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Hi Empowered Ed!
I truly hope you find this resource helpful.

I hold an Associate Diploma in Education (Child care) 

I hold an Advanced Certificate in Child Care 

I hold a Bachelor of Human Services Degree 

I have worked as an Assistant, Room Leader, Director, FDC Coordinator, 

IHC Coordinator, OSHC Coordinator, Occasional Care Coordinator, Project 

Manager, Service Manager, Family Day Care Educator, Presenter and 

Speaker in the Early Childhood and Community and Family Services fields. 

I have been writing and editing my blog now for over 6  years. 

I am the author of many E- Book resources for educators, A Postnatal 

Depression Workbook (& DVD) and a picture book for children. 

I have developed and presented webinars and online courses to support 

early childhood educators in their role. 

Jodie Clarke

A little about me...

Hi, I'm Jode! I am a Mum in Australia to 3 girls - twins Ruby & Tara and my adult 
daughter Ashleigh. And I love the possibilities of early learning! 

I'm passionate about helping educators simplify their documentation and 
planning and also enjoy more time engaging with the children in their care 
through simple play based activities & environments. 

I enjoy creating blog posts, free tools and easy to use resources and training 
for educators, leaders and coordinators by drawing upon my 30 years 
experience in this profession. 

I know what support educators really need because I have walked in your 
shoes. This profession is challenging enough so I aim to simplify not 
overcomplicate! My resources walk through the basics so you can take action.

The Facts.....

Thanks for placing your trust in me....



10 Strategies to Stay Sane for Family Day Care Educators

When I first went back to work as an educator running a registered child care service from
home I knew it was going to be a tough transition after I had been fortunate enough to spend
the first few years at home after their birth with just my twins. And I was right. It was! However,
I did keep trying new tactics and strategies to help keep my sanity and in this simple series
guide I'm going to share the ones that worked best for me. 
 
That's not to say all 10 will work for you as it will depend on the children you have in care, the
environment you use for your family day care, your families needs and your coordination unit
regulations. But hopefully you will find one or two to try.....and perhaps keep you from hiding in
the corner with a chocolate bar! Let's get to it...

Think about your service setup
Think carefully about setting up the entry/sign in area for your service before you begin. Can
you find a space that doesn’t mean parents will be walking through your whole house every
morning and afternoon? If not can you work on making something more suitable.

I used a side gate which enters into the backyard and then up to the back verandah where I
had my sign in area. It involved a little extra expense and outlay this way but it saved me so
much time and allowed my own family more privacy when they were home so it was well
worth it.

I know It is extra effort to start with but it will really pay off when you have people arriving
morning and night. It doesn’t need to be a desk or fancy space, something portable will work
well too!

Visit The Empowered Educator Online for more tips and ideas.

https://www.theempowerededucatoronline.com/
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Remember It’s Your Business
Learn to be assertive, you might love children but you also have to be confident to run your
business the way you need to.

Be clear in your parent interviews and as issues arrive deal with them, don’t let things fester
and become a major stress for you or the parent.

Fees need to be paid on time, sick children need to be sent home, lunches provided need to
be suitable and children need to be picked up and dropped off on time….not earlier or later.

Start as you mean to go on in your service. Clear written expectations and requirements of
your service will go a long way toward ensuring you don’t feel taken advantage off or
powerless in your own business. Don’t try to be everyone’s friend.

You can be assertive without being rude, it can be scary at first but it is an essential part of
being a home educator.

Rhythm and Routine
Set your own routine and rhythm for the child care days and stick to it. You will appreciate
knowing what is happening when and the children will respond to it too. It makes it easier to
plan your activities for the day and also ensure your own family chores and activities are able
to be included too.

Just because you have a routine doesn’t mean you can’t be flexible….the key is being able to
achieve the things you need to but also being able to incorporate something more or less
according to how you and the children are feeling that day.

If you have a regular rest time explain to parents you would prefer children aren’t dropped off
or picked up during this timeframe unless absolutely necessary. I have a sign that goes on my
front door to let visitors/couriers know that children are sleeping so to please be considerate
and knock quietly. It works too!

If you do a school run or regular outing then make sure you are clear that children need to be
dropped off before a certain time or the parent will have to wait or come find you.

