ethics and Shine Bright 

Policies and Procedures. 

Purpose  
To make every moment matter. 

Vision 
We are an organisation that champions children now, for a better tomorrow.  
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We Value 
 Learning and teaching today as an enabler for opportunity. 

 Advocacy as a way of influencing positive change. 

 Community engagement and development as a way of supporting children and their families. 

 Evidence based practice which leads to innovation. 

 To enhance and promote the Shine Bright Way. 

Goals 
1. Creating opportunities through excellence in learning and teaching. 

2. Great place to be and grow. 

3. Operational best practice through governance and support. 

4. Strengthening our relationship with children, families, and communities. 

5. Managing strategic growth through capability and capacity. 

Shine Bright services and employees will be respectful and inclusive of Aboriginal and Torres Strait Islander people 

and their culture. This is reflected in our values, inclusive programs, induction processes and activities in everyday 

practices in our services and office environments. In being respectful we build on our relationships, which will create 

culturally safe environments for families.  

Shine Bright has a Reconciliation Action Plan, which can be found on our Website or CLICK HERE 

History 
Shine Bright had its beginnings in the 1980’s when a group of parents formed the Bendigo and District Kindergarten 

Parents Association (BDKPA) to provide a central enrolment service to Bendigo Families. The BDKPA was run by 

volunteers until 2004 when it successfully applied to become a cluster manager and was renamed Loddon Mallee 

Preschool Association (LMPA). LMPA then employed paid staff members and expanded its services to the 

kindergartens who joined the cluster while continuing to provide central enrolment services to all kindergartens in 

https://www.shinebright.org.au/wp-content/uploads/2019/09/RAP-2019.pdf
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Bendigo and Swan Hill. LMPA assumed much of the responsibilities and management previously carried out by 

voluntary parent committee. The Early Years Management component of LMPA was renamed Shine Bright in 2018 

and all the member kindergartens became Shine Bright to better reflect the belonging to one organisation all 

working together. LMPA continues to operate as a central enrolment service to services in Bendigo and Swan Hill. 

Board of Directors 
Shine Bright is overseen by a Board as per constitutional guidelines. Board members are sought from the 

community. Each Board member is required to operate in the best interest of Shine Bright, holding the Policies and 

Procedures, Purpose, Vision, Values and Goals as heartfelt aims. For a list of the current Board members please see 

the Shine Bright website. 

Key areas of work for the Board are: 
 Oversight of the development and implementation of the strategic plan 

 Shine Bright’s Strategic priorities and direction  

 Monitoring financial position and performance 

 Corporate governance and compliance 

Communication  
We value a close and positive working relationship with our employees, and we are always happy to meet with you 

or speak with you to answer any questions and listen to any comments you may have. Our preferred method of 

communication is email as it allows us to give time to your enquiry and provide the most appropriate response. If we 

need to acquire more information, we can do this and then provide you with accurate information. We do 

acknowledge that at times this is not ideal, and we welcome phone calls. We endeavour to check phone messages 

regularly and will do our best to provide a quick response.  

Staff are welcome to make an appointment and come in to see Central Office Staff, especially when more personal 

matters may need to be discussed. Appointments are recommended because the person you need to see may have 

other commitments and may not always be available. 

All permanent/ongoing staff are issued with a Shine Bright email address once appointed. All staff are expected to 

check this email address at least once on their rostered day/days of work. It is each staff member’s responsibility to 

ensure this email is set up and in use. If you have any query regarding this, please contact Kate P at Central Office. 

Website 
The Shine Bright website www.shinebright.org.au is a valuable resource for all staff and families.  It is continually 

updated with information and includes: 

 Secure staff log-in section  

 News Feed, Current news, and resources 

 Information for families  

 Important Staff forms. Staff are to access forms directly 

from the website to ensure the most current version is 

used.  

 Shine Bright Policies 

 Professional Development opportunities 

 Service Information 

 Employment opportunities  

http://www.shinebright.org.au/
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The Shine Bright Way  
The Shine Bright Way was originally developed to allow our educators to focus on the real work of being with 
children and making every moment matter in an ever-changing profession. It is who we are, our philosophy and 
want we want to be known for.  
  
Every Moment Matters is at our center.   
Surrounded by Keeping the Joy  
Enabled by:  

1. Professionalism  
2. Collaborative Generative Thinking  
3. Open to Complexity  
4. Meaningful Documentation &  
5. Foregrounding First Nations Perspectives  

Every moment matters in our work with children and families, we give them our all. We know that what we do is 
critical to supporting children's life-long learning, we build strong relationships and attachments with children, we 
know that it is an honour and a privilege to be involved in a child's life, we never take this for granted.  
Keeping the joy is imperative in our work with each other, our children, our families, and our communities.   
Our children and family's matter, which is why we are Professional and advocate on behalf of our most valued and 
precious citizens in everything we do.   
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We collaborate and generate new ways of thinking together with children, families, and communities. We 
acknowledge we all have a voice, and each voice is heard, valued, and respected. We do not always have the answers, 
and we sit with the unknown while we continue our wonderings.   
We are respectfully Open to Complexity, stepping into hard conversations and moments that can be tricky. Children 
have agency in the community, and we celebrate their voice. We value and share learning.  We use Meaningful 
Documentation to reflect on our learning. We learn from and with each other embracing Brené Brown’s ‘Clear is Kind’ 
research while being kind, warm, caring, bold, brave, and confident. We use documentation to make children’s a 
voice/s and learning visible. This allows us to advocate for our children.   
We Foreground First Nations Perspectives in our everyday. We actively seek ways to ensure we provide culturally safe 
spaces for Aboriginal and Torres Strait Islander children and families where healing can occur, and where we learn 
alongside from and with each other.  
The Shine Bright Way makes us proud of being early childhood professionals and leaders, and it sets us apart from 
others in our profession.   
  

The Shine Bright Way (Philosophy – Extended v5.0)  

Every Moment Matters is at our centre - Shine Bright Mission   

Shine Bright employees know the impact early years education has on children. They know that being an early year’s 
educator is an honour and a privilege and they advocate strongly for children and families in everything they do as a 
way of influencing positive change in their local communities. We have a voice, and we use it. Staff demonstrate a 
commitment to reflective practice and critical reflection and embed the reflection action cycle in their practice. 
Reflection spaces support staff to identify challenges, as well express strengths.  

This practice looks like   This practice doesn’t look like   

All staff being confident in speaking about children’s 
learning with anyone and everyone in the service and 
outside of the service.  
ECA Code of Ethics IN RELATION TO THE PROFESSION, I WILL: advocate 
for my profession and the provision of quality education and care. 
APST 7.3  

The teacher is the only educator who speaks about the 
children’s learning.   

Staff being present with children and each other. VEYLDF – 

Learning – Children experience the benefits and pleasures of shared 
learning exploration   

Staff chatting to each other for extended periods of time 
about matters not related to children’s learning   
Staff on their phones during session   
Staff focusing on taking photos of the children playing 
throughout the day rather than getting involved and 
learning side by side with the children.   

Staff are eager to learn and be involved in evidence 
informed practice, critical reflection is a part of each day 
as educators and children discuss their learning 
together.   
NQS - 1.3.2   

Educators are not purposeful in the learning experiences 
they provide for children.   
The learning experiences provided are not rich and 
meaningful requiring all children to complete the same 
task the same way.    

Surrounded by Keeping the Joy   

Living well with ourselves and the world including having fun enjoying and playing in our profession.   
Learning through and working through play. Supporting the wellbeing of all is crucial to Shine Bright to ensure that it 
is great place to work be and grow (Shine Bright strategic plan Key Goal 2).   
Joy and wellbeing promote joy and wellbeing with our children, families, wider community, and staff teams. Reflective 
practice is an essential feature of keeping the joy. All services new to Shine Bright engage with facilitated reflective 
practice for a minimum of one year. Services are strongly encouraged to continue to access facilitated reflection – 
creative, arts-based approaches are integral to exploring, playing and reflecting.  

This practice looks like   This practice doesn’t look like   
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Staff arrive at work looking forward to their day   
ECA Code of Ethics - IN RELATION TO THE PROFESSION, I WILL: 
advocate for my profession and the provision of quality education 
and care.   

Staff feel it is a chore to go to work and have regular days 
off.   

We can hear laughter, happy voices, reciprocal back and 
forth conversations (CLASS) serve and return as shared 
with us by Ali Bullen at our Educational Leader 
meeting.    
E4Kids Study – Assessing the Effectiveness of Australian early 
childhood and care programs, Oct 201, Overview of Findings at 2016, 
Collette Taylor, 2017 LMPA Conference - Dr Jane Page, Educational 
Leadership – What does research tell us is most effective for 
supporting children’s learning?   

Staff do not seek out moments that promote conversation 
between educators and children.   
Staff are merely going through the motions of the day.   

Staff build and support each other, trust each other, 
respect each other. They are collaborative, motivated, 
enthusiastic and know that their work has an impact on 
children’s learning and wellbeing.   
ECA Code of Ethics IN RELATION TO COLLEAGUES, I WILL: encourage 
others to adopt and act in accordance with this Code and take action 
in the presence of unethical behaviours.   
NQS – Standard 7.2.  

Staff are dismissive of each other’s ideas. Staff do not 
encourage and support each other.    

Educators are playing with children and allow 
themselves to be playful.   
ECA Code of Ethics IN RELATION TO CHILDREN, I WILL: ensure 
childhood is a time for being in the here and now and not solely 
about preparation for the future  

Educators are authoritarian or ignore children. Their tone 
of voice and body language is cold.   

Any visitors (families, professionals, management, 
performers, contractors, Council workers etc) to the 
service feel an atmosphere of calm, they are warmly 
welcomed and feel valued and respected in the space.  It 
feels like a fun place to be.  
ECA Code of Ethics IN RELATION TO CHILDREN, I WILL: create and 
maintain safe, healthy, inclusive environments that support 
children’s agency and enhance their learning. NQS – 6.2.3  

Visitors feel awkward and uncomfortable. Educators do not 
approach visitors on their arrival and make them feel 
welcome by introducing themselves and welcoming them 
to the service.    

Educators are proud to have visitors in their service and 
are excited to share their practice. They are advocating 
for the children’s learning and what they are 
discovering.   
APST 7.3, ECA Code of Ethics IN RELATION TO COMMUNITY AND 
SOCIETY, I WILL: collaborate with people, services and agencies to 
develop shared understandings and actions that support children and 
families.  NQS – 6.2.3  

Educators are dismissive of visitor’s presence. Educators do 
not welcome visitors in to view their service and practice.    

When staff have challenges or differences of opinion, 
they can listen to each other, agree to disagree, have a 
solutions-based discussion. Staff feel safe to speak their 
mind and have an opinion.  
Brene Brown – Dare to Lead, ECA Code of Ethics IN RELATION TO 
COLLEAGUES, I WILL: use constructive processes to address 
differences of opinion in order to negotiate shared perspectives and 
actions and participate in a ‘lively culture of professional inquiry’ to 
support continuous improvement. NQS – 4.2.1  

Staff are submissive when having robust conversations and 
are in fear of sharing their opinion due to them not feeling 
valued or heard.   

Staff celebrate and record the ‘wow’ moments of both 
children and staff.   

Moments are not celebrated, acknowledged, or 
documented.   
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APST 6.4, ECA Code of Ethics IN RELATION TO COLLEAGUES, I 
WILL:  participate in a ‘lively culture of professional inquiry’ to 
support continuous improvement, IN RELATION TO COMMUNITY 
AND SOCIETY, I WILL: work to promote increased appreciation of the 
importance of childhood including how children learn and develop, in 
order to inform programs and systems of assessment that benefit 
children.  
Environments look cared for and inviting for staff and 
children. All equipment has a home and is intentionally 
placed so children have access to materials and 
resources.  
ECA Code of Ethics IN RELATION TO THE PROFESSION, I WILL: 
advocate for my profession and the provision of quality education 
and care, NQS – 3.2.2  

Shelves, benches, staff rooms, offices, sheds, disabled 
toilets are dumping grounds, cluttered and messy.    

Shine Bright acknowledges the complexity of each 
individual’s mental health and wellbeing journey. We 
advocate that Staff actively engage in looking after their 
own mental health and wellbeing at an individual level.    
Shine Bright provide supports for staff mental health 
and wellbeing at an organisational level. The 
Department of Education and ELAA provide support for 
staff mental health and wellbeing at a sector level. Staff 

Health and Wellbeing and OH&S Policy, ECA Code of Ethics IN 
RELATION TO CHILDREN, I WILL: act in the best interests of all 
children  

Staff not taking responsibility and blaming others when 
they are not well.   
Staff refuse to access services available to them at the 
individual, organisation, or sector levels.    
People's health impacting on their work with children, 
families, and colleagues.   

