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Why is it important to run your
Family Day Care service as a small business?


We need our families (our clients) to pay us on time, and
respect our time and environment.



We need to be organised with our book work for tax and
auditing purposes
And the most important reason:



We need to be respected and valued within the child care
industry.

How can we engage in effective business
practices?


Always work as though you are about to be spot checked
This includes:
 Promoting yourself as a small business
 Being organised and having accessible paperwork
 Ensuring safety and hygiene
 Always being compliant
 Being prepared to answer questions
Study the Alina Dan Self-Assessment Guide to assist you

Making your business unique


As Family Day Care Educators registered with HAFDC, we are lucky to be
supported to work to our strengths and our own beliefs.
It is important that you find your niche and to make Family Day Care
work for you.
- Do you offer flexible hours?
- Do you transport children?
- Do you have teaching experience?
- Do you have a Montessori background?
- Do you have a large outdoor play space?

Your business will always be progressing and changing but it is important to
know what makes your business special.

Offering good customer service
Be as consistent and reliable.
While not always possible, to have consistent care that families can rely on will show
that you are a professional business. You could look into working with a Relief Educator.


Be flexible but ensure families respect your personal time.
A benefit of FDC for families is flexible hours. Discuss booking times with families when
signing the child’s CWA. Remind them that they are expected to meet these times. You
should state on your fee schedule the dollar amount you charge for early or late pick up.
It is important that you stick with your decided opening hours. You could look at having
an out of office message on your emails, and messagebank on your phone.
You may need to display your opening hours on the entrance.


Research what is appropriate for your area.
The services that you offer can reflect this for opening hours, transport and drop
offs/pick ups, meals.


Showcase a professional environment


Keep the family in Family Day Care but ensure the environment is set up
in an impressive way.
This could include having toys stored so that they are inviting; having policies and
procedures on display so that families can see what you are working
under; having your personal items away; and having everything clean and tidy.
Include the day care children in your cleaning routine and don't feel like
everything has to be done outside of work hours.


Stick to a routine with your own family and ask for their help with
keeping organised

Share your achievements


Show your families that you are actively working towards offering a
high quality service.
Showcase your achievements and qualifications. We have worked hard
to get to where we are so why not show it off!

You can also share with families when you have participated in
professional development.
This will show them that you are actively working towards offering the
best service for their children.


Create a Logo and Business name


This will help you to be recognised in the community and
will become a reference point for potential clients



It can be included as an email address, on business cards,
advertising, website, Facebook, invoices and receipts,
personal policies, newsletters and on letterheads
for notes to parents



Your logo could be designed by a professional or created
in a word processing program using clip art.



Your business name and logo should reflect you and your
philosophy. Ensure the name sounds professional.
Keep in mind the name may be shorted to the acronym.

Wear a uniform




Ensure it is comfortable and
professional

Aim to look neat and tidy, and be
proud with what you wear.

http://www.advancedesign.com.au/
https://www.uniformstore.com.au/
http://www.uniformguys.com.au/

Market Yourself


The way you market your business will depend on your local area and the demand
for care. It is important that you research your demographic.



There are many options for advertising:
- Flyers for letter box drops or distributing in the community
- Posters to place on notice boards, including child health nurses, hospitals, library,
playgroups, supermarkets, doctors, playgrounds
- Ads on Gumtree, in newsletters and newspapers, on websites such as Care for Kids
- Ads on Facebook groups, and buy and sell pages



When developing your marketing, it is important to:
- Make it eye catching
- Use straight to the point language and make it easy to read, sometimes less is more.
Describe what is great about FDC, and your service in particular. Use words such as
professional and quality.
- Use photos
- Ensure contact numbers and addresses are correct



In accordance with the Education and Care Services National Law section 104,
Family Day Care Educators are required to state the name of the Service they
are registered with on any advertising.

Market Yourself


Word of mouth is such an effective way to market your business. By
building a good reputation in your community, you will always have
people passing on your details. Encourage your current families to tell
their friends and family about you!



Wear your uniform while you are out in the community with the
children to promote your business. Start talking to people you meet.
Always act like a professional. You never know when you might come
across a potential client.
Carry business cards with you so you can quickly pass on your details.



You could consider a car sign or sign for outside of your business.
There are many different online templates to use for creating
marketing tools. Companies such as Vistaprint always have sales on.

