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Quick Reference 
Brightways Global Academy is an accredited academy of Brightways Learning, 

 a 501(c)(3) nonprofit educational organization. 
 

Main Office 
3700 S. Russell, Suite 114 

Missoula, MT 59801 — U.S.A 
Tel: 406.542.3334 | Fax: 406.542.2668 

www.BrightwaysGlobal.org | 
www.BrightwaysLearning.org 

Superintendent: Rod Svee 

Director of Student & Business Services: Jennifer 

Lutey 

Principal & Lead Teacher: Terri Beede 

 

Frequently Asked Questions (FAQ) 
 
What do I send to my Brightways Contact Teacher? 
Parents develop and submit Individual Learning Plans (ILPs), Progress Reports, and work samples 
through the Brightways online system. Use the Dashboard tools to update your contact information, as 
needed. Use the primary email you provided to Brightways Global for ongoing communication. 
 
What do I submit to the Main Office? 
Enrollment information for student and family; tuition payment agreements; transcript and records 
requests and previous schooling records. The Main Office may also occasionally request other material.  
 
How do I login to the Brightways online system? 
After setting up your Brightways Global Academy account, go to: www.global.brightwayslearning.org. 
We suggest you bookmark the login page. 
 
How do I contact Tech Support? 
For Internet problems, please contact your Internet Service Provider. 
 
For problems with the Brightways Learning or Global Academy website, use one of the following 
methods: 

 When logged in:  
o Click the Resources tab to use the Comments feature to send feedback or help requests. 
o Use the Help link (? icon at top-right corner of any page) to find your help topic's page 

 By email: support@brightwayslearning.org | By phone: 406.542.3334  
 
How can I keep up with what’s happening in Brightways Global Academy? 
Check your email regularly – at least once every week. 
 
Does my family qualify for curriculum reimbursements? 
Review this Handbook's SPECIAL SECTION FOR GOVERNMENT FAMILIES for information about how 
you may qualify. 
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Key School Year Dates/Deadlines 
 

July 1 Fall Semester begins 

September 15 Individual Learning Plan (ILP) due; High School Planner due for all 9th graders and 
newly enrolled High School Students; For late enrollees, ILPs and High School 
Planners due 30 days after enrollment 

November 15 Deadline to remove a Fall semester High School course 

January 1 Spring  Semester begins 

January 31 Mid-year Progress Report (PR) due  

March Standardized testing 

March 15 Deadline to remove a Spring semester High School course 

May 15 Senior final grades due to Student Registrar 

May 31 Final Progress Report (PR) due 

 

Introduction to Brightways Global Academy 
 
Our Mission – Brightways Global Academy’s mission is to provide resources, opportunities, and proven 
educational methods to help students learn in their own most productive environment. Our objective is to 
build and foster a community of learners and educators who view education not as something that should be 
confined to the traditional four walls of a classroom, but rather as a free-flowing exchange of knowledge and 
ideas globally through technology. Our commitment is to student achievement and global competitiveness by 
doing whatever it takes. Brightways Learning brings a fresh approach of mutual trust among parents and 
schools by honoring and supporting parental choice in instructional materials and methodology based upon 
the needs of each and every individual child. 
 
Core Belief –Every student, no matter where they live and what their circumstance, deserve an opportunity to 
receive a high-quality education and a bright future.  We support and engage in a collaborative effort with our 
students, educators, parents and other stakeholders to ensure optimal learning and success in the student’s 
educational journey.  This team approach supports our school’s culture of individual success- from academic 
achievements to social and emotional well-being.    
 
Brightways Global Academy is an innovative distance education academy for home-educating families. The 
Brightways Learning team is truly committed to “out of the box” thinking in regard to education! Our model is 
one of partnership between each homeschooling parent and the Brightways Learning, certified Contact 
Teacher. Our goal is to work in partnership with you, treating you with respect, and assisting you to provide an 
accredited, high quality education for your child at home.  Your role as the homeschooling parent requires 
dedication and commitment.  Please remember that your Contact Teacher and our Brightways Learning staff 
members are ready and waiting to provide you with teaching support, advice, and a helping hand.   
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Certified Contact Teachers – Each family is assigned a Certified  Contact Teacher (Contact Teacher), who 
works with the teaching parent to help develop and modify Individual Learning Plans (ILPs), Progress Reports 
(PRs), and High School planning (as applicable). Brightways Global Academy is centered on Common Core and 
National Educational Standards (Content & Curriculum Standards). The Contact Teacher explains Curriculum 
Standards to the parents, and assists parents in developing ILPs based on educational objectives, standards, 
and other critical content. 
 
Feedback – Feedback from parents on all aspects of our program is valued and appreciated. Any comments 
regarding curriculum, Contact Teachers, office staff and administrators can be directed to us in a number of 
ways.  We encourage program participants to phone, fax, postal mail, or email their Contact Teachers or our 
program administration with any concerns or comments, both positive and negative. We encourage you to 
use the Comments form (linked from the Brightways online system's Resources page) at any time.  Parents will 
also be surveyed for program satisfaction regularly, and at least once every two years. 

 

Student Expectations 
Brightways Global Academy expects all our students to have the necessary skills to: 
• Acquire information 
• Analyze information 
• Apply information 
• Think creatively 
• Solve problems 
• Develop the necessary assets to become resilient  
• Graduate from high school with a valid diploma  
• Shape worthwhile and satisfying lives  
• Exemplify the best of society’s values 
• Improve the character and quality of the world around them 
 

Parent Responsibilities 
 

Parents whose children are enrolled in Brightways Global Academy are required to: 

 Serve as your student’s primary instructor (Teaching Parent) 
 Immediately notify Brightways Global Academy of any changes in contact information 
 Check your email (the address you provide to Brightways Global Academy) at least twice every week 
 Maintain communication with your Contact Teacher 
 Participate in the annual TerraNova, Stanford10, or other approved standardized test 
 Work closely with your Certified Contact Teacher (Contact Teacher) to choose curricular materials, 

develop the Individual Learning Plan (ILP), make any ILP changes & submit Progress Reports (PRs) 
 
1. Primary Responsibility for Child’s Education – Enrolled students may participate in guided instruction in 
specialized areas, approved tutoring in subject areas and dual enrollment in public or private schools. 
However, it is imperative for your Contact Teacher to review and approve the teaching parent’s plan.  Further, 
the Teaching Parent must document this information in the student’s ILP in order to show who is primarily 
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responsible and accountable for the student’s instruction and assessments in each course if not the Teaching 
Parent with Contact Teacher approval.   
 
2. Notification of Changes – Notify the Main Office of any changes in contact information (address, email, 
phone number, etc.) and changes in enrollment.  Consult with your Contact Teacher regarding any changes in 
a student’s ILP. 
 