Enabled by: 1. Professionalism   

We actively and deliberately strive to '"build a spirit of collegiality and professionalism through collaborative 
relationships built on trust, respect and honesty." – ECA Code of Ethics, In relation to colleagues.   
We build a courageous culture of professionals who dare to lead in the early years. Clear is Kind. Unclear is Unkind. Brene 

Brown Oct 15, 2018 and Kelly Boucher ECP3 2020.   
We respect differing views and values, teaching styles and ideas. We challenge thinking and learning in a way that is 
professional and rewarding by engaging in robust and brave 'rumbling discussions.’ VEYLDF, Practice Principles for 

Children’s Learning and Development and Clear is Kind. Unclear is Unkind. Brene Brown Oct 15   
We advocate and lead the sector, we have high expectations of ourselves and our colleagues, we continually strive 
to raise industry standards. Shine Bright Mission – We Value: Advocacy as a way of influencing positive change   
Relationships with families: All educators (staff) take every opportunity to develop warm and positive relationships 
with families within the service.  

This practice looks like   This practice doesn't look like   

All staff respond to and acknowledge emails sent to 
them in a timely courteous manner within work hours, 
even if this is a simple ‘thank you for your email’ or ‘I 
have read your email and will follow this up.  
Code of Conduct, NQS 4.2.1, 7.1.2  

Expecting a timely response to an email from any staff 
member within Shine Bright but not taking the time to 
respond to emails sitting in your inbox.    
Expecting a response after hours, or on days staff do not 
work.    

Using professional manners and conduct to ensure a 
respectful and professional culture is maintained.  
Code of Conduct, ECA Code of Ethics IN RELATION TO COLLEAGUES, I 
WILL: build a spirit of collegiality and professionalism through 
collaborative relationships based on trust, respect and honesty, NQS 
4.2.2  

Responding in a short, sharp, and cold manner.   
Yell at a child  
Belittling and or humiliating a child  
Ignoring of a child’s voice and agency.  
Yelling at, belittling, or humiliating a child  
Giving a child time out e.g., naughty chair/corner rather 
than time in (remaining within close proximity of an 
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educator to maintain the relationship and support co-
regulation.)  
Negative labelling of child or family  
Criticising a child’s actions or behaviours  
Discouraging a child from taking part in activities  
Blaming or shaming a child  
Making fun of or laughing at or about a child  
Using sarcastic or cruel humour with or to a child  
Excessive use of negative language to a child, such as, “no” 
“stop that!” “don’t…” “you never...  
Hitting, pushing, slapping, pinching or biting a child  
Force-feeding a child  
Physically dragging a child  
Locking children away (or isolating them)  
Depriving a child of food or drink  
Restraining a child without parent approval in a formal 
Behaviour Management Plan unless a child’s safety is 
compromised (this may include restraining in a highchair).  
Excluding children from events  
Consistently moving children to the office or other space 
away from the play areas (without parent approval in a 
formal Behaviour Management Plan)  
Moving children to another room as punishment  
Verbally or physically threatening a child.  
Leaving a child unattended for a significant period of time.  

We thank each other and acknowledge sincere effort - 
Code of Conduct, ECA Code of Ethics IN RELATION TO COLLEAGUES, I 
WILL: acknowledge and support the diverse strengths and 
experiences of colleagues in order to build shared professional 
knowledge, understanding and skills, NQS 4.2.2   

We get too busy in the everyday and forget that our 
colleagues are people who need to be encouraged in 
positive ways.   

Utilising training to upskill when it is made available. 
This may be training provided by DET, Shine Bright etc. 
APST 6.2 & 7,4, ECA Code of Ethics IN RELATION TO THE PROFESSION, 
I WILL: engage in critical reflection, ongoing professional learning and 
support research that builds my knowledge and that of the 
profession, NQS 7.2.3  

Missing training sessions provided and then demanding 
help to deal with a basic query.    
Signing into online training and having your camera off to 
complete other jobs while the training takes place rather 
than being actively engaged.   

Being solution focused to overcome challenges. Being 
brave to collaborate and engage in robust discussions to 
promote stronger outcomes for children, families, and 
communities. Being respectful and professional during 
robust discussions.  
Code of Conduct, ECA Code of Ethics IN RELATION TO THE 
PROFESSION, I WILL: engage in critical reflection, ongoing 
professional learning and support research that builds my knowledge 
and that of the profession. NQS 4.2.1  

Using victim mentality when asking for help and blaming 
others for not providing adequate support as to why there 
are challenges.   
Staff use ‘power over’ language/ behaviour rather than 
‘power with’ language/ behaviour.   

Supporting a new relief staff member and warmly 
sharing Shine Bright's expectations with them in clear 
and kind manner.   
Shine Bright Mission – We Value: Advocacy as a way of influencing 
positive change, ECA Code of Ethics IN RELATION TO THE 
PROFESSION, I WILL: encourage qualities and practices of ethical 
leadership within the profession, model quality practice and provide 

Not speaking with a relief staff member about their 
practice which is different from Shine Bright's Way then 
calling our relief team and advising that this relief staff 
member is not to be placed at your service again.   
Not interviewing or giving a staff member known to us 
previously a chance to grow in our Shine Bright Ways.   
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constructive feedback and assessment for students as aspiring 
professionals, mentor new graduates by supporting their induction 
into the profession, APST 6.4, NQS 4.2.1  
Returning phone calls in a timely manner and being 
patient when you are waiting on a return call. If urgent 
follow up is required, the correct process is followed by 
contacting the next level of support. E.g., Staff unable to 
contact advisor on an urgent matter therefore they 
contact the Early Years Manager.  
Code of Conduct, ECA Code of Ethics IN RELATION TO THE 
PROFESSION, I WILL: take responsibility for articulating my 
professional values, knowledge and practice and the positive 
contribution our profession makes to society, NQS 4.2.2  

Calling multiple times to have a question answered.   
Not returning or acknowledging a missed phone call in a 
timely manner.   

Giving as much notice as possible when leave is 
required.  
Code of Conduct, ECA Code of Ethics IN RELATION TO THE 
PROFESSION, I WILL: advocate for my profession and the provision of 
quality education and care, NQS 4.2.2, 7.1.2  

Knowing you are not going to be able to attend work the 
next day but choosing to not call the relief phone the night 
before.   

Trusting all members of the Shine Bright family are doing 
their best every day. Understanding that some enquires 
may take time to be followed up however choosing to 
trust that the follow up is taking place - Code of Conduct, 

NQS 4.2.1, 4.2.2  
   

Speaking rudely to the relief team regarding service 
closures.   
Hanging up on staff on the phone rather than allowing 
them to explain why a decision has been made.   
Sending multiple emails demanding answers after being 
informed this would be followed up.   

The service team supports the Nominated Supervisors to 
complete Required Documentation for each term.  
Shine Bright Educator, Room Leader and Teacher Position 
Description, ECA Code of Ethics IN RELATION TO THE PROFESSION, I 
WILL: advocate for my profession and the provision of quality 
education and care, NQS 7.2.1, 7.2.2  

The team do not accept jobs that are delegated out to 
them by the Nominated Supervisor.    
The team state that these are not their responsibility and 
refuse to provide support.   

Having strong relationships with other EC professionals. 
Eg other early years providers, students, DE, Allied 
Health, PSFO, KPSA, KESO, LOOKOUT etc.   ECA Code of 

Ethics IN RELATION TO COMMUNITY AND SOCIETY, I WILL: 
collaborate with people, services and agencies to develop shared 
understandings and actions that support children and families, NQS 
6.2.2, 6.2.3  

Not engaging in relationships with other Early Years 
professionals. Not engaging in support that can be 
provided from other early years professionals.   

Advocating for and supporting all members of the Shine 
Bright family including the relief team.  
ECA Code of Ethics IN RELATION TO COMMUNITY AND SOCIETY, I 
WILL: collaborate with people, services and agencies to develop 
shared understandings and actions that support children and 
families, NQS 4.2.1  

Being solely focused on your own challenges and choosing 
to not support those in the Shine Bright family who may 
have a more urgent challenge at that point in time.   

Respecting and valuing diversity in the workplace 
including but not limited to race, religion, culture, 
gender, and ability.  
APST 1.3 & 1.6, ECA Code of Ethics IN RELATION TO CHILDREN, I 
WILL: ensure that children are not discriminated against on the basis 
of gender, sexuality, age, ability, economic status, family structure, 
lifestyle, ethnicity, religion, language, culture, or national origin and 
IN RELATION TO FAMILIES, I WILL: learn about, respect and respond 
to the uniqueness of each family, their circumstances, culture, family 
structure, customs, language, beliefs and kinship systems, NQS 5.1.2  

Treating people differently based on what we perceive.   
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Speak directly with the colleague concerned if you see 
'Reportable Conduct’ of any kind, report to your Line 
Manager/Nominated Supervisor and Early Years Advisor 
immediately if appropriate.  
Code of Conduct, NQS 2.2.3  

Ignoring poor practice because it is all just too hard to have 
challenging conversations and let's face it, we aren't paid 
enough for that.   

Nominated Supervisors consult with their teams, 
children and families around major purchases.  
ECA Code of Ethics IN RELATION TO COLLEAGUES, I WILL: build a 
spirit of collegiality and professionalism through collaborative 
relationships based on trust, respect and honesty, NQS 7.1.3  

Boxes arrive from Bellbird and staff have no idea what's in 
them.   

Staff support Policy Reform, we speak positively about it 
but are not afraid to have brave conversations about 
how they may affect our practice. If staff are challenged, 
they reach out for support.  
APST 7.2, NQS 7.1.3  

Staff oppose and complain about change, conversations 
are not solution focussed or helpful.   

Educators always greet families when they see them, 
even if it is simply a smile and help. Educators make an 
effort to speak with families, even if they haven’t met 
them before. Staff introduce themselves and act warmly 
towards families, regardless of their role. Educators 
create respectful and confidential opportunities to have 
challenging conversations with families. If educators feel 
concerned or worried about conversations with families, 
they seek support from other professionals, eg, Ed 
Leader, Nominated Supervisor, Advisor, Hub Manager.  
ECA Code of Ethics IN RELATION TO FAMILIES, I WILL: develop 
respectful relationships based on open communication with the aim 
of encouraging families’ engagement and to build a strong sense of 
belonging, NQS 6.1, APST 7.3  

Only the teacher or room leader speaks with families. 
Educators only speak with families from their own group. If 
educators are feeling nervous about speaking with families, 
they deliberately avoid speaking with them or making eye 
contact. Educators speak about sensitive matters in front 
of multiple people, without regard for confidentiality and 
families’ feelings.  

2. Collaborative Generative Thinking   

Shine Bright is a great place to work, be and grow.  We value all our staff as unique members of our work family.   
We care about each other, invest time in each other and support each other. Each of us is unique and we have many 
things to contribute to the collective. Professionally we learn and grow together, we stand and support each other 
through challenges and celebrations. We are leaders in early childhood education, ever evolving, ever progressing.   
We are educators, team-mates, friends, family – living well with the world.  
 All staff are valued and have things to offer no matter what level of experience they bring. All opinions are 
encouraged and we listen to and respect one another as early years professionals working together to make every 
moment matter for our children, families, community, and each other. Leaders are confident, they have the skills to 
lead by engaging in critical reflection through pedagogical discussions growing our future leaders.  

This practice Looks like   This practice doesn’t look like   

Leaders are strong and confident, they have tools and 
supports to lead their teams in continuous quality 
improvement, embedding slow pedagogy and practice.  
NQS - 7.2. APST 6.3  

Leaders are time poor and overwhelmed. They are often 
ill.   
Leaders do not engage in supporting all their staff to 
improving the quality of programs provided to children   

All staff including break and KIS workers being involved 
in the educational program and evaluation including 
writing on the program.  
ECA Code of Ethics ECA Code of Ethics IN RELATION TO THE 
PROFESSION, I WILL: advocate for my profession and the provision of 
quality education and care   

The teacher is the only one who writes on the program or 
talks about learning with the children and families   
Staff not making it a priority to contribute to the program.   
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Graduate teachers are given a voice and are listened to. 
Their opinions are respected and valued at leadership 
meetings.   
ECA Code of Ethics IN RELATION TO THE PROFESSION, I WILL: mentor 
new graduates by supporting their induction into the profession  

Experienced teachers make final decisions at leadership 
meetings.   
Leadership does not encourage graduates to contribute 
their ideas to discussions.    