Market Yourself


Use social media to promote you business.
Have a business page on Facebook and Instagram where you can post:
Photos of your environment
Photos of activities and experiences
Quotes that reflect your philosophy
Articles that support families
Links to local events
Be confident with what you post! Sell yourself!



Developed a website. A google search will help you find free website builders which are really
easy to use.
Ensure your ‘About Me’ page states your qualifications, experiences, philosophy, opening
hours, and what you offer.
It is important to make a great first impression!



Market yourself via Educational Posts eg:
“Look at our fantastic Pre-Literacy activity we have...…”
“It has great to investigate some more the topic of...……..”
“We love to research about……..”



Avoid too many Posts about Vacancies as it emphasises the lack of occupancy



Aim for virtual tours that showcase all areas of your environment and the experiences you
offer.

Keeping up to date
Be aware of changes and events in the child care industry.
Follow the news, keep in touch with your Consultant and HAFDC, read
Jigsaw magazine and read Family Day Care Australia Matters, sign up
for ACECQA information, check Hubworks regularly, and follow Early
Childhood Australia.


Be on top of the frameworks and policies we work under.
Ensure you have access to
- Being, Belonging, Becoming: The Early Years Learning Framework
- National Quality Standard
- Education and Care Services National Law
- Education and Care Regulations
- Family Assistance Law
- Staying Healthy in Child Care
- HAFDC Policies and Procedures


Keeping a link to these on your computer or smart phone is helpful.

Compliance is everything!
When signing your Educator Code of Conduct you are agreeing to
following all of the laws and regulations. These laws come with monetary
fines for not being compliant.








By not following rules, you are also at risk of your business closing.
NON COMPLIANCE = NO BUSINESS

It is important to follow up any recommendations from your Consultant in
regard to changes that need to be made in your service.
Ensure you are aware of when your compliance requirements are due to
be updated so you can complete any tasks required in plenty of time. If
you are not compliant, your registration will be ceased.

Communicating with families


It's important to be friendly yet professional with families. From your initial
contact with them we need to promote ourselves. We need to be honest and
ensure they respect our rules.


Accept differences and offer support but don't get too involved.


Remember that not every care situation will work out

It is important to be a support for your families but we need to remember not
to take on too much of the family’s personal life and not to take things to
heart if care doesn't work out.

Paperwork
Be organised, especially with new families.
Presenting all the enrolment forms in a folder will help the families stay organised too. If you
show professionalism straight up, it will ensure a good start to care and hopefully will continue.
Have a profile booklet that includes information about you, your service, and your rules that you
can send to prospective clients.
Prepare questions or a checklist and a ‘tour’ for your interview process, and have a step by step
plan to assist with orientation.


Find out preferred communication methods
Keep a paper trail of everything you send out to families for future reference. It is also
important to get to know the families preferred method of communication. Some might prefer
email, while others work better with hard copies. We also need to take into account who we
need to communicate with, especially if there are two separate households, or if someone
different is picking up.


Seek advice when editing documents
Nothing looks more unprofessional than things that don't make sense or are full of spelling
mistakes.
Send documents in pdf form so that they keep their original formatting.


Paperwork
Approach accounts professionally
We need to approach accounts efficiently. While it's not always easy and there are
circumstances that may affect payments, but it is really important to make sure
you are getting paid on time and to not let late accounts get out of hand.
If we don't get slack and don't allow too much leeway the parents will make our
payments one of their priorities.
Look at having a separate bank account for parents to make payments into.
Have a weekly procedure for issuing accounts, receipts and reminders.
Use your logo and ABN to promote professionalism.
Holistic Approach offer a service if you ever need their help for debt collection.


Use HAFDC resources and refer to the head office
Always refer back to your original contract that the parent signed and the
HAFDC policies and procedures.
It is important that you are compliant with all permission forms and tasks that
you are required to complete. Ensure parents understand the importance of
being compliant and being covered by your public liability insurance.


Conflict Resolution
Unfortunately conflict is sometimes part of life. The most important aspect of conflict
resolution is being ‘proactive’ rather than ‘reactive’. Although it is difficult to put your
feelings aside, it is vital to take a breath and react professionally to find a solution.











