Invite your local representatives to an event
Inviting an official guest, such as your local Member of Parliament (MP), to an Early Learning Matters Week event (Monday 3 – Sunday 9 September) is a great way to profile the importance of high quality early learning in the lives of young children and families. Meeting in-person with the early learning community is important for those who are elected to public office. Your event provides the opportunity to show your local representative how valued early childhood education is within their constituency.
A visit from your local representative is a fantastic opportunity to:
· strengthen your relationship with the local representative
· raise the profile of your service
· highlight strengths and any unique challenges your service has
· publicly demonstrate your local representative’s support for early learning
Things to consider when planning an event
· Size: How big will the event be? Larger events require more planning and resources.
· Time and location: What time and space suits your community the most? Ideally, host the event at your service during opening hours. 
· Who will help: Do you need volunteers or donations for your event? Source these at the earliest opportunity to ensure a successful event.
· Promotion: How will you let people know about your event? Plan your channels in advance.
· Speakers: Who would speak officially at the event? Assign roles as soon as possible.
· Safety and safeguarding: Plan your event as a team, following your service’s policies and procedures. Ensure children’s health, safety and wellbeing through thoughtful planning, considering who will be attending, and any intended/unintended impacts the event may have on children. Be sure to carefully apply all appropriate safety and safeguarding protocols.
Decide upon the role that your official guest will take
What would you like your official guest to do at your event? Requests could include:
· meeting with the education team
· reading a story to children
· taking a tour of your service
· making a short speech about early learning
· joining a discussion panel
· presenting awards or acknowledgements to educators
· launching a new initiative.
How to reach out to your MP
Give plenty of advance notice about your event, as your local representative will often be busy and at times, away from the electorate. Early Learning Matters Week is intentionally planned during a non-sitting week for Federal Parliament, when Members of Parliament are more likely to be in their home electorates. 
The first step is to ring your local MP’s office, explain that you would like to invite the MP to your event and ask about their availability on the proposed date. Follow this up with a written request outlining key details, including:
· aim of the event and activities planned
· date, time, location, duration and directions to the event
· estimated number of attendees and details of other invited guests, if any
· details of a designated contact at your end
· information about the organisation(s) hosting the event.
We have created a template (attached) to help you write your invitation letter. 
Don’t be disappointed if an advisor is sent in place of your local MP. The advisor may become a very useful ally if you build a relationship with them.
Invite the local media
MPs often welcome publicity, especially in their own electorates, but it is very important to ask your local MP if they are happy to have the media present. You will prioritise and consider very carefully children’s safety and safeguarding.
The best way to inform the media about your event is by sending a media invite via email, with a follow-up phone call. Contact details for your local newspaper or magazine can be found in the print version (usually on the first page or inside front cover).
Check out our guide to media relations for more information.
	If you need help inviting your MP or the local media, please email Early Childhood Australia (ECA) 
on EarlyLearningMatters@earlychildhood.org.au and we will help you.




On the day of the event
Meet and greet your local MP
Schedule a meet-and-greet session for your local MP at an appropriate time (e.g. before the official start of the event if they are opening it) and allow time for introductions. Make sure your local MP understands the order of the event and their role.
Introduce your MP
At the start of the event, introduce your local MP and give a brief explanation about why they are attending. It may also be helpful to announce whether there will be opportunities for interaction later.
Capturing the event
Consider setting up an area for photos. You may like to display Early Learning Matters posters or showcase something that the children and/or staff have been working on. Organise for someone at the event to take good-quality photos that you can use in your own communications and share with the media and ECA (see below). 
Staff of your local MP may also take photos for their own communications—you may need to have someone available to ensure photographs are taken with the appropriate level of consent. When taking photos that include members of the public, make sure you ask for their permission and follow any consent processes you have in place, especially if children are present. It’s a good idea to ask before you take the photo and explain how you would like to use it. You may also like to record some quotes from attendees at your event. You can share your photos on social media using the hashtag #EarlyLearningMatters.