All staff including KIS and Cert 3s share their opinions at 
PCM meetings, everyone listens to each other, and all 
are interested in what others think. We all contribute 
actively to discussions and bounce ideas off each other 
and everyone’s input is expected.   
NQS 4.2.1, APTS 6.3  

Staff sitting quietly in PCMs.    
Staff not actively listening and interrupting each other 
during collaborative discussions.   
   

Children’s voices are recorded and evident on the 
educational program and QIP.  
VEYLDF Link – initiate and contribute to play experiences emerging 
from their own ideas, APST 6.4 & 7.3  

Only adults’ voices are evident on the educational 
program.   

Families have a visible agency and a voice in the 
educational program and are included in the assessment 
process of their child.  
ECA Code of Ethics IN RELATION TO FAMILIES, I WILL: listen to and 
learn with families and engage in shared decision making, planning 
and assessment practices in relation to children’s learning, 
development and wellbeing. APST 3.7, 6.4 & 7.3  

The program does not have a family contribution section.   
Educators do not actively encourage and seek out parent 
input in the program.   
Educators do not regularly provide information to families 
regarding their child’s developmental progress.   

Educators value the knowledge families can provide 
regarding their child’s developmental needs.  
ECA Code of Ethics IN RELATION TO FAMILIES, I WILL: - support 
families as children’s first and most important teacher and respect 
their right to make decisions about their children. APST 3.7 & 7.3  

Educators dismiss the knowledge families provide as they 
believe they know better as they are the early years 
professional.   
   

All staff write observations of children’s learning which 
are shared equally amongst the team.  
NQS 1.3.1  

Only the teacher/room leader writes observations of 
children’s learning.   

All staff contribute and add to the QIP.  
ECA Code of Ethics IN RELATION TO COLLEAGUES, I WILL: - 
participate in a ‘lively culture of professional inquiry’ to support 
continuous improvement.   

Only one person adds to the QIP   
Staff not making the QIP a priority to contribute too.   

Staff are eager to learn from each other and share their 
learnings, they attend ENMs and visit other services to 
extend their knowledge on their PDPs.   
ECA Code of Ethics IN RELATION TO THE PROFESSION, I WILL: - 
engage in critical reflection, ongoing professional learning and 
support research that builds my knowledge and that of the 
profession.  APST 6.2, 6.3 & 7.4  

Staff attend ETMs but do not actively contribute or take 
learnings back to their service.   
Staff do not make the time to visit other services or 
communicate with Shine Bright to achieve this.   

3. Open to Complexity   

Shine Bright values evidence-based practice which leads to innovation. Our practice is based in key documents such 
as the VEYLDF, ECA’s Code of Ethics, United Nations Convention on the Rights of the Child. We work to actively give 
children a voice in their community and support their agency, we don’t shy away from big issues. We link in/think with 

big ideas and theories and we grapple with robust pedagogical questioning. We activate a culture of critically reflective 
practice.   

This practice Looks like   This practice doesn’t look like   

Indoor/outdoor programs for large uninterrupted parts 
of the day.  
VEYLF – Community – Children explore relationships with other living 
and non-living things and observe, notice, and respond to change.  

All children together in an indoor space for extended 
periods of time    
Indoor outdoor programs being ‘special one-off events’ 
rather than embedded in practice.    
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Children’s voices are evident in the program and records 
of our documented learning.  
VEYLDF – Learning – Children engage with and co-construct learning   

Only adults’ voices are evident on the educational 
program.  Staff ignore child’s voice and agency.  

Children have choices about how they learn, they make 
decisions about what they want to do, how they want to 
do it and when they want to do this.  
VEYLDF – Community - Children contribute to democratic decision-
making about matters that affect them.  

Children are not encouraged and appropriately scaffolded 
by educators to follow on their own interest.   

Staff are deliberate in how they interact with children; 
this may mean deliberately standing back and observing 
children who are engaged in play.  
ECA Code of Ethics IN RELATION TO CHILDREN, I WILL: - create and 
maintain safe, healthy, inclusive environments that support 
children’s agency and enhance their learning   

Educators influence the way children must play to achieve 
their own agenda set out for the day.   

Staff do not have all the answers, children have agency 
and lead their learning, staff pose questions such as, I 
wonder…….   
ECA Code of Ethics IN RELATION TO CHILDREN, I WILL: - respect 
children as capable learners by including their perspectives in 
teaching, learning and assessment.   

Educators give all the answers to children to save time 
rather than creating a sense of wonder in the children.    

Staff and children engage in challenging discussions and 
learnings of a political nature (big issues). Children have 
a voice in advocating for change in their community.   
VEYLDF – Community - Children contribute to democratic decision-
making about matters that affect them.  

Some things are just not discussed with children, some 
topics are off the table. Staff change the subject or say that 
you need to chat to Mum or Dad about that and shut down 
conversations they don’t feel comfortable engaging in.   

Staff are eager to learn from families and their service/ 
broader community. Staff reach out to communicate 
with families and community members to involve 
children in the discussions around real issues faced in 
the community.   
ECA Code of Ethics IN RELATION TO COMMUNITY AND SOCIETY, I 
WILL: learn about local community contexts and aspirations to create 
responsive programs to enhance children’s learning, development 
and wellbeing and collaborate with people, services and agencies to 
develop shared understandings and actions that support children and 
families.  
APST 7.3  

Educators do not reach out to their service or broader 
community.   
Educators make no effort to give the children a voice in the 
local community.    
Educators do not invite community members into the 
service to create strong community links.   

Children and staff engaged in learning about real issues 
that affect us all. Feelings, sadness, grief, respectful 
relationships, feeling anxious.  
VEYLDF – Learning – Children use reflective thinking to consider why 
things happen and what can be learnt from these experiences, APST 
6.3  

Educators dismissing children’s feelings and not taking the 
time to unpack these real issues.   

4. Meaningful Documentation   

Documentation is for sharing children’s learning with them and their families. It is an ongoing, regularly reviewed 
record of their progress towards goals set in conjunction with children and families. The child’s voice is celebrated, 
validated, and valued. Educators are learning with the children and recording ‘A-HA!” moments. Educators write 
less, but it means more. Quality is the focus. Educators experiment with different ways of documentation ie: putting 
cameras away and focusing on stories, children’s tellings, movement/gestures and questions etc. Educators write 
less, but it means more. Quality is the focus.  

This practice looks like   This practice doesn’t look like   
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Documenting what the child is learning, not what they 
are doing. It is holistic and considers many different 
domains.  
APST 5.1 & 5.5, NQS – 1.3.1  

Reflections and observations state what is done, not what 
is learnt or why it was done.    

Observations transport the reader to the moment that 
the learning took place.  
ECA Code of Ethics IN RELATION TO FAMILIES, I WILL: listen to and 

learn with families and engage in shared decision making, planning 
and assessment practices in relation to children’s learning, 
development and wellbeing.  

The reader is bored by the documentation and is not 
excited to read what comes next.   

Educators know that we are on a journey to change our 
documentation practices and are brave to step outside 
of the way it has always been done.    
APST 6.3, NQS – 1.3.2  

Educators are not willing to improve their documentation 
process and stick to a ‘ticking box’ approach.   

Documentation provides evidence of working towards 
goals and learning outcomes.    
APST 5.1 & 5.5, NQS – 1.3.1  

 A child’s progress towards achieving their goals is not 
documented.   

Staff utilise term one as a time to build relationships 
with children making this the key focus rather than 
documentation.   
ECA Code of Ethics IN RELATION TO CHILDREN, I WILL: value the 
relationship between children and their families and enhance these 
relationships through my practice.  

Staff priority during term 1 is to take photos of the children 
and spend their time behind a camera or iPad.   

All educators are confident to and trusted to contribute 
to the documentation of children’s learning. Teachers 
and leaders support their staff to do this, help build the 
educator’s capacity and knowledge, and discuss what 
meaningful documentation is.   
APST 5.1 & 6.3  

Teachers and leaders proofread observations before they 
are published and do not trust their educator’s 
professionalism and knowledge. Teachers and leaders do 
not provide educators with the opportunity to build their 
skills.   

Children contributing to documenting their own learning 
in ways that are accessible and meaningful to them.    
APST 5.2  

Child’s voice is not present in any documentation. 
Educators make no effort to include their voice. All aged 
children (including babies) have a voice that is expressed in 
many ways (A hundred Languages Loris Malaguzzi).   

Educators set up realistic expectations at the start of the 
year and during orientation processes with families for 
the documentation they provide.  
ECA Code of Ethics IN RELATION TO FAMILIES, I WILL: develop 
respectful relationships based on open communication with the aim 
of encouraging families’ engagement and to build a strong sense of 
belonging, NQS - 1.3.3  

Photos being sent to the families every day on Storypark or 
similar platforms. A play-by-play of the day is sent each day 
that says what the children did, but not what the children 
learnt  

We document our learning and act on the 
documentation provided to us from other professionals 
to capture best practice, to enable quality 
improvement.   
APST 6.3 and 6.4  

Ignoring specific strategies and recommendations made by 
other professionals.   

5. Foregrounding First Nations Perspectives   

Relationships - Building relationships with Aboriginal & Torres Strait Islander people and organisations is a priority 
to Shine Bright EYM. The purpose of building relationships is to enhance the opportunities for children and their 
families to learn and develop in a culturally safe environment.   
Respect - Shine Bright services and employees will be respectful and inclusive of Aboriginal and Torres Strait Islander 
people and their culture. This is reflected in our values, educational programs, induction processes and everyday 



 

18 
 

practices. In being respectful we build on our relationships, which will create culturally safe environments for 
children and families.   
Opportunities - Shine Bright EYM is committed to providing the best possible outcomes for Aboriginal and Torres 
Strait Islander Families within our communities. Employment opportunities, accessing support services and 
providing authentic Aboriginal and Torres Strait Islander resources to our services is key to our organisation.   

This practice Looks like   This practice doesn’t look like   

Aboriginal and Torres Strait Islander children, families 
and organisations are consulted about what is important 
to them in order to make culture visible,  
ECA Code of Ethics IN RELATION TO THE PROFESSION, I WILL: - 
encourage qualities and practices of ethical leadership within the 
profession, ECA Code of Ethics IN RELATION TO FAMILIES, I WILL: - 
learn about, respect and respond to the uniqueness of each family, 
their circumstances, culture, family structure, customs, language, 
beliefs, and kinship systems, APST 1.4 & 7.3  

Staff send out surveys to families and receive minimal 
responses, when questioned about what they did to 
capture the voice of the family they say, we tried but didn’t 
get many responses.   

Seeing evidence of respect for Aboriginal and Torres 
Strait Islander people and their culture from the street, 
in our entrances and in our play spaces, always.   
ECA Code of Ethics IN RELATION TO THE PROFESSION, I WILL: - 
encourage qualities and practices of ethical leadership within the 
profession.   

Having to go looking for evidence of Aboriginal and Torres 
Strait Islander people and their culture in our services.   

Aboriginal and Torres Strait Islander books will always be 
available. Careful consideration is taken to source 
resources from Aboriginal owned businesses or where 
original ownership/authorship is acknowledged and 
artists are paid accordingly.  
VEYLDF – Community - Children broaden their understanding of the 
world in which they live.  

No Aboriginal or Torres Strait Islander books will be on our 
bookshelves   

Each day children will acknowledge traditional 
custodians.  
VEYDLF – Community - Children explore the diversity of culture, 
heritage, background and tradition and that diversity presents 
opportunities for choices and new understandings.   

The children are unable to show an understanding of 
Aboriginal and Torres Strait peoples as the traditional 
custodians of Country.  

Meetings will begin with an acknowledgement of 
Country.  
ECA Code of Ethics IN RELATION TO THE PROFESSION, I WILL: - 
encourage qualities and practices of ethical leadership within the 
profession.   

Skipping this acknowledgment to save time.   