Firstly find out the facts. Work out whether it is a misunderstanding rather than a
conflict. Often problems can be easily solved.
Take on the other person’s point of view. Try and find out why they are reacting the
way they are. There could be many reasons that effect them. While this may not
excuse them, it may help you see their side. Try not to be judgmental.

Try to come to a solution that works for both parties. This may mean some negotiation
on both sides, but make sure you are non-negotiable with your rules and regulations.
Approach situations as soon as possible. Getting situations sorted quickly will ensure
you don’t spend time worrying or the situation getting worse.


Be direct with your concerns. Be confident.


Use conflict as a chance to learn.

Managing your time wisely
to reduce stress
• Keep a to do list displayed so that when you have a free minute you can check
something off the list. When you tick something off, ensure you do it mindfully to give
yourself the satisfaction of achievement.
• Learn to prioritise and focus on the most important tasks. Delegate if you can.
• Make a start and get on a role. Make the most of every minute! Thrive on being busy
rather than becoming stressed by it.
• Find what motivates and inspires you – it could be music, it could be coffee.

• Complete tasks first thing in the morning or last thing of an afternoon when not as
many children are in care.
• Learn to say no. You can do anything, but not everything!
• Clean up as you go so there's not as much mess at the end of the day.
• Do timesheets at the end of everyday so you don't have to do them in one big lot.

Managing your time wisely
• Keep phone calls short, and let visitors and household members know that you are
working so can't spend all of your time entertaining them.
• Keep social media and non work related Internet use to a minimum.
• Choose days to stay at home without excursions. Give yourself a bit of extra time to
complete tasks at home.
• Keep your paperwork systems as organised as possible. Schedule in time to keep your
storage and filing up to date.

• Do everything you can while its fresh in your mind, that way it will take less time to
think about it. Do it right the first time so that you don’t have to redo.
• Have checklists and routines in place that guide your day.

Managing your time wisely
• Keep activities and paperwork as simple as possible, don't overthink and
complicate. Stick to what you are strong at.
• Get yourself in the mindset that we are professionals that need to work hard on all
aspects of the job.
• Respect that the children are under 5 and they are still learning to wait, listen and
play.
• Encourage the children to be as independent as possible with packing up and
following routines.
• When completing paperwork have 'easy clean up' activities out.
• Stick with your ‘knock off’ time and leave work at work.
• Take one step at a time to keep a clear mind.
• Ensure you allow yourself some ‘me time’ during each day to take care
of yourself.

Building a relationship with HAFDC, your
consultant and other educators
 They can offer advice and support.
FDC can be an isolating role so networking and working with others is
so important not only for business related questions but friendships
and ideas as well.
HAFDC are so supportive and are all about assisting educators to be
the best they can be.


It is never an issue when contacting the office and our management
and consultants are very hands on and approachable.

Critical Reflection


Critical reflection is a cycle which includes: observing our current practices, assessing what is
(or not) working, developing an action plan and implementing the specific action steps to
achieve quality improvement.

- Critical reflection should be authentic, meaningful and honest.
- It should become evidence for why you do what you do in your service and why you have changed your thinking.
- It should reflect on your beliefs and how you are feeling.
- It should include the voices of educators, team members, families, and children.
- It should be deeper than your daily reflections and your general house keeping notes.
- It should pull everything together and be a key component of your documentation, programming and planning.
- It should identify strengths, achievements and areas for growth.
- It should guide decision making.


The way we critically reflect in our services and on our practices will be as individual as each service.
A critical factor to be aware of is understanding that we should allocate time for reflecting. It could
occur daily, weekly, monthly, or according to the individual situation/environment.
Ideas to consider:
Reflective Journal, reflective questions, digital programs, templates, embedded in
documentation. More information is available from ‘Critical Reflection – The Holistic Way’





A Quality Improvement Plan will also support your progress.

Setting Goals







An important part of progression is setting goals to work towards.
These can be immediate, short term, long term or on-going.

Writing down your goals with supporting strategies will help you to be
accountable. Talk to your Consultant.
Goals can be simple to do lists, or a challenge for you to overcome.

Set goals with the end in mind. Set a date in which you would like to achieve your
goal by.

http://www.hr.virginia.edu/uploads/documents/media/Writing_SMART_Goals.pdf

Helpful resources

Words to
live by!