Visit The Empowered Educator Online for more tips and ideas.

https://www.theempowerededucatoronline.com/
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Routine and rhythm….it’s there for a reason, it will make your life easier so ensure you
communicate it to your families in care as well as your own family. Make a visual chart to
display or send details home in a newsletter for those parents who are too rushed to read
things during drop off/pick up times.

Think carefully about your opening and closing times to ensure you can spend some time
with your own children by themselves and also hopefully have some time for you!

Money is good (and necessary obviously) but not at the expense of your family or own health
and sanity. Your children and loved ones are important too and remember that they are
sharing your time and their house!

I have seen a lot of educators burn out quickly over the years because they try to offer to
much….transport, food, early opening, late closing, night work, weekend work. Yes you can
earn a lot this way and I know many are trying to maintain a flexible service for parents and
also compete with long day care centres but I firmly believe you really need to consider
whether long hours and the extra out of hours work is really going to be worth the money in
the end.

Don’t let yourself be taken advantage of or fall into the trap of thinking you can’t cut back your
hours or drop a day once you are open.You can say no to parents or advise you need to alter
their hours due to family commitments.

Like all good businesses you need to constantly evaluate the service you can offer and what
ultimately works for you as the service provider….not what you think everyone else needs.

Visit The Empowered Educator Online for more tips and ideas.

https://www.theempowerededucatoronline.com/
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Love your Zones
No not those zones people, I’m talking about the child friendly zones and spaces within your
home!

Having zones in your care area allows you to close off and clean up at certain times of day.
This would be the strategy that works the best for me!

I use my home for child care but have broken it up into 3 main ‘zones’. I have the lounge room
which is the main play area, the dining/kitchen area and then the back verandah/sign in area.

Visit The Empowered Educator Online for more tips and ideas.

https://www.theempowerededucatoronline.com/
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At certain times of the day I close off particular zones to help me cut down on the amount of
time I am tidying and cleaning when the children have left for the day. I have the door to the
lounge area closed until around 7.30/8am otherwise the early kids have played with
everything before the later children even arrive. In the afternoons I tidy this area with the
children after rest time and then close it off as we head to nappy changes and afternoon tea.

As we finish afternoon tea we head to the verandah area to pack our bags, get shoes and hats
on and then off for a play outside. As they play I pack away the verandah area and then pull a
little gate across that signals this area is now closed for the day. I also close the door to the
dining area (which comes off the verandah) so that just leaves my sign in area, toilet/nappy
change area and the backyard for play until pickup time.

Visit The Empowered Educator Online for more tips and ideas.

https://www.theempowerededucatoronline.com/
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Obviously everyone will have a different setup and core hours so this may not work for you
but if you can do something similar it is so worth it! I came up with this strategy about 6
months ago after getting down about how much time I was having to spend packing up after
the kids left. It also works well for stopping siblings pulling everything back out at pick up
time! When a door or gate is closed at my place….it’s closed!

Even if you can just make one zone you are able to shut off in the afternoon that might save
you some time. I must say this system works better on the days my own girls aren’t in care
with me.

Visit The Empowered Educator Online for more tips and ideas.

https://www.theempowerededucatoronline.com/
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Cleaning
Yes I know all the cleaning is a pain in the behind but the way I get on top of it now is to forget
about the system I use to have of 1 big clean on the weekend (when it was just us) and instead
incorporate a ‘little clean’ each day.

There are things you will do each afternoon or morning before care starts but don’t go
overboard. I don’t mop everyday, I live in a home not a sterile environment. I sweep after meal
times and then give the carpets and floors a quick once over with the vacumn each afternoon
if I think it needs it…not just because ‘I probably should’. I keep a spray bottle in the bathroom
and give the surfaces a quick wipe over using spray with paper towel, takes 2 minutes and is
all that is required. There is no need to disinfect the life out of everything.

One day out of the week I give the toilet/bathrooms a thorough clean. On another day I might
dust, on another I do the windows, on another it’s the shelves, on another its the blocks and
large toys….you get the picture.

I don’t wash bedding everyday. I have enough sheets, blankets and pillows forall the children
in my care and I peg a name card to them so I can reuse if they come a few days in the week.