Staff will actively consult with Aboriginal and Torres 
Strait Islander families in order to build connections and 
relationships. Staff will take time to build relationships 
with families and include their voice and perspectives in 
the educational program and QIPs.  
ECA Code of Ethics IN RELATION TO FAMILIES, I WILL: - learn about, 
respect and respond to the uniqueness of each family, their 
circumstances, culture, family structure, customs, language, beliefs, 
and kinship systems, APST 1.4, 6.3 & 7.3  

Staff waiting for Aboriginal and Torres Strait Islanders 
families to approach them first instead of opening this 
conversation themselves or staff saying, I tried but they 
weren’t really interested, what more can I do?   

All staff and children will know and continue to build 
their knowledge of the names and stories about the land 
we are on.  
VEYDLF – Community - Children explore the diversity of culture, 
heritage, background and tradition and that diversity presents 
opportunities for choices and new understandings, APST 1.4 & 6.3  

Staff do not share Aboriginal or Torres Strait Islander 
stories or perspectives as part of their educational 
program.   
Only one educator in the team shares Aboriginal and 
Torres Strait Isander stories with the children.   
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Children are unable to identify the land they are on.   

Aboriginal and Torres Strait Islander families, Elders, 
KESO’s and KPSAs will be visible in our services.    
VEYDLF – Identity - Children develop their social and cultural heritage 
through engagement with Elders and community members    

Children do not have interactions with the KESO or KPSA.   
Educators do not have a relationship with their KESO or 
KPSA.   
Educators do not repeatedly extend invitations to KESO’s 
or KPSA’s to attend the service.   

The outdoors will be valued as a place where learning 
occurs, children will be outside more than inside, and 
the inside will be brought out and vice versa.  
ECA Code of Ethics IN RELATION TO CHILDREN, I WILL: - collaborate 
with children as global citizens in learning about our shared 
responsibilities to the environment and humanity.   

An indoor-outdoor program does not run in every group at 
the service.   
Outdoor nature play is not brought into the inside learning 
space and seen only as an outside activity.    

We get out on Country, we learn with Country we know 
that it teaches us, it helps to calm, heal, and restore us.  
VEYLDF – Community - Children explore, infer, predict, and 
hypothesise to develop an increased understanding of the 
interdependence between land, people, plants and animals.  
APST 6.3  

Inside time is prioritised and is the main place learning 
takes place.   
Educators not sharing with families the rich learning 
experiences the outdoors provides.   

All staff continually work toward implementing our 
Reconciliation Action Plan (RAP)   
APST 2.4  
  

Staff do not know that Shine Bright has a RAP, they don't 
know where to find it or what is in it. It is never looked at 
or updated.   
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Shine On Podcast 
 Host – Alexandra Wheeler, Crystal McIntosh, Sophie Hay 

Shine Bright EYM proudly presents Shine On, a podcast series for 

prospective and current Early Childhood Education Professionals. 

A podcast to engage, celebrate, and advocate for the Early Years 

sector through collaborative discussions with early years 

professionals. Drawing inspiration from our guiding philosophy 

document The Shine Bright Way, the team will be bringing you a 

series of conversations, inspirations, and big ideas from all 

aspects of the Early Childhood Sector.    

Shine on podcast emerged after conversations amongst the Early 

Years team at Shine Bright about how we could share current 

information, celebrate, and acknowledge the stories from 

educators and teams that are within the wider community.    

The Early Years team has always been inspired by professionals 

in our sector that continuously keep the joy, make every moment matter, foreground first nations perspectives, be 

open to complexity, engage in collaborative generative thinking, professionalism, and create meaningful 

documentation. We wanted to provide these professionals with a contemporary format that has the ability to reach 

multiple audiences to inspire current and prospective early childhood professionals. The idea grew bigger through 

each conversation to include stories from industry professionals’ sector wide.    

For more information, you can find the Shine On podcast team on Instagram and Facebook and subscribe to the 

podcast through your preferred streaming app (e.g. Spotify, apple podcast).   

Email: shineonpodcast@shinebright.org.au Facebook: Shine On Podcast Instagram: @shineon_podcast 

mailto:shineonpodcast@shinebright.org.au
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Early Years Team 
 Early Years Manager – Belinda Schultz 

 Team - Alexandra Wheeler, Amelia Johnson, Crystal McIntosh, Kate Andrews, Sophie Hay, Wendy Irving.  

Child Safe Organisation    
Shine Bright is committed to child safety. Shine Bright is committed to the rights of all children to feel safe, and be 

safe, always, including promoting the safety of children with a disability, promoting the cultural safety of Aboriginal 

children and children from culturally and linguistically diverse backgrounds. Shine Bright always takes all reasonable 

steps for each child’s safety and wellbeing, always act in the best interests of each child, and has zero tolerance of 

child abuse.  Shine Bright has a Child Safe Environment Policy which is available on the Shine Bright website and 

adheres to all 11 Child Safe Standards. 

Parent Advisory Group (PAG)  
The role of the PAG has changed significantly since the introduction of Early Years Management across Victoria. 

Parents are no longer expected to be involved in the day-to-day management of the service but rather to provide a 

voluntary support role for educators.   

A staff representative will usually attend meetings, including the Annual General Meeting (for those PAGs that are 

incorporated). Any time spent by staff attending the PAG meetings can be taken as time in lieu from non-contact 

time.  Staff should check with their Line Manager before attending any meetings to ensure suitable arrangements. 

Management of the service including all legal and statutory requirements are the responsibility of Shine Bright. 

There will often be times where parents will be consulted to gain valued input into the educational program, quality 

improvement and policy review. Shine Bright is responsible for the overall operation of the service including financial 

management, staffing and regulatory compliance. 

The major functions of the PAG are to build the service community 

to make all parents feel welcomed and valued. The PAG can 

provide opportunities for families to get to know each other and 

work together to support the service and its children. It may also 

be involved in fundraising for the service. See the Shine Bright 

website for PAG Handbook under ‘Families’. 

 https://www.shinebright.org.au/home/families/pag-resources/ 

There are two PAG Handbooks. One for incorporated PAGS and 

one for unincorporated PAGS. 

The PAG and staff also have obligations under food safety handling that must be met. Services should be registered 

with council as a class 4 food business. Class 4 food handling activities at the service include serving fruit and simple 

sausage sizzles at family events where food is served immediately. This does not include serving hamburgers and 

other barbeque meats. For more detailed information please see ‘making food safety your business – Information 

for Class 4 Businesses at 

www.health.vic.gov.au/foodsafety/downloads/class4.pdf 

https://www.shinebright.org.au/home/families/pag-resources/
http://www.health.vic.gov.au/foodsafety/downloads/class4.pdf
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Mentoring 

Provisional Teachers 
Shine Bright works with all provisionally registered teachers to support them to becoming fully registered with VIT.  

A Plan for Becoming Fully Registered has been developed by Shine Bright to assist provisionally registered teachers 

to work through the process. It includes step by step tasks and a guide to the time fraction needed for the 

provisional teacher and for their Mentor for each step.  Please contact your advisor if you wish to commence this 

process and arrange your mentor.   

New Nominated Supervisors 
Mentoring is available for 2 hours per term for New Nominated Supervisors in their first year in the role.  Mentoring 

is provided to you outside of your rostered work time. For further information contact your Advisor. 

Microsoft Teams 
Microsoft Teams is used as a platform for communication across all Shine Bright services. It is available as an app on 

mobile phones and tablets.  Permanent educators and relief staff all have access to this platform. 

Surveys 
Shine Bright families, staff (permanent and relief) are surveyed annually, and 

as required, to obtain feedback about Shine Bright. This feedback is used to 

aid in quality improvement processes for Shine Bright. Feedback is provided to 

all staff through our communication methods. Each service is provided with a 

summary of their results and are encouraged to reflect on the ways they can 

use the feedback to aide their quality improvement processes, which can be 

added to their QIP.  

Advertising/Media Contact 
All advertising/media contact needs to be approved through Shine Bright Central Office. If services are contacted by 

the media, staff is required to refer them to the Shine Bright CEO so that an appropriate response can be developed 

in consultation with the Nominated Supervisor. Staff are to inform their advisor of any media contacting the service. 

In an emergency situation staff are not to speak to the media. 

Meetings and Support 

Pedagogical Collaboration Meetings (PCMs)  
Shine Bright supports service staff by paying above award conditions, allowing staff to come together for 

Pedagogical Collaboration once per term for a 1.5 hour meeting. These meeting dates and times set at the beginning 

of each year in consultation with all staff at the service via calendar invite (advisor to be included as optional 

attendee).  Staff whose only role at a service is to provide breaks are welcome to attend, however attendance is not 

compulsory. PCMs are compulsory for all other permanent Shine Bright staff. If kindergarten staff wish to extend 

these meeting times, they will need to realign their non-contact time for that fortnight, no additional hours will be 

paid. Kindergarten Inclusion Support (KIS) and Inclusion Support Funding (ISF) educators are expected to attend 

PCM’s as part of the KIS and ISF package provision (up to a maximum of 8 hours per year) and these hours are to be 

included on their Noahs Ark timesheets.  
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Educator Network Meetings (ENMs)  
Shine Bright holds three ENM’s per year, for teachers and educators, one in each of Terms 1, 2 & 3. All staff are 

strongly encouraged to attend to be an active member of the Shine Bright community. Staff attending are to add the 

1.5 hour meeting to their timesheet for the appropriate pay period. This time is paid with 25% loading. All staff 

attending the ENM need to be fully prepared and ready to participate in all items listed on the agenda. The Agenda 

and the Minutes from the ENM will be available in the invitation sent to your Shine Bright email. Once the meeting 

invite is accepted the meeting will be moved into your calendar. 

Term   Monday 9.30-11.00am  

Teams Meeting  

Tuesday 9.30-11.00am  

Teams Meeting  

Friday 9.30-11.00am  

Teams Meeting  

1  Monday 18th March  Tuesday 19th March Friday 22nd March 

2  Monday 3rd June  Tuesday 4th June  Friday 7th June  

3  Monday 9th September  Tuesday 10th September  Friday 13th September  

 

Nominated Supervisor and Educational Leader Meetings 
Shine Bright hold compulsory meetings, as part of the Nominated Supervisor and Education Leader roles. Staff must 

speak with their advisor prior to a meeting if they have exceptional circumstances for not attending. These meetings 

are held once per term for 1.5 hour each meeting. Leaders attending the meeting need to be fully prepared and 

ready to participate in all items listed on the agenda. The agenda and the previous minutes will be available in the 

invitation sent to your Shine Bright email. Once the meeting invite is accepted the meeting will be moved into your 

calendar. Leaders are to share their learnings taken from these meetings with their team and inform their advisor on 

how this was done in their Collaborative Coaching Visits. 

The purpose of the Nominated Supervisor and Educational Leader groups will be to strengthen and further develop 

leadership within Shine Bright EYM. 

Term   Monday 9.30am-10.30am  

Teams Meeting  

Thursday 9.30am-10.30am  

Teams Meeting   

Friday 9.30am - 10.30am  

Teams Meeting  

1  Monday 4th March  Thursday 7th March  Friday 8th March  

2  Monday 6th May  Thursday 9th May  Friday 10th May  

3   Monday 5th August  Thursday 8th August  Friday 9th August  

4  Monday 21st October   Thursday 24th October  Friday 25th October  

 



 

25 
 

Pedagogical Collaboration Meetings (PCMs)  
Shine Bright supports service staff by paying above award 

conditions, allowing staff to come together for Pedagogical 

Collaboration once per term for a 1.5 hour meeting. These 

meeting dates and times set at the beginning of each year in 

consultation with all staff at the service via calendar invite 

(advisor to be included as optional attendee).  Staff whose 

only role at a service is to provide breaks are welcome to 

attend, however attendance is not compulsory. PCMs are 

compulsory for all other permanent Shine Bright staff. If 

kindergarten staff wish to extend these meeting times, they 

will need to realign their non-contact time for that fortnight, no additional hours will be paid. Kindergarten Inclusion 

Support (KIS) and Inclusion Support Funding (ISF) educators are expected to attend PCM’s as part of the KIS and ISF 

package provision (up to a maximum of 8 hours per year) and these hours are to be included on their Noahs Ark 

timesheets.  

Kindergarten Inclusion Support (KIS) and Inclusion Support Funding (ISF)  
Teachers/Room Leaders will be able to apply to be paid for additional hours of work when working with children in 

receipt of a KIS or ISF Package as follows: 

 Teachers/Room Leaders in receipt of a package are required to hold Program Support Meetings (PSG) once 

per term. Kindergarten teachers and will be paid 1 hour per meeting please include this in your ADP time 

sheet, please add a note referencing the child’s initials. 

