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Hi Empowered Ed!

I truly hope you find this resource helpful.
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.....

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.
Thanks for placing your trust in me....

Jodie Clarke

Interviewing New Families - 5 Strategies To Encourage Enrolment

One of the most important elements to running a successful and proﬁtable home based child
care service is the initial interview you organise and conduct with prospective clients
(parents/carers/families). There is a reason I call them clients – you are running a business,
not interviewing for new friends. This might sound a little harsh but its an important distinction
-you need to maintain an air of professionalism!

In my conversations with educators a common thread seems to come through – they wished
they had listened to their gut and said no to a particular family. The consequence of that
action has usually been late payment of fees, a stressful relationship or a lack of respect from
the parent to the educator.Trust me…It is a lot easier to make a diﬃcult decision at the interview
stage rather than after a child begins attending your service and you haven’t put any trial
measures in place!

Some family day care coordination units will screen/enrol and interview parents before they
reach educators but many do not and therefore it is up to an educator to promote their
business, get new clients and then interview them before care can begin. I personally prefer
this method as I feel it gives me more control to choose the parents and children who suit my
service and the children I already have in my care.

However, even if your scheme does enrol and interview prospective clients before referring
them to you for a meet and greet interview the process and outcome should remain the same
– the parent is not only checking you out but you are also checking to see how well this
parent might suit your service.

You can say no even if your coordination unit has referred them to you. Not enough educators
do this as they are concerned they won’t get any more referrals.

I’m going to help you to overcome this thinking. In this post I’m going to share my 5 top tips
and strategies to ensure you make the most of your initial interview process and in turn grow
your business as a professional service. Let’s get started!

Be clear and ask questions on the phone…
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It is no point wasting your time arranging an interview with a new parent if they do not meet
your current basic criteria. State the vacancies you have , the ages you have currently in care,
let them know the days and hours you work and talk them through the requirements of the
enrolment process before you even think about making an interview date.

I like to take an email address and oﬀer to send them through a pdf copy of my parent
handbook so they can read through more detailed information about my service, see my fees
and get a feel for whether they would actually like to proceed with an interview. This saves me
wasted time explaining all the basics on an initial interview only to have them realise my
service will not suit them because the fees are too high or they need care on a Friday and I
only work Monday – Thursdays.

Don’t underestimate the importance of your time – you are busy – the children in your care
are your current priority – take steps like this to ensure you are making the process more
eﬃcient. Not only does it save you frustration, time and paperwork but it ensures your
business presents as a professional service and you are organised. And that brings me to my
next top tip….

Be Organised…
Book your interview times when you do not have children in care or on your least busiest day.
A parent might want to see you in action but it becomes stressful for everyone involved
including the children you care for if you aren’t able to talk or do your job eﬀectively. Explain
this to the client on the phone before you even set a time.

Set aside days and times you are conﬁdent to have enrolment interviews with clients because
usually they will stay longer than you intended and this can get diﬃcult if you are already very
busy.

Ensure you have a parent information pack ready to go with your branding. I have at least 5
made up ready to go for anyone that makes an enquiry about my service or possible
vacancies. I show you how to put a marketing plan in action and give you 2 pages of
promotion ideas in THIS Simple Series E-book if you need more help with branding and ﬁlling
vacancies.
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At the very least you should have a business card and a brochure with information about you,
your philosophy, your hours of operation, who you are registered with and the current
enrolment process. Lots of photos will help sell your environment too.
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The packs come in very handy when a parent is possibly staying longer than you intended
and you now need to move them along. Ask them to take the pack and have a good read
through now that they have seen your environment and met with you.

Encourage them to call or email you with any questions they have after reading through all
the paperwork and touring your service and then ﬁrmly state that you need to get back to the
children now as they are your number 1 priority!

Trust me – they don’t argue with that one – it is what every parent wants to see. Remember –
you aren’t there to make a lifelong friend, you are interviewing a prospective client so act
accordingly. If you would like some tips on developing your assertiveness skills you might like
to grab the Simple Series E-book on becoming an Assertive Educator.
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Communicate succinctly but eﬀectively…
You don’t need to tell them your entire life story – unless perhaps you are a lot more
interesting than the rest of us! You need to be able to ﬁnd a way to share eﬃciently and
eﬀectively so make sure you know what you want to get across. Write a few dot points
beforehand that you refer to each interview perhaps if you are worried about covering
everything. Here are the main talking points I would consider including….
A little about why you choose to be a family day care educator
A little about your family (you don’t need to go overboard here!)
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Your philosophy and what you love about your profession
Your hours of operation, fees charged, how and when you expect fees to be paid,
policies on booked hours, late pickups, food, excursions/travel and illness.
Your expectations of children and families and then ask for their expectations of a care
arrangement (you need to make sure you are on a similar path here!!)
The ages of the children/child, any developmental concerns they might have and their
current likes and dislikes. You should also make sure to chat about whether they have
been in care before of any of their older siblings have. I ask the parent to bring the child
with them to an interview because I like to see their personality and behaviour in a new
environment so I can get an idea of how they might suit the current dynamic and
vacancy options currently available. It’s also important for a child to feel a sense of
inclusion in this process and for them to feel comfortable in your environment and
around you. Children are wonderful at giving you an honest opinion!