3. Check Email and Website – Most of our communication takes place via email. Therefore, it is essential that 
you check your email (the address you provided to Brightways Global Academy) at least twice a week, 
preferably daily. Updates to our Resources are also posted on the website behind the secure login.  To ensure 
that you receive email from Brightways Learning staff, we suggest that you set your email preferences (such as 
Spam filter settings) to accept any email coming from a “@brightwayslearning.org” address. Check with your 
email provider about how to adjust these settings, as they can vary. 
 
4. Certified Teacher Communication – Your Certified Contact Teacher (Contact Teacher) will communicate 
with you on an as-needed basis. This can be as simple as a phone call or an exchange of emails. Teachers are 
required to document this contact. The contacts will concern educational issues relevant to your child. 
 
5. Standardized Testing – Brightways Global Academy students are required to take part in standardized 
testing for grades 3-11.  Brightways Learning will provide the tests and families are required to find a proctor, 
if applicable. Brightways Learning will accept test results conducted at verified, local Public/DoDEA Schools 
and Co-op Testing Groups. Refer to the Testing Requirements section of this handbook for more information.  
 
6. Individual Learning Plans and Progress – All student records are submitted electronically to your Contact 
Teacher. Your Contact Teacher approves them or will discuss with you any necessary changes in regards to the 
breadth and depth of curriculum choice or supporting documentation. Parents are encouraged to implement 
the imbedded educational standards into their student’s plan. If you have a high school student, maintain 
close contact with your Contact Teacher and complete a Four-Year Planner to ensure that graduation and 
additional reporting requirements are being met.   
 

Enrollment 
 
Enrollment Grade, Date & Age  

 A child may enroll in Kindergarten or in First Grade whose fifth (5th) or sixth (6th) birthday occurs on or 
before the thirty-first (31st) day of October of the school year for which the child enrolls.   

 

 Brightways Global Academy requires an official Birth Certificate for each child enrolled in Kindergarten 
or First Grade. 

  

 An eligible student can enroll in Brightways Global Academy at any time of the year.  
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Additional Benefits:  
Some of the additional benefits of being enrolled in Brightways Global Academy include:  
 

 Choice of Curricular Materials – Brightways Learning recognizes that many curricular materials address 
content standards and that parents’ involvement in the education of their children is key to the success 
of home-based learners.  

 

 Curriculum Materials – Brightways Learning can provide a convenient list of home-education friendly 
vendors. Parents are not required to use vendors on this list; it is purely a helpful tool. Choice in 
curriculum may include use of doctrinal materials for teaching.  Your Contact Teacher can assist you in 
aligning your educational materials with your children’s ILPs. 
 

 Internet & Email – You must provide your own access to the Internet and maintain a valid email 
account while your student is enrolled in Brightways Global Academy. Email is the primary mode of 
communication between the school and your family, and you must be able to check the academy login 
website regularly for updates and access to ILPs, Progress Reports, and other resources. 

 

 Technical Support 
o For computer problems, please call the Warranty or Technical Assistance Phone Number 

provided with your computer.  
o For Internet problems, please contact your Internet Service Provider.  
o For problems with the Brightways Learning or Global Academy website, use one of the 

following methods: 
o When logged in:  

 Click the Resources tab and use the Comments feature to send us feedback or 
help requests. 

 Use the Help link (? icon at top-right corner of any page) to look for the help 
page that addresses the topic you need 

o By email: support@brightwayslearning.org 
o By phone: 406.542.3334  

 

 Curriculum Standards – National education expectations (Curriculum Standards) by grade level and 
subject areas are provided, as available; they show what topics are typically covered in each grade for 
multiple subject areas. Parents use these standards to help plan their curriculum to best prepare their 
students for success at each grade level and gain a solid learning foundation. 
 

 Dual Enrollment – Brightways Global Academy encourages Dual Enrollment in K-12 public schools or 
private schools; students can also be dually enrolled in schools of Higher Education.  

 

 Graduation & Transcript – Graduating seniors will receive an official transcript, as well as an accredited 
diploma that can be submitted to another school, post-secondary program, or a place of employment. 
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 Educational Opportunity – Every student enrolled in Brightways Global Academy will be given equal 
educational opportunities regardless of race, color, creed, physical or mental handicap, sex, marital 
status, political beliefs, religion, parental status, age, or national origin.   

 
 

Tuition Information 

 
Family Payment Options and Schedules 
 
Families have the option to pay on a monthly, semi-annual or annual basis. Our three payment schedules are 
available on our BrightwaysGlobal.org website or can be sent to you by request.  
 
Payment methods: 
 

 Check – A family sends a check to the Main Office each month, every six months or once per year. If 
the family chooses to pay monthly, then the check must be received by the 15th of each month in order 
to keep the family’s account active. The family will receive a receipt from the Main Office as proof of 
payment. 

 

 Direct Debit – A family can have their tuition payment directly debited from their checking or savings 
account. The debits occur based on the payment schedule selected: monthly, semi-annually or 
annually.  The family will complete the direct debit form, attach a voided check, and select the 
schedule they would like to pay (monthly, semi-annually, or annually) and the payments will be directly 
debited from the authorized account.  If the account has insufficient funds when the direct debit is 
processed, then the family’s enrollment will become inactive status until further payment 
arrangements have been made.  The family will not receive receipts for these transactions from 
Brightways Learning; they must rely on bank statements as proof of payment. 

 

 Credit Card – A credit card payment option will be made available by accessing Brightways Learning’s 
secure online payment system.  An enrolled family will be able to input their credit card information 
for payment processing. The family will not receive receipts for these transactions from Brightways 
Learning; they must rely on credit card statements as proof of payment. 

 
If tuition payments are not received when due, then the family’s account and student enrollments will be 
inactivated. The family will not receive online services or resources, teacher support, records or transcripts 
until the account is brought current/paid in full. 
 
 
Refund Policy 
If a family decides to withdraw one or more students, then Student Services will notify Business Services 
immediately. If the family opted for auto-draft, it will be cancelled.  If a family has paid for tuition in advance 
and withdraws from the academy on or before the 5th of the current month, then the remaining months plus 
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the current month’s fee will be refunded. If the academy is notified of withdrawal after the 5th of the current 
month, then the pre-paid amount minus the current month’s fee will be refunded. 
 
(See Student Withdrawal Procedures section for more information) 
 
NOTE: If you qualify for government-sponsored reimbursement, please see SPECIAL SECTION FOR 
GOVERNMENT FAMILIES for additional information. 

 

 

Student Records & High School Procedures 

 
Individual Learning Plan (ILP) 
 

1. The ILP is designed to be a “roadmap,” an outline of what you plan to cover in each subject area for the 
year. The ILP is based on Curriculum Standards (i.e., Learning Goals) that the typical student should 
know at each grade level. Additional content may be added to illustrate how you round out the 
educational experience for each student. You may submit each course as it is completed to your 
Contact Teacher, or you may work with your Contact Teacher to complete the entire document for 
each student at one time.  
 

2. A completed ILP for each child is due by October 15th or 30 days following enrollment, whichever is 
later. When you submit a student's completed ILP through the Brightways online system, your Contact 
Teacher is automatically notified and will review it. Your status is set to good standing as long as all ILPs 
for your enrolled students are completed and submitted in their entirety by the due date and approved 
by the Contact Teacher.  
 