 Long Day Care Room Leaders will have an hour off the floor time to support this meeting. 

 In recognition of the workload in preparing an application, teachers/room leaders can apply for up to 6 

hours for the first time they complete an application, following this teachers/room leaders can apply for up 

to 4 hours.  

 Once the KIS application has been submitted to your advisor and your advisor has informed you that this has 

been submitted to the KIS convenor, please add these approved hours to your ADP timesheet and include a 

note referencing the application. Payment will be normal rate of pay plus 25% loading if completed outside 

of rostered hours. 

 Long Day Care Room Leaders in consultation with your Educational Leader will have these hours off the floor 

time to support writing these applications. 

 In recognition of the workload in completing additional reports/assessments for transition to school (if 

applicable) for children supported by inclusion funding, teachers can apply for up to 2 hours by submitting 

the time in ADP, please include a note explaining what the hours are for. Payment will be normal rate of pay 

plus 25% loading if completed outside of rostered hours. 

 For children who do not have a KIS package and are transitioning to a Special Development School teachers 

can access 2 additional hours in recognition of the workload in completing additional reports/assessments 

for transition to school (if applicable). Teachers are to add this to their timesheet with a note explaining 

what the hours are for. 
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LOOKOUT – (Children in Out of Home Care)  
Teachers/Room Leaders will be able to apply to be paid for 

additional hours of work when working with children in Out 

of Home Care as follows: 

 Teachers/Room Leaders who have children 

involved with the LOOKOUT program are required 

to hold Program Support Meetings (PSG) once per 

term. 

 Kindergarten teachers will be paid an additional 1 

hour per meeting or provided with 1 hour of non-

contact time. 

 Long Day Care Room Leaders will have one hour off the floor to support these meetings. 

 In recognition of the workload in completing reports/assessments for transition to school for children in Out 

of Home Care, Teachers can apply for up to 2 hours by submitting the time in ADP, please include a note 

explaining what the hours are for. Payment will be normal rate of pay plus 25% loading if completed outside 

of rostered hours. 

 For both KIS, ISF and LOOKOUT children the PSG meetings replace their Learning Review Day. 

 For children who do not have a KIS package and are transitioning to a Special Development School teachers 

can access 2 additional hours in recognition of the workload in completing additional reports/assessments 

for transition to school (if applicable). Teachers are to add this to their timesheet with a note explaining 

what the hours are for. 

Collaborative Coaching Visits (Previously Service Support Visits) 
Early Year’s Advisors aim to provide a minimum of one support visit to every service each term. These visits are 

arranged in advance and are to be conducted with the services’ NS and EL. A service support outline is available in 

the meeting invite sent from your advisor to the NS and EL. If the NS and EL need to meet more regularly with their 

Advisor, they are welcome to contact them directly to arrange for support via email, phone or in person. Diploma 

and Certificate 3 Educators should initially go to their line manager for support but can contact the advisor for their 

service if they feel their needs have not been met by their line manager. 

Professional Development  
In line with the VECTEA teachers, educators, and certificate 3 educators can access 2 child free days (pro-rata for 

part time) to complete professional development. This day can be taken during work time and staff are encouraged 

to also pursue opportunities for professional development and learning in their own time. 

Teachers and Educators must speak with their advisor before enrolling in professional development. 

Child Free Days 

Child Free Day all staff: 
 Shine Bright Annual Conference usually held at the commencement each year for all staff. It is compulsory 

for all Shine Bright permanent staff to attend the Shine Bright conference. This day is on top of the 2 

professional development days available to staff paid under the VECTEA. 



 

27 
 

 

 

Child Free Days for staff employed under the VECTEA: 
 Two organisational days for staff at the start of each year. 

 One pack up day held on the last workday for staff each year. 

 Three Learning Review Days 

 Open Day - some services may choose to remain open. If you wish to remain open, please discuss this with 

your advisor and complete a risk assessment prior to communication going out to families. 

Performance and Development Plans 
At Shine Bright we are always striving for excellence in all that we do 

and believe in a process of continual improvement.  All staff are 

required to be involved in our annual Staff Appraisal annual process.  

Staff will have one team goal which each member of the team will 

have as part of their Performance and Development Plan. This goal is 

the be the goal from the current SRF Plan. Individual goals and a 

service goal may be set in consultation with their line manager. 

Kindergarten Diploma and Certificate 3 qualified staff will complete 

section 1 of their Performance and Development Plan with their 

teacher. Long Day Care staff will complete this with their Room Leader. Room leaders will complete theirs with their 

Educational Leader and teachers who are not the Educational Leader (EL) will do this with their EL. Long Day Care 

EL’s with their Hub Manager and the Hub Manager will complete theirs with their Early Years Advisor (EYA).  

This process is to be conducted as a collaborative and positive review of the employee’s strengths and is to look at 

areas to build on for the coming year(s) by setting SMART Goals and Developmental Objectives. For further 

information on Performance and Development Plans (PDPs) please see the PDP Good Practice Guide under Staff 

Forms on the website.  

A copy of this plan must be filed in your staff record at the service each year following endorsement by your line 

manager and emailed to your Advisor. 

Professional Development cost is budgeted for under training and staff development. A copy of your Performance 

and Development Plan must accompany all purchase order requests for PD training as detailed above and be signed 

off by your Nominated Supervisor, the relevant Performance Goal and Development Objective is to be highlighted.  

Following attendance at a professional development activity, educators are required to critically reflect on their 

learning at PCMs, collaborate with colleagues and share new understandings to introduce into practice and record it 

formally in Section 2 of the Performance and Development Plan. 

Recommended Training Providers 
Recommended training providers can be found on the Shine Bright website. 

All Shine Bright staff are encouraged to visit another Shine Bright service as part of their professional development. 

Please speak to your advisor to make arrangements. 
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Assessment and Rating Visits A&R 
Early Years Advisors provide ongoing support to each service for preparations for Assessment and Rating visits in the 

Collaborative Coaching visits. Advisors will visit the service prior to the A&R visit to assist staff to feel equipped for 

their visit.  

Quality Improvement Plans (QIP) 
Each service is required by law to have a current QIP which is shared with staff, children, and families. The NS is 

responsible for leading the QIP and ensuring quality improvement is planned and implemented at their service. All 

staff are responsible for adding to the QIP and are required to provide input. Updated copies should be forwarded to 

your Advisor.  It is important that each service effectively communicates their QIP with their children and families 

and that the voice of children and families is evident. 

Emergency Management Plans 
Each service has an Emergency Management Plan, and all staff must be familiar with it. This plan needs to be 

reviewed annually and as required, current copies are to be kept at the service in the service folder, evacuation kit 

and at Shine Bright Central Office. 

Children of Staff Onsite 
If for any reason an employee is required to have their child/children onsite at the service/workplace, please seek 

prior written approval from your Nominated Supervisor and Early Years Advisor. 

Operational Capital Plans  
An Operational Capital Plan is developed for each service. It 

includes planning for any changes or upgrades to the building and 

grounds, and planning for programs that meet the community’s 

needs. The plan is a useful tool for collaborating with building 

owners about proposed changes and ensures consistency 

between PAG’s from year to year, it can be used to reference 

future works and development. 

Any alterations made to the plan at the service level should be 

forwarded to your Early Years Advisor. No works are to occur at 

services without approval from you Advisor. Further information on this process can be found in the Capital 

Budgeting Policy and Procedure. 

It is important that the Nominated Supervisor (NS) take the lead in the planning process in consultation with staff, 

children, and families in their local community. Nominated Supervisors should take the time to review the plan 

regularly to ensure priorities are correct and it is kept current. 

It is appropriate to share the details of the plan with the PAG. This gives opportunities for families to be involved in 

the service and contribute to service decisions. (QA 6.1.2) 

If the Parent Advisory Group (PAG) wish to contribute funds to projects, this is most welcome. The PAG must provide 

a signed (President and Treasurer) copy of their meeting minutes which detail the passing of a motion to contribute 

the offered funds.  

A copy of your plan is also sent annually to your building owner to keep them aware of the future plans we are 

working towards. All works on buildings owned by City of Greater Bendigo (CoGB) will be project managed by CoGB.   
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Leave Arrangements and Additional Hours  

Leave Arrangements 
Shine Bright Early Childhood Staff are entitled to leave allowances according to their relevant award. Staff wishing to 

take planned personal (sick & carers) leave, long service leave, maternity leave, bereavement/compassionate leave, 

or professional development leave must submit a Leave Request via ADP payroll system to your Advisor for approval. 

Leave without Pay will not be granted except in extreme exceptional circumstance.  

Staff employed under the VECTEA  
Staff employed under the VECTEA should note that family holidays are not an exceptional circumstance and should 

be arranged during term breaks. Kindergarten staff are expected to plan family holidays and special events during 

term breaks as leave is not available for these during term time.  Providing relief for kindergarten staff can be a 

significant issue, so please be respectful to colleagues with genuinely unavoidable reasons for not being able to 

attend work, by planning holidays during the 12 weeks of term holidays that are available every year. To avoid 

disappointment to yourself and family please ensure that your family and partners are aware of these 

circumstances. 

Additional Hours Request Form  
This form can be used to request additional hours and/or time 

release from contact time, all additional hours need to be pre-

approved by your Advisor. Staff should make every effort to plan 

and manage their time during rostered hours, the circumstances of 

all requests will be considered. This form can be found on the Shine 

Bright website under staff forms, once approved by your Advisor, 

please add these hours to your timesheet with a comment. 

Jury Duty 
If you are called upon to attend Jury Duty, please detail this on a Staff Leave Application and forward it together with 

a copy of the jury duty notification to your Advisor/ Hub Manager and to the relief team who will tentatively 

organise relief. If an employee other than a casual employee is required to attend jury service during their ordinary 

working hours, they will be reimbursed by Shine Bright an amount equal to the difference between the amount paid 

in respect of their attendance for such jury service and the ‘ordinary pay’ the employee would have been paid if the 

employee was not absent on jury service. Once an employee has completed their jury service, they must return to 

work at the earliest possible opportunity.  

Playgroups 
 Coordinator – Jenny Prince 

 Facilitators – Elly Uren, Lauren Brown 

In partnership with Communities for Children Shine Bright provides 

Playgroups in Bendigo. 

 We provide a welcoming and inclusive environment. 

 Children have opportunities to play and learn, whilst parents/ caregivers can have fun with their children and 

meet other families. 

 We acknowledge that families are the most influential people in their child’s life. 

 Activities are created in partnership with families. 

 It can be hard to obtain services and opportunities. If needed, we can support families to access services. 

 Our staff are all qualified early childhood educators. 
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People and Culture  
 People and Culture Manager (Shine Bright 2IC) – Karl Dadds 

 Team – Brittany White, Jordan Miller, Kylie Wheelhouse, Kate Pentreath, Elly Uren 

Employment  

Recruitment  
Shine Bright is an equal opportunity employer who will always seek to fill vacant positions with the most suitably 

qualified and experienced applicants who meet the needs of the service community. For full details of the process 

and policy for recruitment of staff see the Staff Recruitment and Induction Policy on the website. 

Terms and Conditions of Employment 
The terms and conditions of employment are documented in a Contract of employment which is provided to each 

educator on commencement of employment, any variations to employment terms and conditions will be 

documented by using a variation form.     

A copy of this letter and or variation is to be signed and returned to Shine Bright HR, and another copy to be taken as 

your personal records.  A copy of your Data Form and Roster is to be kept at the service in the staff records folder. 

Onboarding/ Induction 
All permanent and relief staff is required to complete a comprehensive induction process before commencing 

employment with Shine Bright.  This induction process aims to be welcoming, ensuring an understanding of 

responsibilities as a Shine Bright employee. The Induction Process has been streamlined, it is staged and includes:  

Stage 1.  Reference Checks 

Stage 2.  Online onboarding paperwork  

Stage 3.  Receive your email, (permanent employees only), 

and ADP login details. Shine Bright will send your staff record 

to the service. 

Stage 4.  Orientation/ Induction to the service 

Further induction information can be found our website 

www.shinebright.org.au under Careers, Induction/Relief tab. 

Probation Periods 
All new employees are subject to a probationary period of 12 weeks wholly within term time. Shine Bright may 

terminate your employment at any time before the expiration of this period by giving at least one week’s written 

notice or by the payments of one week’s wages in lieu of notice.  The probationary period may be extended by 

agreement between yourself and Shine Bright for a further period not to exceed 6 months from your 

commencement date.  Prior to the completion of the probationary period, you will be required to participate in a 

performance review with your line manager, Nominated Supervisor and Advisor. Continued employment beyond the 

probationary period will depend upon satisfactory performance during the probationary period.   

http://www.shinebright.org.au/
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Uniforms 
Shine Bright uniforms are not compulsory; however, educators 

should always be appropriately dressed to be working with children. 

