
Handbook Guide
Includes information, samples and templates in preparation for host families
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Introduction
This handbook guide is designed to help you prepare 
for the arrival of your au pair and may be used for many 
years to come.

It is wise to invest some time in preparation for 
your au pair over the next couple of weeks. A clear 
understanding of expectations lays the foundation for a 
happy au pair/family relationship and provides a valuable 
tool for training and reference.

During the first week(s), when you are helping your au 
pair settle, you may use this as your training manual. As 
time goes by, the handbook can be a point of reference 
for your au pair.

Writing a handbook also makes you realise that there is a 
lot of information to share and a lot to learn for your new 
au pair to get used to the lifestyle and routines of your 
family.

If you are specific about what you need/want/expect 
from your au pair, she will be more likely to meet your 
expectations. Feedback from parents indicates that the 
more specific you are; the better results you will achieve 
together.

Good luck with the preparation.

If you have any suggestions for the handbook guide, 
please let us know.
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We recommend that your handbook contains:

1. Time table or duty planner including 
children’s activities, tasks and meals

2. General information about family 
members, especially those cared for 
by the au pair

3. 

4. Activities in more detail

5. Tasks in more detail

6. Meals in more detail

7. Play and Care Guide & Safety ‘training’ 
appropriate to your children and 
specific to your environment

8. Use of Car

9. Guest/family member in our house

10. Local area

11. Emergency information & insurance

SECTION 2 

Checklists
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Tip
If your au pair has a phone with a camera, encourage her to take pictures of instructions/examples such as a complete school 

uniform or items needed for a complete lunch box.

In Section 2 we have included some handy checklists.
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To create a timetable or planner, you may wish to use one of 

these samples or templates. Some families have a timetable in 

their family letter, you can simply use the same timetable in the 

handbook for reference.

• Usual Work Hours: > 40 per week

• Usual Work Days: Monday – Friday

• Some flexibility will be required with childcare times 
and hours to allow for child illness, school holidays and 
changes to routines or parents work schedules.

1. Timetable or duty planner including 
children’s activities, tasks and meals

Sample Au Pair Planner:

Monday 9am – 3pm
9.30am – 11.30am

Jessica to School
Lewis to Playgroup

Tuesday 9am – 3pm
9.30am – 10.15am
5.30pm-7pm

Jessica to School 
Lewis to Gymnastics
Jessica to Athletics

Wednesday  9am to 3pm
9.30am – 11.30am

Jessica to School
Lewis to Playgroup

Thursday 9am – 3pm Jessica to School

Friday 9am – 3pm
9.30am – 11.30am

Jessica to School
Lewis to Playgroup

Weekly Activity Timetable:

Note
The childrens’ timetable will most likely change from term to term as we begin and end various seasonal and school-related 

activities. Lewis is due to start 3 afternoons at preschool in August.
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A Typical Day Example:

Sample Au Pair Planner 2:

Children wake and rise. Lewis has a bottle of milk; Jessica has a warm hot chocolate drink.  
The children get washed and dressed and watch childrens’ morning TV. 

Breakfast time, cereal, toast, fruit, juice. On the weekends we often have a cooked breakfast of beans, bacon, eggs pancakes or waffles. 
This is eaten at the childrens’ red table in the kitchen. 

Leave the house to drop off at school by 9am, then on to Lewis’ activities. 

Morning activity, usually out and about; Attend local playgroup, run errands.  
Visit the park or friends, the library, the beach, Play Castle or Fantasy Fun. 

Morning tea: fruit, crackers with slices of cheese, or sandwich with water.

Lunch time: sandwiches, fruit, boiled eggs, sliced cold meats, water, dried fruit, popcorn, pretzels or a hot meal like beans on toast, 
macaroni cheese.

Lewis has recently stopped his afternoon sleep although he still needs one occasionally. We normally have quiet time, a movie/TV, stories 
or puzzles. A quiet indoor game for an hour or so.

Afternoon activity - out or playing at home, art, craft, play-dough, music, outside play, toys etc.

Leave home to collect Jessica from school by 3pm. 

Afternoon tea and quiet time for Jessica, homework then some afternoon play at home.

Hot dinner served to children. Popular choices are fish, chicken burgers, sausages, beef mince - all served with potatoes, rice or pasta 
and steamed vegetables.

Bath time - the children share a hot bath or sometimes Jessica will shower separately. Hair is washed every second day. Bubble baths with 
bath toys are popular. After baths the children dress in pyjamas and brush their teeth.

The children wind down with a story each in their bedroom and are tucked in ready for lights out at 7.30pm. Lewis goes to bed with a 
bottle of milk. Jessica needs to go to the toilet before bed.