3. Include what objectives and additional content will be covered in each subject area and how progress 
will be assessed. 
 

4. Work closely with your Contact Teacher to align your educational plan with each student’s learning 
goals and educational materials, applicable assessments, the Curriculum Standards, and identified 
learning strengths and weaknesses. Curriculum Standards are imbedded at your child’s grade level in 
the core subjects and you may select additional standards above and below grade level to reflect areas 
of strength or areas of needed improvement.  Additional standards are linked for non-core subjects for 
ease in selecting course content. 
 

5. Curriculum Standards list what topics are typically covered for each grade in the core subjects and 
several non-core subjects. These standards assist parents in preparing their students for moving to the 
next educational level, by creating a well-rounded plan of study. 
 

6. Subject area listed should include core subjects, as well as additional courses and electives. Core 
subjects include Language Arts/English, Math, Science, and Social Studies. Additional subjects — such 
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as Physical Education, Health, Music, Art, Technology, Foreign Languages, and other Electives — may 
be added. Commonly used course titles are imbedded in the ILP tool or you may create a custom 
course to add a unique course title. 

 
7. Parents of high school students must schedule a planning session with their Contact Teacher at the 

beginning of the year. Record keeping is more detailed in high school, because other schools and/or 
colleges rely on us to provide validation for credits earned.  Your Contact Teacher will assist you in 
reviewing graduation requirements and verifying that your student is on track for a timely graduation.  
 

8. If a high school student wishes to take more than eight (8) credits during one school year, then those 
additional credits must be approved by your Contact Teacher in advance. 

 
Process for Grade Level Retention/Advancement:  
If a parent would like a grade level change for their student they need to do the following:  

1. Submit a letter requesting an official grade level retention or advancement to your Contact Teacher.   
2. The parent will also need to submit work samples and/or test scores from the student to show the 

need for a grade level change.  
3. Administration will review the request, work samples and standardized test scores to reach a 

decision. Other documentation may be requested as deemed necessary.  Students in grades K-3 are 
not normally approved for a grade level change, as these early grades show a great deal of fluctuation 
and standardized test scores are not usually available until after the student’s third grade year.  A 
decision will be made within 60 days after receiving the request. 

        
ILP Modifications  
 

1. The K-8 ILP can be edited at any time by editing it online throught the Brightways system and 
submitting to your Contact Teacher. 
 

2. For high school, it is necessary for ILP modifications to be completed by mid-semester. Fall courses and 
credits must be modified by November 15 and spring courses and credits must be modified by March 
31. 

 
3. ILPs may be modified to add or remove or change a course. If course content changes (for example, 

you decide to study Ancient Egypt instead of the American Revolution), or the semester plan changes 
with your high school students, then we need to know so that the credits will be recorded correctly 
and graduation progress is not interrupted. 
 

4. Your Contact Teacher will assist you in analyzing the Curriculum Standards and your curriculum to be 
sure each child’s needs are being met. They can also assist you in analyzing test results at your request.  
An ILP modification can reflect remediation in certain identified areas and subjects, or acceleration in 
identified areas or subjects. 
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Progress Reports (PRs) 
There are many ways to assess student progress in each course. Regardless of how you assess each 
assignment, unit, or other work, all enrolled students must use the following grading scale guidelines:  
 

 For grades K-3, you may choose to use subjective grades such as O/S/I 
(Outstanding/Satisfactory/Improvement Needed), P/F (Pass/Fail), or Letter grades. 

 

 For grades 4-8, you must use Letter grades for the core subjects, and you can choose to use subjective 
or percentage grades for the other subjects.  If you use a percentage to assign a letter grade, you 
should use a standard 10-point scale: 90-100% = A, 80-89% = B, 70-79% = C, 60-69% = D, 59% or below 
= F. If your letter grades reflect a different scale, please state such in your student’s ILP. 

 

 For high school, all subjects must receive Letter grades. The standard scale of 90-100% = A, 80-89 - B, 
70-79 = C, etc. is used. If your Letter grades reflect a different scale, please include that in your 
student’s ILP.   

 
Assigning Grades  
 

1. Grades are given for all courses listed on the ILP.  
 

2. Progress Reports are submitted electronically to your Contact Teacher for approval. 
 

3. Work Samples are optional and may be submitted electronically (if possible) or via postal mail. 
 

4. For high school students, separate documents may be necessary to support the grade and/or credit 
you award for a course. 
 

 Official transcripts must accompany any high school course taken from a separate, established 
educational institution.  
 

 Logs must accompany semester credits for courses that cover skill development, such as PE, 
Music, and Art. Students need to spend 90 hours to earn a ½ credit (one semester) — time can 
be spent practicing, performing, or attending clinics and other forms of developing skills. Logs 
should state the Date, Activity, and time spent at each session, totaled at the end of the logs.   
This may be in the form of a calendar, Excel spreadsheet, or notebook.  You may use the forms 
on the website or keep your own logs. 
 

 Failing to turn in logs or transcripts will keep the course grade at “Incomplete.”  Once the log is 
received the incomplete grade will be replaced with the appropriate letter grade.   
 

5. Progress Reports are due twice per year: 
 

 Mid-year PR due January 31 
 Final PR due May 31 
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 High School Seniors must have their final grades turned in by May 15 in order to have 
documentation in place for timely graduation. If a senior will not have final grades completed 
by May 15, please contact your Contact Teacher. 
 

6. High school courses taken from a different educational institution ("Instructor Graded") will need to be 
accompanied by an official transcript from that institution before Progress Reports can be approved. 
 

7. If a high school student does not complete a course by the end of the semester, then assign them an 
“Incomplete”. The student has until January 31 of the following school year to complete an Incomplete 
course. If courses are not completed and documentation received by the Contact Teacher by the 
deadline, then the course grade will automatically be assigned as an “F”. 
 

8. If a high school student receives an “F” on the transcript, then the “F” can only be removed if the 
student re-takes the course and achieves a better grade. It must be the same course (such as Biology or 
Algebra I) from the same institution. (This is because the Registrar must record the grade exactly as it 
appears on the transcript. The only way this grade can be altered is by re-taking the course from the 
same institution the grade was received from.) If the same course is taken from a different institution, 
that grade will also be listed on a transcript but will not replace the grade from the original institution. 

 
9. High school students may not get more than two semesters of credit for one level of a core course. For 

example, students can only earn two semesters of Algebra I, and then they must move on to another 
level of math. 

 

High School Graduation Requirements 

 
For students to be eligible to receive a Brightways Global Academy accredited diploma, they must meet the 
graduation requirements of at least one of our graduation tracks. Students must be enrolled for at least two 
semesters in the Brightways Global Academy to earn a diploma from the Brightways Global Academy.  All 
seniors must submit final grades and supporting documents to their Contact Teacher by May 15 of their 
graduation year to graduate at the end of the spring semester. 
 