This includes SunSmart clothing including a hat and comfortable, 

practical footwear which you can move quickly should you be 

required to protect children from harm or hazard. Clothing should be 

appropriate for a workplace, neat casual, no short shorts or plunging 

necklines, midriff/ bellies/ bottoms should be covered, no thongs, 

ripped jeans, track suit pants and see through leggings. No hoodies 

with the exception of the Shine Bright specified uniform hoodie. 

Clothing must be clean and in good repair, e.g. not overly faded or 

with holes. Should staff choose to wear the Shine Bright uniform, they are available from Bolton’s Office Equipment 

Bendigo, Work locker Echuca, Clarks Swan Hill and TWW (Totally Work wear) Mildura at your own cost. 

Code of Conduct 
All Shine Bright employees are expected to conduct themselves in a professional manner in line with Shine Bright 

Vision and Purpose, The Shine Bright Way and in compliance with the Shine Bright Staff Code of Conduct Policy and 

ECA Code of Ethics. Every employee is required to maintain the privacy and confidentiality of all colleagues and 

families as a condition of their employment and must familiarise themselves with the Confidentiality and Privacy 

policy and sign the Policy Acknowledgement, keeping a copy in your staff record at the service and forwarding a copy 

to Shine Bright Central Office.  

Valuing Diversity 
Shine Bright is committed to valuing diversity and seeks to provide all employees with the opportunity for 

employment, career, and personal development on the basis of ability, qualifications and suitability for the work. 

Shine Bright will not tolerate direct or indirect discrimination.  

It is the responsibility of all staff in their daily actions, decisions, and behaviour to endeavour to promote these 

values, to comply with all relevant legislation and to ensure that they do not discriminate against colleagues, 

families, children, suppliers, or any other person. 

Harassment & Workplace Bullying  
Harassment: When someone is demeaning, derogatory or intimidating towards another person. 

Harassment includes: 

 Racial taunts 

 Taunts about sexual orientation or gender identity 

 Sexual harassment: unwelcome physical, verbal, or written behaviour of a sexual nature 

 Repeated insulting remarks. 

Bullying: is characterised by persistent and repeated negative behaviour directed at an employee that creates a risk 

to health and safety. 

For more information on Harassment & Workplace Bullying, please see our Code of Conduct and Workplace Bullying 

Policies. 
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What should I do if subject to Harassment or Workplace Bullying? 
If you feel you are being harassed or experiencing workplace bullying, you are strongly encouraged to seek early 

advice/support from Shine Bright Central Office.  If your feel your Line Manager is harassing/bullying you, then you 

should contact his/her immediate Line Manager. 

You should also keep a written record detailing the incidents of harassment/bullying behaviour and any requests 

made to the perpetrator to stop.  This written record should be made as soon as possible after the events giving rise 

to concern and should include dates, times, places, witness name/s and the circumstances of what happened. 

Shine Bright has a formal procedure for dealing with Harassment & Workplace Bullying, it is outlined in our 

Workplace Bullying Policy and Procedure. 

Weekly Relief Availability Text Message 
All relief staff will receive a weekly text message with a survey link to update their relief 

availability for the upcoming week. We encourage everyone to reply. Staff who respond will 

be prioritised for relief work. 

Policies 
Policies are reviewed regularly by Shine Bright Staff, Early Years Advisors, and where relevant parents.  

Up-dated policies are listed in red on the website for 6 weeks to allow for the Nominated Supervisor to share them 

with all staff.  Parents are notified via the centre’s usual communication pathways. 

All policies are readily available to staff and families via the Shine Bright website. 

Social Media Policy 
This policy provides guidelines to establish a standard of behaviour within social media forums for all individuals 

involved in the programs and activities of Shine Bright, including all employees, families, and volunteers. It ensures 

that all interactions, including social media, across Shine Bright services are respectful, honest, courteous, sensitive, 

tactful, and considerate. 

Currency of Certificates 
It is the responsibility of all permanent employees who work directly with children to complete and regularly update 

training. Maintaining the currency of your VIT, WWCC, Police Check (Long Day Care staff not working in the sessional 

kindergarten program), First Aid, CPR, Anaphylaxis and Asthma is a condition of your employment.  All teachers must 

maintain their VIT registration in September and all Certificate 3 and Diploma educators must ensure their WWCC 

are updated every 5 years.  

It is not a requirement for your employer to pay for First Aid, Anaphylaxis and Asthma training and updates; 

however, Shine Bright Central Office offer a training day in each region. This will occur in January each year, for 

kindergarten staff the working day immediately prior to the first day of term one and for Long Day Care staff, at a 

time arranged by the Hub Manager. The course will be paid for by Shine Bright. The training will be provided under a 

Continuous Learning schedule where a third of the HLTAID004 modules, including CPR, are covered every 12 months 

to ensure that the full HLTAID004 is covered every 3 years. Staff who do not to attend this First Aid training day, for 

any reason, will need to make their own arrangements at their own expense. 

For further information regarding the procedure followed by Shine Bright to ensure currency of First Aid training, VIT 

registration and WWCC cards please see ‘Procedure to Ensure Currency of Certificates’ on the Shine Bright website 

under staff/policies and procedures.  
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Staff are also required to annually complete the training listed in required docs each term. 

Certificates/acknowledgement showing successful completion of these modules are to be kept in your staff record at 

the service as per required documentation.  

Health and Safety  

Staff Wellbeing – proactive, reflective, restorative 
Shine Bright EYM provides proactive wellbeing support (PWS). We may initiate contact with a staff member if the 

Early Years Team or HR team are concerned about a person’s wellbeing. Rather than leaving the onus on the staff 

member to contact us or EAP, an email will be sent with a 

suggested time to meet. 

The rationale for this process is based on the premise that often 

when we are stressed, we may have limited capacity to initiate 

contact.  Based on feedback and reflection with Advisors and 

Educators, this approach ensures we are active in supporting in a 

range of challenging situations. This approach will assist Educators 

to feel supported and ensure we have practices in place to 

demonstrate the value of staff wellbeing as an organization and 

employer of choice.  

Reflective practice occurs at a service level - this is generally provided through SRF. 

Restorative meetings can be planned where there has been conflict or misunderstandings in teams. This process is 

supported by Advisors and the Allied Health team to support the repair of relationships through facilitating a safe 

space to speak and listen.  

Please contact your Advisor if you would like to access any of this internal organizational wellbeing support.  

Employee Assistance Program (EAP) 
Each region has a designated Employee Assistance Program which has been set up to assist all staff. Staff are entitled 

to up to 3x 1-hour sessions per incident. Please contact the below services to make an appointment. 

EAP Contacts 

Bendigo Region 

The Anna Centre 

117 Queen Street, Bendigo 

P: 5442 5066 

Charlton – telephone/ online appointments available 

The Anna Centre 

117 Queen Street, Bendigo 

P: 5442 5066 

Campaspe – telephone/ online appointments available 

The Anna Centre 

117 Queen Street, Bendigo 

P: 5442 5066 

 

Swan Hill 

Swan Hill District Health Counselling  

13 Pritchard Street, Swan Hill 

P: 5032 9755 

Mildura – telephone/ online appointments available 

The Anna Centre 

117 Queen Street, Bendigo 

P: 5442 5066 
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OH&S 
Shine Bright recognises and accepts its responsibility as an employer to maintain, so far as is reasonably practicable, 

the safety and health of its employees, and of other persons who may be affected by its’ activities.  

It is your duty, as an employee not to put at risk, either yourself or others by your acts or omissions. You should also 

ensure that you are familiar with Shine Bright OH&S Policy and Procedure.  Should you feel concern over any health 

and safety aspects of your work, this should immediately be brought to the attention of the NS who will inform 

People and Culture Manager Karl Dadds.  

Additionally, each service must complete the Shine Bright Workplace Safety Checklist daily, weekly and each term.  

Register of Injuries/Illness/Near Miss Hazard 
It is the responsibility of each individual employee to report and record any incident or accident involving personal 

injury, or near miss, in the Register of Injuries, Illness Near Miss Hazard folder at the service. Please speak with your 

NS to learn the location of this folder. 

Staff should follow the ‘Injuries at work procedure’ which outlines the steps taken after an injury or incident occurs. 

A copy of this procedure can be viewed on the Shine Bright website under staff login. 

The WorkSafe ‘If you are injured at Work’ poster must be displayed at every service.  Please contact the People and 

Culture Manager Karl Dadds if you require a copy. 

After Hours Safety 
In the situation where you are at the service late in the day, please take 

the opportunity to bring your car closer to the entrance while it is still 

daylight and carry a mobile phone with you. While indoors while the 

service is closed keep the doors locked so that you are not surprised by 

unplanned visitors. Any parents visiting after hours should be pre-

arranged but unplanned visitors can knock to gain access at your 

discretion. 

If returning to the service after hours, please be aware of anyone around the building or grounds as you enter. If you 

have concerns call the police on 000. Sensor lights should be at the entry to the services. Sensor lights are also 

precautionary to assist with avoidance of trip hazards or anything that may have moved or been placed on paths. 

Please put in a purchase order if you do not have these at your service. Please contact the People and Culture 

Manager if you have any concerns about your safety.  

Staff should not be on the services premises before 7am or after 6pm if these are not your scheduled hours. 

Long Day Care staff who work early and late hours should enter and exit the building in pairs and see each other 

safely to their cars. Educators rostered to work until close should park in the service car park. 

Smoking 
By law, smoking is banned in Victoria within the grounds of, and within four metres of an entrance to, all early 

learning centres, kindergartens, and schools.  

Tobacco, Alcohol, and other Drugs 
Shine Bright supports staff by providing information to educators about the health benefits of not smoking or taking 

drugs, and responsible alcohol consumption. See the following links for support resources and information. 
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 Alcohol and Drug Foundation: https://adf.org.au  

 Cancer Council Victoria: https://www.cancervic.org.au  

 Quit Victoria: https://www.quit.org.au  

 Raising Children Network: https://raisingchildren.net.au  

 Tobacco in Australia: https://www.tobaccoinaustralia.org.au    

Further Information: 

 https://www.health.gov.au/health-topics/smoking-and-tobacco/how-to-quit-smoking    

 https://www.lifeline.org.au/media/nfsf5qfg/rev1_ll-2pp-fact-sheet_substance-misuse.pdf   

 https://www.cancercouncil.com.au/cancer-prevention/smoking/quitting-smoking/    

 https://www.helpguide.org/articles/addictions/alcoholism-and-alcohol-abuse.htm  

Safety of Personal Belongings 
All employees are responsible for ensuring the safe storage of their personal belongings. 

Notification of Emergency Absence  
Staff should notify Central Office if they will not be available for work as early as possible by calling the emergency 

relief phone number 03 4439 9499. The relief phone is monitored 7.00am-3.00pm Monday to Friday and 6.30pm-

8.30pm Sunday to Thursday during term times. In the school holidays 

changes may be made to these arrangements for Long Day Care staff. 

These will be communicated to you through the usual channels.  

Please call as soon as possible as this gives more time for filling the 

position.  If you call outside of the monitored times, please leave a 

detailed voice message and you will be notified when relief has been 

arranged for you.  If you do not receive notification, please call back 

during the above times.  Do not send a text message to notify absence.  

Relief / Casual Employees  
Shine Bright establish and maintain a pool of suitably qualified and vetted relief/casual teachers and staff.  Shine 

Bright believes strongly in the value of continuity of staff at our services, and, wherever possible, Shine Bright will try 

to appoint the same relief staff to fill relief vacancies at each service.  

On appointment to a service, an email will be sent to the reliever and the service, outlining details of the relief, 

including the name of the permanent staff being replaced, the relievers name, role and staff record, the service’s 

Guidelines for Emergency Staff and the required relief date and time. All relief staff are required to carry their staff 

record folder, name badge, and display their Introduction Sheet on entry at the service. 

The first time a relief staff member visits a service, they are required to complete stage 4 of the induction process. 

This is to be kept in the relief educator’s staff file at the service. 