6:30 

7:30

 
8:45

9:15 

9:30

11:45

 
12:15 

1:15

2:50

3:15

5:30 

6:15 

7:15

MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY

Help kids get up & ready, incl. (simple) breakfast. Need to leave the house approx 8.20 to drive Child 1 to school for 8.45 start

Tidy kids rooms, organise kids laundry

Drop Child 2 at Nursery, 
5 min. from school

Time with Child 2, incl. 
making lunch for you 

and Child 2

Time with Child 2, 
incl. making lunch for 

you and Child 2

Drop Child 2 at 
Nursery, 5 min. from 

school

Time with Child 2, 
incl. making lunch 
for you and Child 2

Time out Time out

Collect Child 1 from school at 3.15

Time with both kids

Child 1 swimming 
lessons 16.30 - 17.00 

in xx

Child 1 Club 
Francais 16.00 - 17.00 

in xx

Make lunch boxes for next day. Prepare and share light meal for you and kids or eat with adults later if you prefer. Bath for the kids 
and pyjamas on. Time to relax and watch TV until one of us comes home, latest is 7pm. 
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Introduce each family member in the same way as you did for the 

family profile letter, add more detail if needed.

The handbook is a great way to communicate in writing and give an 

overview of your family life.

Agree in advance how often and how you will communicate ‘daily 

stuff’ - some families use daily notes on the fridge, a diary or sms 

messages.

Explain and show your au pair how you would like her/him to 

communicate with the children. How much do you explain to the 

children or do you simply say ‘do it’.

• Favorite activities, toys & games

• Favorite food

• Time on homework

• Friends

• Health

• Communication

2. General information about family 
members, especially those cared for by 
the au pair

3. Communication

For the children, please include:

You may want to include the following:

How would you like your children rewarded? 
Praise and encouragement are key but discuss 
star charts, sweets, toys etc?

How would you like your children to be 
reprimanded? Naughty step, time out, remove 
toys?

Should never use Physical discipline such as 
slapping or smacking - this is illegal.

Together, you agree on clear boundaries for 
children’s behaviour.

Agree what you feel is the correct approach to 
unwanted behaviour, according to the child’s 
age and level of understanding.

What behaviour/incidents would you expect a 
‘report’ on?
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Smart Au Pairs recommend that all au pairs and families schedule regular reviews. During the first 4-6 weeks, these can be weekly.

• Make notes before you talk

• Explain what needs improvement and be specific

• Explain how serious the issue is and why

• Agree on a timeframe

• Write it down

Sometimes you may need to have difficult conversations. 
Be direct and don’t wait too long. Here are some tips:

Serious issues?

You may want to include the following:

We suggest you start with the things the au pair 
is doing well, give specific examples

Explain what needs improvement, be specific

Offer support, explain and show points of action

Help your au pair with star charts, checklist etc. 
if needed

Make sure your children can see the au pair is 
part of the parenting team

Here are some questions we suggest:

How are you enjoying Australia so far?

Have you made some friends yet?

Have you made any plans to explore and go 
sightseeing?

How are you finding it living with our family? What is 
different from your family? 

Are you missing your friends and family from home? 
How do you stay in touch? 

What do you enjoy doing most with the children?

What do you find challenging with the children? 
How can we help? 

Is the au pair position what you expected? What 
is different?

How are you finding the hours? Is the timetable 
clear? 

Anything you want to talk about?

Feedback meetings

And also give your au pair feedback

Note
If you feel this issue(s) cannot be resolved between you and your au pair, please call Smart Au Pairs. Our team members are able to 

speak to your au pair. Sometimes an additional conversation can make a big difference.
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Please consider the following:

4. Activities in more detail

Scheduled activities
List each activity such as weekly swimming or music lessons. 

Explain time and location, parking, what to pack. Is it pre-paid 

or do they need to pay on the day?
Activities at home
List activities such as craft, play-dough, music, toys and show 

her where items are stored. Suggest a few favorite books and 

discuss some quiet time ideas too. Agree on TV and screen 

time. Remind her that toys are tidied after play.

Play-dates & friends
List friends nearby who may be available for play-dates and 

discuss how often and how many friends are allowed over. Talk 

about your au pair organising play-dates with other au pairs. 

Agree clear boundaries.

Activities nearby
List activities in your area that you can recommend. Start with 

the local park for a quick outing and also areas for ongoing bad 

weather. Explain and recommend time and location, parking, 

what to pack. Is it free/pre-paid or do they need to pay on the 

day? Is there a weekly budget or paid activities?

Activities in the garden
List activities such as bikes, sandpit, playhouse. If you have a 

swimming pool, please explain pool safety in detail.

Tip
Remind your au pair to always pack sunscreen, hats and a water bottle.
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Please list daily and weekly tasks for your au pair and also suggest how you would like her to look after your home as a member of the 

family. See below for a sample of tasks in detail.

We usually try to do a load of children’s clothes and linen most 

days. When you are on duty we would like you to be responsible 

for the children’s laundry. This means washing, drying (we prefer 

to dry clothes on the washing line if the weather is fine), folding 

and putting away the clothing and linen.

Parents take care of their laundry and linen.

After each day, outdoor toys; bikes, sandpit toys and playhouse 

contents need to be tidied and put away, indoor toys need to be 

brought inside. The lid to the sandpit needs to be closed.

We would like you to be responsible for cleaning and tidying your 

bedroom/bathroom and belongings (including laundry and linen).