The minimum amount of credits required for a Brightways Global Academy accredited diploma is 21. If a 
student plans to attend a college or university after high school, then we suggest the student complete the 
Distinguished Achievement Program, which provides a more complete college prep education. The DoDEA 
Graduation Requirements are listed for your convenience. Students of military families that may transfer into 
a DoDEA-funded school in the future, or plan to have their student obtain a DoDD’s diploma, will need to meet 
the 26 credit requirements. 
 
All students graduating must successfully complete one of the following Graduation Requirement tracks:  
 

Discipline 
Minimum Graduation 

Plan 
(21 credits) 

Distinguished Achievement 
Program 

(24 credits) 

DoDEA Graduation Requirements 
(26 credits) 
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English 4 credits 4 credits 4 credits 

Social Studies 3 credits to include: 

 1 in US History 

 ½ in US 
Government 

3 credits to include: 

 1 in US History 

 ½ in US Government 

3 credits to include: 

 1 in US History 

 1 in World Regions or World 
History 

 ½ in US Government 

Mathematics 2 credits to include: 

 Algebra I 

3 credits to include: 

 Algebra I 

 Geometry 

 Algebra II or higher 

3 credits to include: 

 Algebra I 

 Geometry 

 Algebra II or higher 

Science 
 

2 credits to include: 

 Biology 
(all science courses 
must contain a lab 
component) 

3 credits to include: 

 Biology 

 Chemistry 
(all science courses must 
contain a lab component) 

3 credits to include: 

 Biology 

 Chemistry or Physics 
(all science courses must contain a 
lab component) 

Foreign 
Language 

2 credits in the same 
foreign language 

2 credits in the same 
foreign language 
*many colleges now require 
3 credits in foreign language 

2 credits in the same foreign 
language 

Professional 
Technical Studies 

2 credits to include: 

 ½ in computer 
technology 

2 credits to include: 

 ½ in computer 
technology 

2 credits to include: 

 ½ in computer technology 

Physical 
Education 

½ credit 
(maximum 2 credits) 

1 credit 1½ credits 

Fine Arts 1 credit 
(must create aesthetic 
product) 

1 credit  
(must create aesthetic 
product) 

1 credit  
(must create aesthetic product) 

Health Education ½ credit ½ credit ½ credit 

Elective Courses 4 credits 4½ credits 6 credits 

TOTAL 21 CREDITS 24 CREDITS 26 CREDITS 

 
 
Transfer Students – Transfer students must still earn at least 21 credits in the required subject areas to 
graduate. However, if a student in the 12th grade transfers from another school, then they may, at the 
academy's discretion, be excused from credit requirements for specific subject areas. Each transfer transcript 
is reviewed by student records personnel at the time of enrollment. 
 
 
Other High School Information: 
 

Junior Year – The PSAT is typically taken in the fall of the student’s junior year. It is more than a practice test 
for the SAT; it is also the National Merit Scholarship Qualifying Test. Many colleges and universities award 
scholarships based on a students PSAT scores. The PSAT is given once a year. Information can be found at 
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www.collegeboard.com. The PSAT is usually administered in October by a local school. Online registration for 
the PSAT/NMSQT is NOT available. You must sign up for the test at a high school in your community. You will 
also need to check with them regarding test fees and the correct date, time, and location for the test. The 
registration deadline is typically about one month before the test date. 
 
 
Senior Year – SAT and/or ACT test. The first SAT and ACT tests are typically administered in October; 
registration deadline is approximately one month in advance of the test.  Again, you will need to check with 
the College Board for correct dates, times, locations, and exact fees.  A great deal of information, including 
practice questions, is available at the College Board website, www.collegeboard.com. 
 
Class Placement is determined by the number of credits completed: 
 

Freshman 0 to less than 6 credits 

Sophomore 6 to less than 12 credits 

Junior 12 to less than 19 credits 

Senior 19 credits or more 

 
Incomplete Courses 

If, after consulting with your Contact Teacher, you determine that your high school student must lower their 
course load, you must edit the student’s ILP in the Brightways online system to delete the course(s) from the 
ILP, which will also remove it from the Progress Reports. This must be done by November 15 for Fall Semester, 
or March 31 for Spring Semester.  
 
All students should complete lessons, courses, tests, and final exams or projects for each semester within the 
semester in which it was begun. If a student does not complete the course work within that semester, then an 
"Incomplete" should be reported on the Progress Report. The student has until January 31 of the following 
school year to complete an Incomplete course. If courses are not completed and documentation received by 
the Contact Teacher by the deadline, then the course grade will automatically be assigned as an “F”. 
 
Advanced Placement (AP) Credits 
A student may earn credit for an AP course only after their family formally requests the credit and receives 
approval from the Brightways Global Academy's Director of Student Services.  The course must come from an 
accredited institution approved by Brightways Global Academy. The Academy reserves the right to deny AP 
course credit or the award of higher GPA points for the AP course on the student’s transcript.  
 
Students in 7th or 8th Grade Seeking High School Credit  
Students in 7th and 8th grade do not typically receive high school credit for any course. However, they may 
receive high school credit for a high school math course, which is Algebra I or higher, or for a Foreign Language 
course that uses High School curriculum. 
 

http://www.collegeboard.com/
http://www.collegeboard.com/psat/student/html/date001.html
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If students wish to take a course for High School credit, first ask your Contact Teacher to create access to the 
high school course for adding to the ILP form. Once created, you can edit the course and Select Standards. 
When finished, submit the completed course to your Contact Teacher's final approval.  
 

Curricular Choices 
 
Parents are encouraged to choose from various sources to find whatever works best for your child. Contact 
Teachers can assist families in finding curriculum and resources that will match each student’s learning style 
and needs. Choices generally fall into one of the five categories outlined below.  
 

1. Standard, Pre-Designed “Boxed” Courses 
 They are convenient 
 They are student-tested 
 They provide structure, a big help to busy homeschooling parents! 

 
2. Other Educational Institutions or Correspondence Courses 

 Instructor graded – grades provided by independent instructor 
 Transcript is provided by other institution 
 Transcript must be submitted the Student Records Office to support the Progress Report 

 
3. Parent-Designed Course 

 Opportunity to take advantage of parental expertise in a particular subject 
 Typically pull material from a variety of sources 
 Goals, standards and assessment methods must be clearly defined before the course begins  

 
4. Lessons 

 Non-core subjects, usually in areas that require special expertise (such as PE, Art, Music, Foreign 
Language) 

 Parent evaluated, with consideration of instructor recommendations 
 Credits based on an accumulation of hours 
 Logs required to support the Progress Report 

 
5. College courses for high school students 

 Helps students go beyond parental expertise in rigorous subject areas  
 Semester to semester correlation between credit amounts  

o 3-4 University credits = 1/2 high school credit (1 semester). 
o 5 University credits = 1 high school credit (2 semesters) 

 Students may only take 100 level or above (courses must be college level, not remedial) 
 Students may take up to 7 (seven) college credits per semester 
 Transcripts must be sent to the Student Records office to support the grade awarded on the 

Progress Report 
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Special Needs 
 
When beginning the enrollment process, parents will be asked about any student with identified or potential 
special needs. If special needs are indicated, a Special Education Coordinator contacts the parent.    
 