As part of Shine Bright’s continual improvement processes, permanent staff working with a reliever are asked to 

provide feedback by completing the Relief Educator Feedback Form and where possible provide this feedback to the 

reliever on the day. This information is used to ascertain how best to support and grow the skills and experience of 

our relief staff team.  We have a feedback form for relief staff to provide us with information about their experience 

at the services which will also be used as part of our continuous improvement processes. Both forms can be found 

on the Shine Bright website under Staff Forms. 

https://adf.org.au/
https://www.cancervic.org.au/
https://www.quit.org.au/
https://raisingchildren.net.au/
https://www.tobaccoinaustralia.org.au/
https://www.health.gov.au/health-topics/smoking-and-tobacco/how-to-quit-smoking
https://www.lifeline.org.au/media/nfsf5qfg/rev1_ll-2pp-fact-sheet_substance-misuse.pdf
https://www.cancercouncil.com.au/cancer-prevention/smoking/quitting-smoking/
https://www.helpguide.org/articles/addictions/alcoholism-and-alcohol-abuse.htm
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Finance and Business Operations 
 Finance and Business Operations Manager – Chris Cope 

 Team – Rachel Ross, Soala Abam, Amy McCoomb, Kylie Eddy, Sharyn Lucas 

Communication with Cleaners 
All services are to have a cleaner’s communication book. This book is to be kept in the kitchen at the kindergartens 

or the front desk at Long Day Care. If you have any concerns about the standard of your cleaning or any other 

concerns regarding the cleaning, please use the communication book to communicate this to the cleaners. If you or 

the cleaners write in it, please leave it open on the bench and initial once read. If this does not resolve your issues 

and you are located at Maiden Gully Early Years Hub, please contact the Hub Manager who will contact Chris Cope 

Finance and Business Operations Manager at Central Office, or contact Chris Cope directly if located at another 

service.  

Please be respectful, don’t forget to inform the cleaners well in advance (at least a week) about any 

functions/meetings that you may be having at the service outside of normal hours.  

Kindergarten Budget 
Before a purchase is made for a service using funds from the 

service budget, a Purchase Order must be signed off by the 

Nominated Supervisor or delegate and submitted through the 

MYOB accounting system. Once this Purchase Order is 

approved, the Finance team will place the order for you. 

Purchase Orders can only be raised for suppliers on Shine 

Bright's Approved Supplier List, please contact the Finance 

Department at Central Office if you would like to have a supplier 

added to this list. 

The only exception to the need for a Purchase Order are for 

certain purchases where a standing order applies, for example, purchase of stationery from approved suppliers and 

purchases from local supermarkets where we have an account. Nominated Supervisors need to give prior approval 

before any purchases are made. 

New Nominated Supervisors will be contacted by the Finance and Business Operations Manager Chris Cope for 

training regarding purchase orders. 

Petty Cash/Request for Expense Reimbursement Form 
Purchases can be made using Petty Cash held at the service. This should only be for small amounts (i.e. less than 

$75). Services must ensure all receipts are collected for petty cash purchases and that petty cash reconciliations are 

submitted to the Finance department at least once per term. 

Please see your Nominated Supervisor (NS) for permission of purchasing items through petty cash. For 

reimbursement from petty cash a tax receipt must be provided to your Nominated Supervisor to reimburse you.  

There is a $500 Petty Cash float available at each service to reimburse staff for occasional purchases where the 

purchase orders are, for example. 

 At a discount bargain store where a Purchase Order will NOT be accepted. 

 At all stores that require payment upfront. 

 At supermarkets & chemists (unless an account has been organised) 
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Please Note:  It is Shine Bright’s preference to not use petty cash to pay suppliers that we have on the Approved 

Supplier List – the purchase order system is the correct process for these purchases.  

There is a “Request for Expense Reimbursement” form on the Shine Bright website. This is to be used only in 

exceptional circumstances, as petty cash is the primary source for reimbursement. (The reimbursement form may be 

used for Workcover medical expenses and other ad hoc reimbursements required which cannot be reimbursed 

through petty cash)  

Incoming Cash of Any Type i.e. fundraising, photos, excursion etc.  
Staff are not to handle any money at the service. Parents should place funds in a locked box; two PAG members are 

to open the locked box and count & receipt funds.  

Staff are not to do any banking or write or sign cheques. 

Fundraising Purchases  
Services wishing to spend their fundraising money are strongly 

encouraged to go through the Shine Bright Purchase Order System to 

save on the cost of GST for purchases over $1000.  When submitting 

your Order Request the Nominated Supervisor (NS) must state that 

you will be using fundraising money to pay for the purchase and 

provide evidence that your Parent Advisory Group (PAG) has 

approved payment for the purchase i.e. signed minutes from the 

PAG. The PAG, President, Secretary or Treasurer must also sign the 

Purchaser Order along with the NS. These purchases should be 

reflected in your services, ‘Operational Capital Plan’ and require 

approval from Shine Bright Central Office. 

Salary Arrangements - Holidays 
Your salary will be paid fortnightly in arrears on Wednesdays by direct credit transfer to your designated bank 

account if you bank with the Bendigo Bank, or Thursdays for all other banks. When a public holiday falls on the pay 

week e.g. Monday, the payment of wages will be paid on the ordinary working day following the normal pay day.  

Hence instead Wednesday, it will be delayed by one day and paid on Thursday. 

Your pay level will be outlined in your Contract of Employment/Variation.  

Timesheets 
All staff are required to submit a time sheet for any changes (e.g. 

sick, professional development, relief) to their normal rostered hours 

of work via ADP payroll system by 6.00pm Sunday evening at the 

latest following the end of the pay period.   

Payslips are only available via your ADP payroll portal.  

If any queries arise with regard to pay, speak to the Finance and 

Business Operations Manager Chris Cope immediately so that 

appropriate action can be taken. Unless agreed otherwise, any pay 

errors, will be rectified in the next salary payment. 
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Salary Sacrifice  
Shine Bright offers a salary sacrifice option for superannuation. This is a before tax contribution to your super 

account. This is the only benefit provided via a salary packaging arrangement. Please contact the Finance and 

Business Operations Manager Chris Cope at Central Office for further details.  

Supervising University Students on Practical Placement 
Shine Bright values the opportunity for its experienced teachers to share their professional expertise by acting as a 

supervisor for university students undertaking practical placement at Shine Bright services. If you are contacted by a 

university or training organisation with a request to take a student, please instruct them to contact the HR team to 

seek prior approval and have appropriate paperwork completed. Where there is agreement between the staff 

member and Shine Bright to take a student on placement, any monies paid by the institution, if paid to the 

employer, will be forwarded in full (less GST) to the teacher/room leader without unnecessary delay, in the next 

payroll.  VECTEA 2020. 

Superannuation  
Shine Bright will make superannuation contributions for each eligible employee in the amount consistent with the 

Superannuation Guarantee Charge Act (1992).  Employees can nominate a superannuation fund which they want 

their contributions to be paid into otherwise contribution will be paid on behalf of the employee into Shine Bright’s 

default superannuation fund, HESTA. 

Tech Queries and Concerns 
Please contact Bendigo Telco on 1300 228 123 for queries/ concerns regarding the below: 

 IT  

 Email  

 Desktops/ Computers/ Laptops  

 Internet  

Please contact Shine Bright Reception on 03 5443 1229 for queries/ concerns regarding the below: 

 Mobile phones 

 Landline phones 
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Reception  
 Sharyn Lucas – 03 5443 1229 

Report Maintenance 
From time to time maintenance will need to be addressed at the 

service e.g. leaking toilets and leaking roofs etc. Urgent items, 

for example, gates not properly closing need to be reported by 

phone to Sharyn Lucas at Shine Bright Central Office 

immediately for urgent attention. For other less urgent 

maintenance, please complete and submit a ‘maintenance 

request’ form to Sharyn Lucas sharyn.lucas@shinebright.org.au 

Maiden Gully Hub staff, please report through the Hub 

Reception. Maintenance should be completed within a couple of 

days however, if it has not been completed, please call Shine 

Bright Central Office to follow up. Maintenance Request forms can be found under staff forms on the Shine Bright 

website. 

Kindergarten staff, please be aware that term breaks are sometimes the only time when major works and upgrades 

can occur, also cleaning and other cyclical jobs occur during this time.  Due to this please do not assume that you will 

have access to the kindergarten during term breaks.  

LMPA Enrolments  
 Kylie Eddy – 03 5443 1229 

Currency of Child Records 
Each time a change occurs to a child’s Enrolment Record e.g. withdrawal, the family needs to contact their Central 

Enrolment Office or Long Day Care as a matter of urgency. If change of number/address, phone details, change of 

authorised persons etc. This information needs to be emailed to Jordan (Relief) relief@shinebright.org.au , and Kylie 

enrolments@lmpa.orf.au (LMPA enrolments).  

mailto:sharyn.lucas@shinebright.org.au
mailto:relief@shinebright.org.au
mailto:enrolments@lmpa.orf.au


 

40 
 

Central Office Contact Details 
Name Role Days/Hours Contact Number/s Email 

Richie Evans CEO Mon–Fri 9.00am-5.00pm 5454 3521 0429 359 219 ceo@shinebright.org.au 

Human Resources & Relief 

Karl Dadds 2IC/People & Culture Manager Mon–Fri 9.00am-5.00pm 5454 3522 0491 258 184 karl.dadds@shinebright.org.au 

Brittany White 
HR Coordinator – Bendigo/ 
Mildura/ Charlton 

Mon–Fri 7.00am-3.00pm 5454 3545 0418 135 471 brittany.white@shinebright.org.au 

Jordan Miller 
HR Coordinator – Campaspe/ 
Swan Hill 

Mon–Fri 7.00am-3.00pm 5454 3536 0427 278 399 
jordan.miller@shinebright.org.au 
relief@shinebright.org.au  

Anne Archer HR Officer  Mon- Fri 7.00am-3.00pm 03 4439 9499 Anne.archer@shinebright.org.au  

Elly Uren HR Assistant (Relief) Fri 7.00am-3.00pm 0427 278 400 
elly.uren@shinebright.org.au  
relief@shinebright.org.au  

Kate Pentreath Marketing/HR Support Mon–Fri 9.00am-3.00pm 5454 3543 kate@shinebright.org.au  

Relief Relief 
Mon – Fri 7.00am-3.00pm 
Sun–Thurs 6.30pm-8.30pm 

03 4439 9499 relief@shinebright.org.au 

Early Years 

Belinda Schultz Early Years Manager Mon–Fri 9.00am-5.00pm 5454 3541 0427 780 940 belinda.schultz@shinebright.org.au  

Crystal Warne 
Early Years Advisor – Bendigo/ 
Campaspe 

Mon–Fri 9.00am-5.00pm 5454 3546 0447 920 583 crystal.warne@shinebright.org.au  

Sophie Hay Early Years Advisor – Bendigo 
Mon– Thurs 7.00am-
3.00pm 

5454 3534 0439 924 516 sophie.hay@shinebright.org.au  

Alex White Early Years Advisor – Campaspe Mon–Fri 8.30am-4.30pm 0438 745 756 alexandra.white@shinebright.org.au 

Kayla Enever Early Years Advisor – Swan Hill  Mon-Wed 9.00am-5.00pm 5454 3512  0447 307 052 kayla.enever@shinebright.org.au 

Kate Andrews Early Years Advisor – Mildura 
Mon/Tues, Thurs/Fri  
9.00am-5.00pm 

0436 526 320 kate.andrews@shinebright.org.au  

Belinda Quinn 
Early Years Advisor – Charlton/ 
Bendigo 

Mon-Fri 9.00am-5.00pm 0417 808 994 belinda.quinn@shinebright.org.au 

Allied Health 

Amelia Johnson 
SRF Social Worker/Art 
Therapist Reflective Practice 

Mon–Thurs 8.30am-
4.30pm 

0419 251 027 amelia.johnson@shinebright.org.au 

Rachel Ross SRF Coordinator Mon–Fri 9.00am-4.50pm 5454 3533 rachel.ross@shinebright.org.au  

Supported Playgroup 

Wendy Irving 
Supported Playgroup 
Coordinator 

Mon-Wed 9.00-4.00pm &  
Thurs 9.00am-1.00pm 

0447 576 278 wendy.irving@shinebright.org.au  

Elly Uren Playgroup Facilitator 
Mon–Thurs 8.00am-
4.00pm 

0448 831 406 elly.uren@shinebright.org.au  

Lauren Brown Playgroup Facilitator Mon-Thurs 9.00-3.00pm 0439 545 392 lauren.brown@shinebright.org.au 