After the event
Consider sending a post-event media release
Local media thrives on stories of community events and activities. Send photos (gained with appropriate consent) and a media release with details of what happened at the event, who was there and what your local MP and others said. Please be sure to check in with your local MP if you are planning on attributing any comments to them. You may even choose to have these approved on the day by the MP’s advisors.
Thank your MP
Send a letter or card to your local MP, thanking them for their participation. Include any follow-up information you may have promised, encourage your local MP to remain in contact with your service and to consider future visits. And certainly be sure to provide your local MP with regular updates of your early learning service to further develop the relationship.
Let ECA know how you went
We would like to know if your local MP attended an event at your service. Please tell us! To help inspire others, send us photos (with the appropriate consent) of your event so we can upload them to the Early Learning Matters Week website and Facebook page. It may be that you capture an image with the MP and some members from your team, in place of images of children from your service. 
If you are happy to share and have the appropriate permissions, please email us the photos and details on EarlyLearningMatters@earlychildhood.org.au. This will also help us track and connect with decision-makers who support early learning.
When posting your photos and event details on social media, please use the hashtag #EarlyLearningMatters.

Sample run-sheets 
1. Service visit during operating hours 
	Time 
	Activity 
	Opportunities  

	10.00 am 
	Official guest (e.g. MP, local government representative) arrives at the service and is greeted by the director or service manager 
Sign-in and any relevant housekeeping matters including child safety and safeguarding protocols
	Director/service manager provides overview of service—number of families, children and educators – maintaining child and educator privacy

	10.05 am - 10.30 am 
	Director/service manager escorts official guest to visit the service – mindful of impact on children and children’s play.
	Discuss play and learning, planning and the role of educators in supporting children’s learning, development and wellbeing 

	10.30 am - 10.45 am  
	Official guest invited to observe children’s learning environments.
	If approved and with appropriate permissions, opportunity for photo of official guest in the learning environment  

	10.45 am–11.00 am 
	Official guest meets with director/service manager and educator(s) to discuss the importance of early learning 
	Share key issues—concerns and achievements—with the MP 
Discuss other opportunities for engagement 

	11.00 am 
	Official guest departs the service 
	Connect with advisers and seek an approved comment from the official guest for social media post
Stay in regular contact with office of official guest


 
2. Network meeting: Evening gathering of local MP and educators from a number of services 
	Time 
	Activity 
	Opportunities  

	6.00 pm - 6.05 pm 
	Official guest (e.g. MP, local government representative) arrives at host service and is greeted by the organiser 
Sign-in and any relevant housekeeping matters including child safety and safeguarding protocols
	Director/service manager provides overview of service—number of families, children and educators – maintaining child and educator privacy 
 

	6.05 pm - 6.45 pm  
	Official guest meets with educators for opportunity to engage in a conversation on the importance of early learning 
Q & A session  
Educators share their experiences, issues and achievements as well as information about Early Learning Matters Week 
	Discuss play and learning, planning and the role of educators 
Share key issues—concerns and achievements—with the MP 

	6.45 pm - 7.00 pm 
	Wrap-up and discussion about future opportunities to collaborate and contribute to the learning community
	Build relationship and ask for the official guest’s support on key issues 
Discuss other opportunities for regular engagement 

	7.00 pm  
	Network meeting ends 
	Connect with advisers and seek an approved comment from the official guest for social media post
Stay in regular contact with office of official guest
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Sample Letter to MP
<Insert Date>
<Insert name and title of the MP>
<Insert designation of the MP>
<Insert postal address of the MP>
  
Dear <Insert name and title of the MP>,
Early Learning Matters Week: 3 – 9 September, 2026

<Insert service name> would like to invite you to join us for Early Learning Matters Week 2026 <insert date and start and end time> at <insert location name>. 
Our planned activities this year include <insert key activities>, as we demonstrate our commitment to every young child thriving and learning.  
Now in its ninth year, Early Learning Matters Week, an initiative of Early Childhood Australia, is a national event that aims to recognise and raise the profile of high-quality early learning. It is an opportunity to celebrate the importance of high quality early learning and the positive contribution to young children’s learning, development and wellbeing.
As members of your constituency, your presence will be greatly appreciated by our educators, families and community, and to also demonstrate your ongoing commitment to early learning.
For further information and to confirm your attendance at the event, please contact <insert name and designation of your contact person> on <insert contact number> or <insert email>
Thank you for your generous support.

Sincerely,
<insert name>
<Insert designation>
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