It’s part of my routine to do a couple of cleaning jobs each afternoon or morning but by doing
little often it doesn’t seem so overwhelming!

I choose to have a large outdoor area so unfortunately weekends are often spent mowing,
rearranging and gardening but I usually like this part…well mostly…well it’s better than the
cleaning inside anyway!

Visit The Empowered Educator Online for more tips and ideas.

https://www.theempowerededucatoronline.com/
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Parent Communication
I do a lot of parent communication but I don’t waste time printing and handing too many
things out. I spend 10 minutes at the end of the day or night and email through to parents.
Utilise programs like Dropbox and other cloud devices so that you can drop paperwork in
there and parents can access from their end - easy to update, save and review!

You can also email invoices, receipts and other paperwork so that they can complete anything
that needs signing before the next care day. Saves me organising it all when they arrive and
the kids want my attention!

I also encourage communication after hours by email or at night I have my answering
machine on and they always know to leave a message. I only call back if it is urgent or
regarding care for the next day. I don’t need to be on call at all times and neither do you!

Visit The Empowered Educator Online for more tips and ideas.

https://www.theempowerededucatoronline.com/
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Make Packing up Easy
Clearly labelled baskets, tubs, shelves, drawers etc and defined spaces  make it easier to get
kids to help keep areas tidy. I like to involve the children in the routine of packing up and they
understand that this is a transition that signals the beginning of another stage in the day.Get
into the habit of regular pack away times and involving the children…it can really make a
difference and it’s always so much more inviting to come back to a space that is again ready
for play rather than a mess. It will help you feel less overwhelmed by the chaos too!

Visit The Empowered Educator Online for more tips and ideas.

https://www.theempowerededucatoronline.com/
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Do as much of the packing away and general tidying as you can before the final child has left
in the afternoon. This is where your ‘zones’ come in handy.

Visit The Empowered Educator Online for more tips and ideas.

https://www.theempowerededucatoronline.com/
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Keep your house a home
If you use your house for home day care and don’t have a separate space then I suggest
trying to keep your house a home as much as you can even though you have lots of toys and
other child related resources that have to take up space.

You can read some of my tips for doing this in the FDC Simple Series Guide - Setting up for
home daycare.

Visit The Empowered Educator Online for more tips and ideas.

https://www.theempowerededucatoronline.com/
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Find a Programming & Paperwork Rhythm
Yes, you knew I was going to get to programming and paperwork…thought I would save this
little heartache till last.

Please don’t let your programming take over your nights and weekends, a little is inevitable
but organisation and a clear system of a little each day will help.

If you don’t have the time to do portfolios then don’t. I don’t. Just find other ways to display
your ‘evidence’ that work for you. You are in charge of your time management not your
parents, the scheme or coordinators. Yes you have obligations and paperwork that needs to
be completed but are you doing what you think you need to do or what you actually have to
do?

If what you are doing now is causing you to be constantly in front of the computer or pen in
hand then it isn’t the right system for you. Try and combine a few of the paperwork ‘must
haves’. My “What We Did Today” parent communication sheet summarises the activities and
learning outcomes from the day as well as offering some space for the children’s voice, daily
reflection and future planning for this group. Although I email these to parents I print one as I
finish and keep them in a folder for linking to when I program. Might be next week or next
month, doesn’t matter as long as I link to the date of that communication sheet. I have played
around with it to make sure I can include as much as possible for the least amount of time.
They take me around 15 minutes now at rest time or after the children leave.

Visit The Empowered Educator Online for more tips and ideas.

https://www.theempowerededucatoronline.com/
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I also take lots of photos through the day and load them into folders I keep on the computer
for each child. They are ready for when I get a moment here or there to write up some
observation collages or more formal running record type observations. I don’t do big learning
stories or portfolios. I don’t find a need. I do what works for me and I still cover regulations and
requirements. Find your own voice. I like to use the computer and take photos a lot so that’s
what I do.

Visit The Empowered Educator Online for more tips and ideas.

https://www.theempowerededucatoronline.com/
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My newsletters always include photos of our month and voices of the children as I include
some funny moments. I talk about the programming focus for the next month and why we are
working towards those outcomes.