Keep your environment natural and true to
your sense of belonging…
Just because you have a new client coming to view your home and daycare environment it
doesn’t mean you need to give yourself a stress attack cleaning everything and going
overboard with ‘keeping things tidy and perfect’ to show them when they visit. Yes you want a
tidy and hygienic home but as a parent I would be a little concerned if I walked in and was
shown around a home looking like something out a of a catalogue- you work and play and get
messy with children – your home is the children’s space to belong and become – please
ensure you show this.

Yes I know some parents are turned oﬀ by this snippet of reality but you must then ask
yourself if this is the right family for you?!. Are you going to clean up and make things look
perfect every time they drop oﬀ or pick up their child?
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Start as you mean to go on – I’m not saying don’t tidy a little, of course you will….but please
don’t go overboard, don’t set up false expectations from the very beginning, it doesn’t do
anyone any favours!

If you like the children to get messy with craft or outdoor play then discuss this view with the
parent – be upfront. All my parents are told in my interviews that I embrace and encourage
outdoor and sensory play which is often messy so they need to attend in old clothes with a
minimum of 2 spare changes of clothes in their bag! If a parent is uncomfortable with this then
they are not the parent for me!

Talk about outside play, how you provide challenges and manage risk and how strongly you
believe in the value of letting children get messy and explore with their senses each day.
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Allow parents see the real picture and then decide what they are comfortable with because if
they begin a care arrangement with you and come expecting the perfection that was your
orientation/enrolment visit then they will no doubt be disappointed from that moment on
when it no longer is!
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Follow up & decline care if you need to…
Repeat after me…. “I don’t have to love every child or parent that I meet – it is ok not to connect
with some families who come through my doors”
I want you to remember that one of the really wonderful things about being a family day care
educator is that you are running your own business and there is no rule that says you have to
say yes to everyone.

Listen to your gut feeling when you are conducting an introduction meeting. I know money
can be tight and it is tempting to say yes just to ﬁll vacancies but it can be more trouble that it
is worth to get those few extra dollars – trust me….I’ve been around this game for a while now!
So how do you ensure you keep your options open and not just leave the decision up to the
parent?
Do not make any promises at the initial interview – explain that you do have another
client or clients visiting in the next few days and need to think about the best decision for
the dynamics of your current group.
Ask the parent to take home their parent information pack and have a good read
through.
Encourage them to call if they have questions or are uncertain about something in your
information book.
Consider carefully how you felt around this person and their child/children – what was
your immediate gut feeling?Ensure you give them a timeframe! Ask them to call you
within a certain period of time if they would like to move forward in the process.
Advise if you haven’t heard from them by the end of the week then you will be free to
oﬀer the place to another family.
If you feel the meeting went well and would really like this family to become part of your
service then ensure you follow up with them in a similar timeframe to give them the
opportunity to ask more questions or book in for an orientation play session.
I hope the strategies above have inspired you to make some positive changes to your
interview process and you are perhaps feeling a little more conﬁdent about ﬁnding and
keeping the right clients for your business.

You are important and you need to be happy as well as your clients and their children…please
don’t forget that!!
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Hi Empowered Ed!
Thanks for downloading!

Please note the following information before using...

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
my owned by me with the appropriate licences. All images are
copyright protected to The Empowered Educator. They cannot be
reproduced or used in whole or part, for any reason.
You May Not:
Alter or sell my files. All file are for personal use only. You may not
use my items for sale or profit, i.e. print themoff, laminate them
and sell them to others.
Enjoy your new resource!

Jodie Clarke

Empowered Educator E-Guides
Thanks for downloading - got questions?
Contact : support@theempowerededucatoronline.com

Connect online with The Empowered Ed Community

FACEBOOK

PINTEREST BOARDS

INSTAGRAM

FACEBOOK GROUP

NEED MORE HELP?
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
for you!), activity guides, printables, Ebooks and the
professional tips and strategies that you need to not only
simplify and clarify but also to feel empowered, supported
and inspired to try new things - without the judgement,
without the jargon, without the overwhelm! Click the red
button below to learn more and join the waiting list for new
enrolments.
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