Students who were previously certified as needing a special program and are enrolled in Brightways Global 
Academy will be assigned a Contact Teacher with a Special Education background. That Contact Teacher will 
work with the IEP team (if one is in place) to assure the student’s needs can be adequately met in a distance 
education situation. The needs of the student are paramount in making these determinations. 
 
The parent of such a student (previously identified with Special Needs and who has an IEP or Services Plan) 
will initiate the following steps upon enrollment in Brightways Global Academy: 
 

1. Brightways Learning is responsible to consult with the Local Education Agency (LEA)* on all aspects of 
the existing Services Plan or IEP. 

2. The Local Education Agency and Brightways Learning must submit to the appropriate State Education 
Agency (SEA)** a Written Affirmation that the Local Education Agency and Brightways Learning agree 
on the student’s service plan.  

3. The Local Education Agency is responsible for data collection and service to the student.  
 
* Services Determined 
** SEA Responsibility for Services Plans —The federal regulations make clear that the SEA is responsible for ensuring that a services 
plan is developed for each private school child with a disability who has been designated to receive services under Part B. (See 
§300.452(b).) 
 

Each LEA must: 
 

1. Consult with representatives of private school children with disabilities on "where" services will be 
provided (see §300.454(b)(1)); 

2. Conduct meetings to develop, review, and revise a "services plan," in accordance with §300.455(b), for 
each private school child with a disability who has been designated to receive services under this part 
(see §300.454(c)(1)); and 

3. Ensure that a representative of the private school attends, or otherwise participates in, each meeting 
(see §300.454(c) (2)). 

 
Complaints (Due Process Applies Only to Child Find and Evaluation): 
Federal regulations specify that the due process procedures under Part B apply to child find activities for 
private school children with disabilities, including evaluations (but do not apply to the private school 
provisions under §300.452-300.462). (See §300.457.) 
 
Additional information can be found at:  

 www.ed.gov/policy/speced/leg/idea/brief10.html 

 www.ed.gov/parents/needs/speced/onpe/idea04/index.html 

http://www.ed.gov/policy/speced/leg/idea/brief10.html
http://www.ed.gov/parents/needs/speced/onpe/idea04/index.html
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Testing Requirements 
 
All enrolled students, grades 3-11 are required to take an approved standardized achievement test.  The test 
may be online and arranged by the Testing Coordinator. If the test is to be paper, the Contact Teachers and/or 
local Testing Proctors will administer the test in your area or we will work with you to coordinate testing 
location and proctor for remote locations. Brightways Learning will provide the test, but the parent may be 
asked to secure and provide a suitable proctor per the requirements below. 
 
If you do not live in an area where you are able to attend an established testing site provided by Brightways 
Global Academy, or an approved alternate testing site (local, public school), then you will need to secure a 
Testing Proctor. You must submit Proctor information to the Main Office or designated contact, using the Test 
Proctor Form found on the Brightways login website, no later than February 15. Testing must be completed by 
the end of the Spring Semester.  
 

What Is a Testing Proctor?  
Testing Proctors are certified individuals who agree to supervise testing for. They have a responsibility to 
facilitate fairness and integrity during standardized testing. Parents and Contact Teachers must first receive 
written permission from an individual before designating him or her as the requested proctor. The parent 
must then complete and submit a Proctor Form to their Contact Teacher. The testing materials are to be 
mailed to the proctor in a timely manner. Once the student has completed the test, the proctor will submit all 
exam materials, including answer sheets, test booklets, scratch paper, and the signed cover sheet back to 
Brightways Global Academy for scoring.  
 

Who Can Be a Testing Proctor?  

 The following are eligible for approval: 
 
Local college testing center 

 Sylvan Learning Center or other regionally accredited supplemental education center 

 Embassy education officer 

 Military base education officer 

 Librarian 

 School guidance counselor 

 Teacher 

 School administrator 
 

Policies and Procedures  
 

1. The test must remain sealed until the student is ready to take it, and the test should never be in the 
student's possession except when they are taking it. 

2. Students cannot take the test with unauthorized books, notes, or reference aids of any kind. Students 
cannot take notes on the test or have any part of it to study after taking it. The student or the proctor 
cannot duplicate the test in any way. 
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3. Proctors must collect all answer sheets, test booklets, and papers at the conclusion of the test. All 
materials and a signed cover sheet must be submitted as required by the standardized test 
instructions. 

4. The test must be mailed back to the school by the proctor within 2 days of the student completing the 
test. 

5. If the requested proctor is unable to proctor the test, please contact Brightways Global Academy to 
certify another proctor. Do not hand over the test to another person or the student. 

6. If the student is suspected of cheating, the proctor should contact Brightways Learning as soon as 
possible. 

7. A student testing online must follow all the requirements set forth by the testing agency. 
 
 
 

Student Withdrawal Procedures 
 
Plans to withdraw a student for any reason need to be shared with your Contact Teacher as soon as possible. 
You can do this by email to your Contact Teacher and also from your Brightways Family Dashboard at the login 
website — just click the Withdrawal link for the student you wish to withdraw from the academy. 
 
It is imperative that this be done before enrolling in any other school district. Courses not completed by the 
withdrawal date will be assigned a grade of “Incomplete”.  Students have until January 31 of the following 
school year to complete work. If a final grade is not turned in by January 31, the Incomplete becomes an “F”.   
 
Students are automatically withdrawn from Brightways Global Academy when a records request is received 
from another school. If a student needs records sent to another school but does not plan to withdraw 
immediately from Brightways Global Academy, then please discuss this with your Contact Teacher. 
 
Brightways Global Academy may withdraw families at any time during the year. Reasons may include, but are 
not limited to: A family that exhibits over an extended period of time non-compliance to Brightways Learning 
requirements; a lack of response to multiple contact attempts made by Brightways Learning; failure to pay 
tuition; or, a repeated refusal to turn in required paperwork.  
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SPECIAL SECTION FOR GOVERNMENT FAMILIES 
 
Brightways Global Academy provides separate enrollment options with varying tuition structures for Military 
families, Non DoD Schools Program (NDSP) families, and families serving the State Department. 
 
Military Families — Active & Non-Active 
Enrollment tuition is paid by the parent. However, it is subsidized by Brightways Learning’s other non-profit 
activities to help offset costs, so their tuition is a "discounted rate". Also in this tier, parents are fully 
responsible for all curriculum, educational materials, testing proctor (if needed), and extra-curricular costs. 
 
NDSP & State Department Families 
The NDSP and State Department provides an allotment for Brightways Global Academy to cover curriculum, 
materials, supplemental learning, and extra-curricular costs supporting the student’s Individual Learning Plan 
(ILP).  The rate also provides for the cost of administering the services, allotment management, order and 
reimbursement processing and significantly increased records and financial management of a full-service, all-
inclusive program for the NDSP and State Department students. 
 