Finance 

TBC 
Finance & Business Operations 
Manager 

Mon–Fri 9.00am-5.00pm 5454 3531 0417 385 603  @shinebright.org.au 

Rachel Ross Senior Finance Officer Mon–Fri 9.00am-4.50pm 5454 3533 
arofficer@shinebright.org.au 
rachel.ross@shinebright.org.au  

Amy McCoomb 
Accounts Payable, Purchasing & 
Receivable 

Mon/Tues & Thurs  
8.30-4.30pm 

5454 3551 
amy.mccoomb@shinebright.org.au 
admin@shinebright.org.au 

Soala Abam Assistant Accountant Mon–Fri 9.00am-5.00pm 5454 3535 soala.abam@shinebright.org.au 

Reception 

Sharyn Lucas 
Reception  
General Maintenance  

Mon–Fri 9.00am-3.00pm 5443 1229 
reception@shinebright.org.au 
genmaintlogs@shinebright.org.au 
sharyn.lucas@shinebright.org.au 

LMPA Enrolments 

Kylie Eddy Enrolments Officer Mon–Fri 9.00am-5.00pm 5454 3502 
enrolments@lmpa.org.au 
kylie.eddy@shinebright.org.au  

mailto:ceo@shinebright.org.au
mailto:jordan.miller@shinebright.org.au
mailto:relief@shinebright.org.au
mailto:Anne.archer@shinebright.org.au
mailto:elly.uren@shinebright.org.au
mailto:relief@shinebright.org.au
mailto:kate@shinebright.org.au
mailto:relief@shinebright.org.au
mailto:belinda.schultz@shinebright.org.au
mailto:crystal.warne@shinebright.org.au
mailto:sophie.hay@shinebright.org.au
mailto:kayla.enever@shinebright.org.au
mailto:kate.andrews@shinebright.org.au
mailto:belinda.quinn@shinebright.org.au
mailto:rachel.ross@shinebright.org.au
mailto:wendy.irving@shinebright.org.au
mailto:elly.uren@shinebright.org.au
mailto:chris.cope@shinebright.org.au
mailto:arofficer@shinebright.org.au
mailto:rachel.ross@shinebright.org.au
mailto:amy.mccoomb@shinebright.org.au
mailto:admin@shinebright.org.au
mailto:reception@shinebright.org.au
mailto:genmaintlogs@shinebright.org.au
mailto:sharyn.lucas@shinebright.org.au
mailto:enrolments@lmpa.org.au
mailto:kylie.eddy@shinebright.org.au
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Service Contact Details 
Bendigo Services 

Axedale Kindergarten 

Nominated Supervisor: Pieta Pritchard 

Educational Leader: Jessica Beckingsale 

96 McIvor Highway, Axedale 

p: 03 5439 7549 m: 0419 982 105 

 

Elmore Kindergarten 

Nominated Supervisor: Sandra Houlahan 

Educational Leader: Sandra  

65 Hervey Street, Elmore 

p: 03 5432 6341 m: 0437 963 713 

Epsom Kindergarten 

Nominated Supervisor: Allison McLeod 

Educational Leader: Allison McLeod 

46 Myrtle Road, Epsom 

p: 03 5448 4037 m: 0459 223 473 

 

Flora Hill Kindergarten 

Nominated Supervisor: Amelia Ruff 

Educational Leader: Amelia Ruff 

23 Somerville Street, Flora Hill 

p: 03 5443 3861 m: 0409 942 024 

Heathcote Kindergarten 

Nominated Supervisor: Carly Cardner 

Educational Leader: Carly Gardner 

27 Camp Street, Heathcote 

p: 03 5433 2068 m: 0419 994 981 

 

Helm Street Kindergarten 

Nominated Supervisor: Glenys Brereton 

Educational Leader: Beckie Parkinson 

13 Helm Street, Kangaroo flat 

p: 03 5447 0185 m: 0428 020 722 

Huntly Kindergarten 

Nominated Supervisor: Holly Guerra 

Educational Leader: Ali Bullen 

21 Stephenson Street, Huntly 

p: 03 5448 8687 m:  0458 488 687 

 

Kangaroo Flat Kindergarten 

Nominated Supervisor: Jayne Wallace 

Educational Leader: Jayne Wallace 

1 Carpenter Street, Kangaroo Flat 

p: 03 5447 7675 m: 0409 463 449 

Kennington Kindergarten 

Nominated Supervisor: Amanda Abley 

Educational Leader: Amanda Abley 

17 Crook Street, Kennington 

p: 03 5443 7282 m: 0447 003 473 

 

Maiden Gully Hub 

Nominated Supervisor: Belinda Quinn 

Educational Leader: Belinda Quinn 

9/15 Westbury Boulevard, Maiden Gully 

p: 03 4416 1099 

Marong Kindergarten 

Nominated Supervisor: Georgina Goddard 

Educational Leader: Georgina Goddard 

10 Leslie Street, Marong 

p: 03 5435 2394 m: 0488 352 398 

 

Neale Street Kindergarten 

Nominated Supervisor: Claire Stewart 

Educational Leader: Claire Stewart 

7 Neale Street, Kennington 

p: 03 5443 7070 m: 0499 431 229 
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Neangar Kindergarten 

Nominated Supervisor: Vanessa Tehan 

Educational Leader: Vanessa Tehan 

25 Watson Avenue, California Gully 

p: 03 5446 9767 m: 0458 705 072 

 

 

 

Spring Gully Kindergarten 

Nominated Supervisor: Dayna McGregor 

Educational Leader: Dayna McGregor 

113 Spring Gully Road, Spring Gully 

p: 03 5443 5980 m: 0437 644 735 

 

Strathfieldsaye Kindergarten 

Nominated Supervisor: Kayla Hunt 

Educational Leader: Kayla Hunt 

10 Club Court, Strathfieldsaye  

p: 03 5439 5577    m: 0488 437 283 

 

White Hills Kindergarten 

Nominated Supervisor: Nicole Smith 

Educational Leader: Nicole Smith 

62 Raglan Street, White Hills  

p: 03 5448 4571    m: 0417 823 325 

Playgroup 

Coordinator: Jenny Prince 

Facilitators: Elly Uren and Lauren Brown 

53 Will Street, Bendigo 

p: 0447 576 278 

 

 

Campaspe Services 

Echuca Central Kindergarten 

Nominated Supervisor: Kirsty Holmes 

Educational Leader: Kirsty Holmes 

287 Anstruther Street, Echuca  

p: 03 5482 2284 m: 0400 575 550 

 

Echuca East Kindergarten 

Nominated Supervisor: Melinda Simmons 

Educational Leader: Melinda Simmons 

115 Stawell Street, Echuca  

p: 03 5482 2783   m: 0447 066 241 

Echuca South Community Kindergarten 

Nominated Supervisor: Lee Power 

Educational Leader: Jess Juffs 

232 High Street, Echuca  

p: 03 5482 1740     m: 0408 050 539 

 

Fenaughty Street Kindergarten 

Nominated Supervisor: Kerrie Bozzella 

Educational Leader: Kerrie Bozzella 

148 Fenaughty Street, Kyabram 

p: 5852 1631 m:  0456 151 609 

Girgarre Kindergarten 

Nominated Supervisor: Christina Dove 

Educational Leader: Christina Dove 

2 School Road, Girgarre 

p: 5854 6368 m: 0487 127 259 

 

Gunbower Kindergarten 

Nominated Supervisor: Cynthia McFarlane 

Educational Leader: Cynthia McFarlane 

1 Wilson Street, Gunbower 

p: 03 5487 1382   m: 0438 763 045 
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Lockington Kindergarten 

Nominated Supervisor: Tracey Norris 

Educational Leader: Tracey Norris 

8 Burns Street, Lockington  

p: 03 5486 2585   m:  0438 742 926 

 

 

 

Rochester Kindergarten 

Nominated Supervisor: Rhiannon Taylor 

Educational Leader: Rhiannon Taylor 

8-10 Fraser Street, Rochester  

m: 0438 744 275 

 

Stanhope Kindergarten 

Nominated Supervisor: David Bell 

Educational Leader: David Bell 

1 Godley Place, Stanhope 

p: 03 5857 2297     m: 0428 760 771 

 

Tongala Kindergarten 

Nominated Supervisor: Melissa D’Angelo-Noonan 

Educational Leader: Melissa D’Angelo-Noonan 

8 Nihill Street, Tongala 

p: 03 5859 0268    m: 0438 742 497 

 

Unwin Street Kindergarten 

Nominated Supervisor: Robyn Campbell 

Educational Leader: Robyn Campbell 

6 Unwin Street, Kyabram 

p: 5852 2148 m: 0477 993 971 

Kyabram P-12 Kindergarten 

Nominated Supervisor: Robyn Campbell 

Educational Leader: Robyn Campbell 

57A Fiscer Street, Kyabram 

p: 5443 1229 m:  0422 807 527 

 

 

Swan Hill Services 

Kunawaa Kindergarten 

Nominated Supervisor: Neenu Varghese 

Educational Leader:  Danielle Thompson TBC 

123 Gray Street, Swan Hill 

p: 03 5032 3600    m: 0448 644 232 

 

Nyah West Kindergarten 

Nominated Supervisor: Kathryn Foley 

Educational Leader: Kathryn Foley 

Lloyd Street, Nyah West 

p: 03 5030 2204 m: 0400 299 632 

Swan Hill North Kindergarten 

Nominated Supervisor: Sarah Hamlyn - Harris 

Educational Leader: Sarah Hamlyn - Harris 

64 Pye Street, Swan Hill 

p: 03 5032 2788   m: 0418 639 146 

 

Swan Hill South Kindergarten 

Nominated Supervisor: Jill Kelly 

Educational Leader: Jenny Nethercote 

5 Willick Street, Swan Hill 

p: 03 5032 4333   m: 0418 663 232 

Woorinen South Kindergarten 

Nominated Supervisor: Alison Boyd-Law  

Educational Leader:  Alison Boyd-Law  

11 McCalman Street, Woorinen South 

p: 03 5037 6741  m: 0409 556 974 

 

Shamrock Park Kindergarten 

Nominated Supervisor: Julie Murphy 

Educational Leader: Julie Murphy 

2 Murlong Street, Swan Hill  

p: 03 4019 2008   m: 0419 125 332 

 

 

 

 

 

 



 

44 
 

 

 

Pye Street Kindergarten 

Nominated Supervisor: Kelly Taylor  

Educational Leader:  Kelly Taylor  

64 Pye Street, Swan Hill 

p: 03 5032 2788 (Term 1 2024 only) 

p: 03 4040 3222 (Term 2-4 2024 only) 

 

 

 

wayipungitj (Previously KPSA) 

Patty Donaczy 

Tyali Kelly  

m: 0422 805 079 

 

Mildura Services  

Mildura South Kindergarten 

Nominated Supervisor: Jemma Lawn  

Educational Leader: Jemma Lawn  

13 Luke Road, Mildura 

p: 5023 1189 m: 0499 072 534 

 

Merbein Kindergarten 

Nominated Supervisor: Kim Williams 

Educational Leader: Kim Williams  

18 O’Bryan Street, Merbein 

p: 5025 2491 m: 0456 401 630 

St Margarets Kindergarten 

Nominated Supervisor: Tennille Gray 

Educational Leader: Tennille Gray  

174 Deakin Ave, Mildura 

p: 5023 1093 m: 0458 932092 

 

Irymple Kindergarten 

Nominated Supervisor: Connie Aldamiz  

Educational Leader: Connie Aldamiz 

Casuarina Cresent, Irymple 

p: 5024 5496    

Charlton Services 

Charlton 

Nominated Supervisor: Trudi VandeWetering 

Educational Leader: Trudi VandeWetering 

1 Armstrong Street, Charlton 

m: 0422 808 015 
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Confirmation of Receipt of the Shine Bright EYM Employee Handbook 
 

I _______________________________________ confirm that I have read the 2024 Shine Bright  

                                        (Employee Name) 

Employee Handbook and that I have understood the contents.  

 

I also confirm that I have sought clarification from my Shine Bright Early Years Advisor on any points outlined in the 

Handbook which were not clear to me. 

Signed: ___________________________________________________ 

Date: ____________________________________________________  

 

Please file this form duly completed and signed by the end of February each year in your staff record at the service. 

 

From time to time, updates may be made, these updates will be added to the online version of the handbook which can 

be found on the Shine Bright website under staff forms. 