Visit The Empowered Educator Online for more tips and ideas.

https://www.theempowerededucatoronline.com/
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In my brief observations, my parent communication and my daily and weekly reflections I
incorporate the words and vision of the EYLF document so coordinators and assessors can
easily see clear connections to EYLF outcomes through my planning and the language used
but parents can also understand what I am talking about! I don’t find a need to tick lots of little
boxes that tell people I am incorporating the core principles of the EYLF….the people who
need to see this should be skilled enough to see it from the activities planned, photos
displayed and my environment and resources…not through boxes ticked and outcome
numbers displayed. If they can’t then I would ask why not?

Visit The Empowered Educator Online for more tips and ideas.

https://www.theempowerededucatoronline.com/
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I don’t wander round with a pen and notebook in my hand to catch an observation because I
need one that week…I’m too busy engaging and interacting with the children. I take a few
photos as we play, store them in the child’s computer folder and come back to them when I
have a few minutes at rest time or on the weekend. I don’t have a class of 30 children so I
remember the special moments a few days or week later. I don’t document everything….just
those moments that stand out and show me how to support that child to continue to move
forward. Some weeks I might do 3, other weeks I will do none. It all comes together in the end
and I always have my daily reflection/parent communication sheets to use for program linking
for the fortnight if I haven’t yet completed a formal observation.

Visit The Empowered Educator Online for more tips and ideas.

https://www.theempowerededucatoronline.com/
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In regards to all the inevitable paperwork that comes with running your own business the only
thing I can say is embrace your computer and stay on top of things by being organised. If you
let it slide it will all come crashing down on your shoulders!

I have used Harmony for educators because I don’t want to work out all the accounting and
fees and it helps me keep organised with invoicing parents routinely. There are now lots of
new programs available to suit different types of services and I highly recommend using some
sort of accounting software or educator focused system. You can combine them with
programs like Quickbooks to really get yourself on top of the admin and accounting!

I have used this system for timesheets, invoices and receipts and usually do these on a 
fortnightly basis then email out. It takes me around an hour on a weekend but it’s only once a
fortnight and then I know I am ready for the fortnight ahead. I also keep tabs on what the
parents have paid and write it into their sign in folders (on a form glued to folder inside cover)
so it isn’t hard to keep track of when it comes time to confirm rebates and benefits with a
payment advice and then write a receipt. It's a pretty basic system but I like to see things in
front of me to know where I am at!

I also suggest having a folder (in hard copy) with all administration forms used by your FDC
scheme ready to go with a few copies of each behind the template form. I also have folders
set up on the computer with all forms so that I can quickly find and print when I need
something. Saves a lot of time! Also helpful when coordination units are constantly reviewing
and changing forms!

For new enquiries try having a PDF document of your parent information pack ready to email
out. This can save you a whole lot of time back and forth on the phone! I also suggest having a
number of enrolment packs printed out  in folders ready for new parents or drop ins as well.

  I hope this Simple Series guide has been useful and hopefully helps you feel a little less
stressed…or at least knowing you are not alone out there!

Visit The Empowered Educator Online for more tips and ideas.

https://www.theempowerededucatoronline.com/


Hi Empowered Ed!
Thanks for downloading!

I hope you find this resource useful – I love creating resources to 

support educators in the important work that they do!  All 

downloads are Copyright protected to The 

EmpoweredEducator2017. Not to be distributed , transferred, or 

shared in any form. 

Personal Use Only: This document is for your own personal use. 

You agree that you will not copy, reproduce, alter, modify, create 

derivative works, or publicly display any content from my 

downloads (except for your own personal, non-commercial use). 

No Redistribution: You may not reproduce, repackage, or 

redistribute the contents of these downloads, in whole or part, for 

any reason. This included ‘giving’ someone your copy that you are 

no longer using.  

Clipart / Images: All images used in this printable document are 
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copyright protected to The Empowered Educator. They cannot be
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Enjoy your new resource!

Jodie Clarke

Please note the following information before using...
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You can now join other early childhood educators from around 

the world in the online Empowered Ed Member Hub! This 

resource not only helps you to connect, grow and share ideas 

but also enables you to have 24 hour access  to exclusive 

Empowered Ed training videos, monthly program plans(done 
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