If you are stationed outside the continental United States (CONUS) and are assigned to locations where the 
DoD does not operate a school within commuting distance, then you may be eligible for this later payment 
tier.  Visit with your School Liaison Officer to see if you qualify for funding. 
 
If you meet NDSP eligibility requirements and want to enroll in Brightways Global Academy, please complete 
these steps as found at: http://www.dodea.edu/nonDoD/upload/NDSP_Brochure.pdf: 
 
WHERE do you start?  
 
1. When you receive assignment orders to an overseas location where there is no DoD school, contact the 
NDSP Liaison or education point of contact (POC) at your gaining command/ new location or the NDSP 
Instructional Systems Specialist (ISS) for the area. The NDSP Liaisons and ISSs can provide information on 
available schooling options and the authorized Department of State Standardized Regulations (DSSR) 
Education Allowance for the location.  
 
2. Gather information about the educational options available. Visit our website and talk with your NDSP 
Liaison. Then decide which option is best for your family. 
 
3. Enroll in NDSP by registering online. The link is provided at: www.dodea.edu/ndsp NOTE: Students who 
have special education needs should contact the Area NDSP Education Office. NDSP also has ISSs in foreign 
areas to provide support. All students with special needs must be screened through the Service’s Exceptional 
Family Member Program. *Parents electing to enroll their dependents in a home study program should refer 
to the Home Based Education information on the NDSP website. 
 
4. NDSP will process the enrollment through the NDSP Student Online Registration system and send an email 
notification to the NDSP Liaison/POC and sponsor upon finalizing the enrollment.  

http://www.dodea.edu/nonDoD/upload/NDSP_Brochure.pdf
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5. After you have received the email notification with approval from NDSP, you can proceed with completing 
the application to the school listed in the email. Approval for the enrollment of an eligible minor dependent of 
a DoD sponsor must be obtained from DoDEA NDSP office prior to enrolling a child in a non-DoD school. 
 
Once you have completed the above NDSP/State Department process, then complete the secure, online 
Brightways Global Academy Enrollment Application.  Once we receive your enrollment application and 
NDSP/State Department verifies enrollment and receipt of the invoice, then Brightways Learning will finalize 
your enrollment. 

 
 

Additional Benefits for NDSP/State Department Enrollees 

 
1. Choice of Curricular Materials – Brightways Learning recognizes that many curricular materials address 

content standards and that parents’ involvement in the education of their children is key to the success 
of home-based learners. As a Federally funded program, Brightways Learning is prohibited from using 
public funds for the advocacy of sectarian or denominational doctrines, which prohibits us from 
purchasing those materials. However, some Federal Agencies do allow more flexibility; communication 
between the Agency and our Academy can assist that determination.  Families are always free to 
purchase and teach with those materials with their personal funds. Discuss this with your Contact 
Teacher or Administration for details. 
 

2. Allotments – Allotments are provided for each student, and then added together into a collective, 
family allotment. These funds can be used for academics, including the traditional core subject areas of 
Math, Social Studies, Science, and Language Arts, as well as areas such as Art, PE and music.  All Special 
Request items may be purchased at the depreciated value when the family withdraws from the 
program.  All expenditures may be approved, if they match the educational needs and content within 
each student’s ILP. 
 

3. Curriculum Materials – All materials purchased by allotment must be done so using the Brightways 
Learning order system or forms.  Parents may also file for reimbursement for allowable materials 
purchased directly from vendors. 
 

4. Equipment – You will be provided with a computer and multi-functional printer/scanner/copier, which 
you may use while enrolled in Brightways Global Academy, as necessary, to fulfill the program 
requirements. The equipment remains the property of the program. 
 

5. Internet & Email – You will be reimbursed for Internet access up to $30 per month above the allotment 
(up to $360 per year per family).  You must submit an Internet Reimbursement form with attached 
Internet Service bill or Internet provider.  You must immediately notify the Main Office of any changes 
to your email. 
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6. Testing Fees – Application and testing fees are reimbursable for most of these tests – including PSAT, 
SAT, ACT, etc. – but these fees may only be reimbursed once per school year. 

 
7. Allotment Use – Allotment can be used to pay tuition fees, lab fees, and textbooks assigned to dual-

enrollment college courses. Reimbursement will not pay for extraneous fees such as parking, student 
fees, etc.  Brightways Learning will pay for college textbooks and materials AFTER the buy-back period 
for the college has passed. Up to 10% of your allotment that is unspent at the end of the school year 
may be rolled over for the next school year, so long as your students are re-enrolled in the Brightways 
Global Academy for the next school year. 

 
 

Guidelines for the Use of Allotment Funds 
 

What Options do I Have for Spending Allotment Funds? 

DoDEA and State Department restrictions on expenditures are reflected in the Allowable and Non-
Allowable lists below. These lists will be the lens in which we will view reimbursement requests for 
compliance. Brightways Global Academy is happy to make adjustments to this list, as clarifications 
occur. 
 

Allowable Non-Allowable 

Tuition charged from Brightways Global Academy 
will include an itemized breakdown including 
assessment, technology fee/lease, Brightways 
Learning Management System and 
administrative/teacher costs  
 
Tuition charges from a virtual or direct 
education/instructional provider associated with the 
educational program.  The student must not take 
the majority of core subjects through one single 
curriculum vendor 
 
Tutorial or independent study costs to ensure child 
receives age/grade appropriate instruction 
(Appears to be OK to cover core tutors, but not 
non-core…ex. Flute lessons) 
 
Age and grade appropriate curriculum and 
supplemental materials that are explicitly stated on 
student’s Individual Learning Plan and align with 
our grade-level core standards 
 
Fees for curriculum related Internet services such 
as study programs, library services, or 

Purchase or rental of items which have broader 

use than the course of study such as computer 

equipment/accessories, telescopes, 

furniture/furnishings and other items not ordinarily 

provided free of charge by U.S. public schools. 

 

Training for parents in home study/private 

instruction. 

 

Field trips/school excursions/camps regardless of 

whether the trips are 

predominantly academic in nature or if 

participation is mandatory or voluntary 

 

Any form of compensation to the parent 

(nanny/childcare or supervisory costs) 

 

Travel or transportation costs 

 

Personal services including, but not limited to, 

telephone, internet, satellite, cable or other 

communication services 
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supplemental distance learning courses 
 
Expendable school supplies which are normally 
provided free of charge in U.S. public schools 
 
Shipping costs or lesson postage associated with 
the educational program 
 
Fees charged for access to libraries, recreation 
facilities or education-related curriculum activities, 
or participation on extracurricular teams which are 
normally free of charge in U.S. schools 

 
Group lessons already established in the 
community 
 
Grades K-8: 60 minutes a week for physical 
education (PE), music and art; time spent is 
required to be shown on statements or receipts 
 
Grades 9-12: 4 hours per week for PE, music and 
art; time spent is required to be shown on 
statements or receipts 
 
Fees charged for participation on athletic or extra-
curricular teams which are normally free of charge 
in U.S. public schools; typical group activities found 
in PE classes: Archery, Badminton, Baseball, 
Basketball, Flag Football, Golf, 
Gymnastics/tumbling, Hockey (roller or ice), Rugby, 
Soccer, Strength Training and Conditioning, 
Swimming,  Table-Tennis, Tennis (or other racquet 
sport), Track and Field, Volleyball, and Wrestling 
 
Fees for the rental of curriculum-related equipment 
such as musical instruments or microscopes which 
would normally be provided free of charge in U.S. 
public schools 
 
Fees for required testing materials and shipping 
costs by the authorized program; excluding 
SAT/ACT/PSAT fees 
 
AP courses 
 
Advisory teaching service affiliated with formal, 
recognized home-study course 
 

 

Fees for museums, culture events, or 

performances 

 

SAT/ACT/PSAT associated costs 

 

Private lessons (core or elective subjects) 

 

Membership in gymnasiums, cultural clubs, spas or 

other private clubs 

 

Supplies that are normally purchased by parents 

(pens, papers, markers, pencils) 

 

Non-course specific materials, such as software 

programs, reading materials, and reference 

materials 

 

Religious materials for instruction, unless religion is 

a subset of the instruction. 

 

Transfer Fees charged by bank 

 

Third party service provider fees (umbrella 

school/cover schools not providing direct 

instruction, course, or accredited virtual education) 

 

Supplemental instruction 
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Instructional curriculum guides 

 
NOTE: All expenditures must be backed up by paperwork. The forms mentioned below are all available in the 
Resources section of the Brightways login website. 
 

 Order Forms – Use to purchase items and materials from vendors using Brightways Learning Purchase 
Orders (PO).  Payments go directly to the vendor, and the ordered materials are shipped directly to 
you. Shipping will be estimated at 20% of the total order until adjusted for the actual amount after 
materials are received.   

 

 Reimbursement Forms – Parents may file for reimbursement for allowable materials (does not include 
furniture, sporting goods, uniforms, etc.) purchased directly from vendors. Send or email the itemized 
Reimbursement Form with attached original receipts to Brightways Learning's Main Office in Missoula, 
Montana, for processing.  Your reimbursement will be paid by check to you or direct deposited to your 
account if you have direct deposit set up with the Main Office.   
 

Internet Reimbursement Forms – You will be reimbursed up to $30 per month for Internet access.  Submit 
your Internet Reimbursement Form to Brightways Learning's Main Office in Missoula, Montana, for 
processing.  Your reimbursement will be paid by check or direct deposited to your account, as applicable. 
 
If a family enrolls more than one student, then the individual allotments are added together to form a 
collective, family allotment. All expenditures are deducted from this family total without regard for which 
student purchases were made.  
 
The first half of the annual allotment is released July 1 for the Fall Semester. The second half of the annual 
allotment is released November 15 for Spring Semester curriculum and educational materials.  
 
At any time, you may check your allotment balance by calling Brightways Learning's Main Office or by emailing 
the Director of Student & Business Services, Jennifer Lutey at jeno@brightwayslearning.org. 
 
Note: Families enrolling after November 1 will receive the Spring Semester allotment only. 
 
 

How do I set up direct deposit for my reimbursements? 
You must send a voided check via fax, scanned and emailed or mailed to the Main Office, ATTN: Jennifer 
Lutey. She will set up your direct deposit and confirm that your reimbursements will be direct deposited to the 
account you submitted. 
 

What are the dates for allotment disbursements? 
 

 One-half of the yearly allotment is disbursed at the beginning of the school year on July 1 and one-half 
on November 15. Any remaining first semester allotment funds will be combined with the second 
semester funds.  These funds are available for ordering and reimbursement until April 1. If you have 
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ongoing lessons you can set aside funds to reimburse you for these using the Reserved Allotment Form. 
See below.  

 

 Families new to Brightways Global Academy may begin ordering after all of their students’ ILPs have 
been completed and approved. If new families purchase curricular materials out of their own funds 
before their enrollment is complete, then they can be considered for reimbursement if the materials 
are obviously for the current school year.   
 

 Required paperwork that is not turned in on time delays allotment availability; allotments are frozen if 
enrollment paperwork, ILPs, or Progress Reports are not turned in by their deadlines. The allotment is 
released once the outstanding paperwork is submitted to the Contact Teacher and recorded in the 
family records.   

 

 All paperwork related to expenditures (Order Forms, Reimbursement Requests, and Special Requests) 
for the fiscal year (July 1 – June 30) must be submitted to your Contact Teacher or the Main Office by 
April 1.  April and May are spent closing out the books for the previous year and setting up the 
allotment accounts for the following year. 

 
What if I purchase used materials?  
Used curricular materials may be purchased from our offices at a reduced price (as available). The purchase 
price can be deducted directly from your allotment. Receipts need to be included with the Reimbursement 
Form. 

 
What could be covered with my allotment? 
Please refer to table above.  Generally, the allotment would cover most things that are educational and 
complement the student’s educational goals, as set forth in the ILP. All expenditures must accurately reflect 
the student’s ILP, which is reviewed as part of the ordering process. Curricular materials may include 
textbooks, workbooks, educational games, online courses, CD-ROMs, art materials, science kits, school 
supplies, etc. Toys and games can be very educational, and will be evaluated for consistency with your 
educational plan and curriculum. If ordering software, check to make sure it is compatible with your computer 
and the content is educationally described in the ILP.   
  

What would not be covered by allotment funds? 
Please refer to the table above.  Additionally, although you may select curricular materials from any vendor of 
your choosing on our approved Vendor List, there may be items that are unallowable. Brightways Learning 
may need to review items that advocate partisan, sectarian, or denominational doctrines. Also, we do not pay 
for sports related items (including sports equipment or awards), clothing (such as costumes or uniforms), food, 
animals, animal supplies or training, fixed assets (furniture), or special equipment that will carry a liability with 
operation.  We are bound by the NDSP/State Department regulations in guiding our approval for allotment 
funds for your children’s educational materials and supplements. 
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We cannot pay for greenhouses or other structures, dolls, guided instruction taught by a sibling or parent, or 
parts or repair for items that are owned by the family even if usage of the item is included in the ILP, such as in 
a vocational class (e.g., piano tuning, small engine or vehicle parts, etc.).   
 
 

Orders & Reimbursements 
 
How do I know if my forms have been received by Brightways Learning? 
 
Check Your Email! Your Contact Teacher will notify you when the review is complete and the order/request is 
sent to the Main Office. Once the order or reimbursement is processed, (usually within two weeks), you will 
be notified by email. If after that timeframe you do not yet see a notification from Brightways, please take the 
following steps: 
 

 Check your “junk” or “spam” email box to see if the notice got diverted from your Inbox. To ensure 
that you receive future notices from our office, we suggest that you set your email preferences (such 
as Spam filter settings) to accept any email coming from a "@brightwayslearning.org" address. Check 
with your email provider about how to adjust these settings, as they can vary. 

 
 If you still do not see any notice within an appropriate timeframe, then we invite you to email or phone 

our Main Office to inquire about your submission.  
 

Procedure to Place Orders through Brightways Learning 
 
1. Visit the Brightways login website's Resources section and download the Ordering Form. Input the items 

you want to purchase using allotment funds. Then: 

 Email your completed Ordering Form to your Contact Teacher for review. After comparing the 
order to the prescribed learning plan outlined in the ILP, the Contact Teacher will forward to the 
Main Office for processing. 
 

 Ordering Forms are normally processed within two weeks. Each item must be verified that it is 
compliant with Brightways Learning policy. Then, each form is assigned a Purchase Order (PO) 
number. 
 

 An additional 20% shipping fee, as shown on the order form, is removed from the family’s 
allotment once actual shipping costs are verified.  
 

 Each order is entered into our database, which records the vendor name that the items are being 
requested, the amount of the order, and the date that the Ordering Form was received. All this 
information is tracked to ensure all requests are being processed in a timely manner.  
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 A PO is generated and the order, along with the PO, is faxed to the appropriate vendor. As soon as 
all orders are faxed, each family is notified by email if any changes to their request were made.  
 

 On the next business day, all vendors are contacted to verify that they have received each order 
and that it is being processed.   
 

 When the vendor processes the order and ships it to the family, the vendor sends an invoice to 
Brightways Learning. 
 

 Once a week, all invoices received are paid in full. The vendor’s invoice – which includes the exact 
shipping fee – is used to adjust each family’s allotment account. The database also indicates the 
date each invoice was paid.   
 

2.  At any time, you may check your allotment balance by calling Brightways Learning's Main Office or by 
emailing the Director of Student & Business Services, Jennifer Lutey at jeno@brightwayslearning.org. 

 
Procedure to Receive Reimbursement for Educational Materials 
 
Special Note about Reimbursement Receipts – Before you mail your original receipts to the Main Office, it is 
each family’s responsibility to make photocopies of every receipt for their own records. We are not 
responsible for receipts lost or delayed by the postal service, and it is not our policy to provide copies of 
receipts to our families. We will accept scanned copies of original receipts. 
 

 Parent completes Reimbursement Form (available in the Resources section of the login website). 
 

 Completed Reimbursement Form with original receipts sent by postal service from parent to our Main 
Office. Your Contact Teacher will need to review the request prior to processing. To expedite this, scan 
a copy of the request to your Contact Teacher at the same time. 
 

 As soon as Reimbursement Forms and receipts are received, and we have Contact Teacher approval, 
they are processed.  

 

 Reimbursement Forms are usually processed within two weeks. Each item and receipt must be verified 
that it is compliant with Brightways Learning policy.  
 

 Each Reimbursement request is entered into our database, which records the amount of the order and 
the date that the Reimbursement Form was received.  
 

 Each family is contacted with a confirmation email, letting them know that their Reimbursement has 
been processed and they are informed if any changes have been made to their request. 
 

 All invoices received are paid in full.  The Vendor’s invoice – which includes the exact shipping fee – is 
used to adjust each family’s allotment account.  The database also indicates the date each invoice was 
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paid.   
 

 All dates of the processing steps are recorded and all emails are saved to ensure that we are processing 
requests in a timely manner. 
 

At any time, you may check your allotment balance by calling Brightways Learning's Main Office or by emailing 
the Director of Student & Business Services, Jennifer Lutey at jeno@brightwayslearning.org. 

 
Lessons 
Brightways Learning will pay for lessons that are part of a student's educational plan as outlined in the ILP, 
most often for PE, Art, Music, or Foreign Language. Instructors are hired by the families and are not employees 
of Brightways Learning. 
 
When are lessons paid? 
 

o Guided instruction can only be paid after services have been rendered.  You may send in 
Request Forms no more frequently than the 1st of each month for the month previous.  
 

o The final billing or reimbursement for each fiscal year must be postmarked by July 1. 
 

o Payments are made from the Main Office.  Families can expect their reimbursement within 30 
business days.  The exceptions are the deadline times of April 1 and the month of July, when it 
is likely to take longer.   
 

o Payment must be made to the parents or guardians.  We cannot make third party payments. 
 

o If the forms are incomplete or proper documentation is lacking, payment will take longer. 

 
Special Requests 
The Special Request Form, found in the Resources section of the Brightways login website, is the form used for 
approval prior to purchase non-customary items from allotment funds.  
 

 Categories:   
o Materials that are not necessarily typical curriculum. Any equipment purchased with allotment 

funds must be validated through a Special Request Form and approval from your Contact 
Teacher.   
 

o Prepaid activities, like concerts or plays related to the ILP subjects.  
 

 Special Request Process: 
o Complete the Special Request Form by including contact information, the requested amount, 

and purpose. Be sure to fill out the form completely and to sign it. 
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o Send in the request form prior to the event taking place. The Special Request Form must be 
submitted to your Contact Teacher and prior approval received before purchase.   

o You will receive an acknowledgement via email from the Main Office once your request is 
approved. 
 

 

Technology/Equipment 
 
You will be provided with Brightways Global Academy- owned equipment as necessary to deliver courses to 
fulfill the Individual Learning Plans (ILPs) for your enrolled students. 
 
Under NO circumstances are families to tamper with program computer equipment including the monitor or 
CPU or remove/add any components to the equipment without prior written approval from Brightways 
Learning. The equipment is to remain with the students as registered with the Brightways Global Academy.   
 

Anti-virus Protection 
With the proliferation of viruses, it is vital that you install an anti-virus program on your computer and keep it 
updated. Brightways Learning will pay out of allotment if you purchase one, and there are many fine, free 
programs to download. 
 
If a Withdrawal occurs before October 1 or before 90 days of enrollment during the current school year, and 
curricular materials have been purchased out of the current year’s allotment, the withdrawing family may be 
required to reimburse Brightways Learning for any monies spent on them. It is not possible to simply return 
the materials to Brightways Learning; since there is no funding received for these students, these materials 
must be paid for by the family.  
 
Timing of Reimbursements Upon Withdrawal 
All returns or payment of curricular materials and equipment should be made within 30 days of withdrawal.  If 
a family fails to comply, there will be at least three attempts at contact, followed by a certified letter. If the 
requested equipment and materials are not returned by the date specified in the letter and there has been no 
satisfactory dialogue with Brightways Learning staff regarding the return or payment, then the collection of 
the money for these items is turned over to a collection agency. The amount of collections is the amount 
owed, plus a 35% collections fee. Once an account has been turned over to collections, the family is 
responsible to pay the collection agency for the equipment and materials. They can no longer be returned to 
Brightways Learning and the family will not have the option of re-enrolling in the Brightways Global Academy. 
 