5. Tasks in more detail

Laundry Play Area and Toys

Your Things

Tidying Children’s Bedroom
The children’s bedroom will be your responsibility 
on your work days, specifically we need you to:

We love to come home to a tidy house each night as it 
means we have time in our evenings to focus on other 
things. Please:

Tidy kids toys away to their bedroom or toy box

Keep dishwasher up to date  
(When full, run the cycle, empty and put away 
dishes and load dirty dishes)

Keep kitchen bench tops clear and wiped

Sweep kitchen floor at the end of the day  
(children drop plenty of food during meals}

Make beds daily

Change and wash linen once per week

Tidy room at the end of the day

Dirty linen in washing basket 

Put away clean linen

Toys in toy boxes, books on bookshelf

General tidy up

Weekly vacuum

Tips
• Agree for all adults in the house to tidy their own belongings and clear up after snack and meal prep.

• Agree what you expect from your au pair on her days off, especially around meal times.

Smart Au Pairs | Australia | 9
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We suggest that you split information in breakfast, lunch and 

dinner suggestions plus lunchbox options, if relevant. Give some 

suggestions and some full recipes and show her how to cook some 

family favorites.

Agree on snacks between mealtimes and limits on certain food or 

drinks.

Your au pair may have very different eating habits. Talk through 

these and agree what’s fair. Most families expect their au pair 

to eat the same as the family with a few extras she may add to 

the shopping list each week. Other extras can be purchased with 

pocket money.

6. Meals in more detail

• Explain what you consider a ‘healthy balanced diet’

• What is your policy on chocolates, lollies, chips, etc. (be 
specific)

• What sort of things do your children like?

• What sort of things do you want them to eat and not eat?

• Cover breakfast, lunch and dinner separately

• Is there a maximum or a minimum you want them to eat at 
mealtimes?

• Where do you want them to eat? In the kitchen, the dining 
room, in front of the TV?

• Consider a meal planner for the first few weeks

• Who decides on meal?

• Who buys the food?

• Is there a shopping list?

• What do your children drink?

• What do you expect the au pair to drink?

• Wash hands

Here are some things to consider:

Tip
You may want to start collecting a few easy recipes that your children like.
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This section is highly dependent on the ages of your children and 

on your local area.

Some au pairs will have a lot more ‘common sense’ than others and 

cannot be expected to ‘know it all’ as their experience with children 

varies dramatically.

Some children will push boundaries more than others. Agree with 

your au pair to double check with you rather than accept a child’s 

statement on what’s allowed or not.
Each local area is different, please take time to explain 

your area and how to be safe.

7. Play and care guide & safety ‘training’ 
appropriate to your children and specific 
to your environment

The Au Pair Training Manual includes 
information on:

• Snakes & spiders

• Sun & Sea

• Road safety

• Bush fires & flooding

• Using public transport

• Staying out late

• Cyber safety & 
Permission

• Emergency contacts

• Can your kids be alone at any time? At home whilst the au 
pair pops to the shops?

• Can your child walk/cycle to/from a friend nearby?

• Can your child cycle/scooter/skate board on the road?

• Does your child need to wear a helmet?

• Time off

• Internet/Mobile phone/Car use

You should also discuss:

“The best part of being Au Pair in Australia is getting to know so many great people, especially my 
lovely host family... I could not have asked for a better family to stay with”
Johanna | Au pair from Germany
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We often get questions about driving, car insurance and excess so 

please clearly agree on this with your au pair. This information is 

also on your invitation.

 

Some road signs and rules are different in Australia and there are 

also differences by state.

Please read:

http://www.australia.gov.au/information-and-services/transport-

and-regional/roads- and-road-transport/road-rules

8. Use of car

In your first couple of weeks we expect you 
will be a little unsure about driving on the left 
hand side of the road. I will book a couple of 
lessons with a driving instructor to help ease 
the transition, you can then take your time to 
practice our regular local journeys.

This is what we recommend you 
agree with your au pair:

While you are on duty you will have access to the vehicle for school 

runs and activities. We cover all running and maintenance costs of 

the vehicle.

You will have access to the vehicle for personal use, on request, as 

we will be sharing cars. If the au pair has sole use of the car, you 

may want to pre-approve long distance and late night journeys.

We ask that you cover the cost of petrol when using the vehicle 
for personal use. We will ensure the vehicle is insured for you to 
drive at all times. In the event of an accident an excess will apply. 
If you were using the car while on duty we will cover the excess. If 
you were using the car for personal use, you will be responsible for 

paying the excess.

The excess is $ _______________

While the children are in the car they must always travel in their 

car seats.

After a day’s vehicle use, we would like you to empty the 

belongings from the car and clear away any rubbish to keep the car 

tidy for the next day’s use. We will do the same for you when we 

use the cars.

Note
Traffic fines in Australia can be up to 10x higher than Europe. Your au pair is responsible for paying any incurred fines.

Important
It is ILLEGAL to leave a child UNATTENDED in a car in Australia.

http://www.australia.gov.au/information-and-services/transport-and-regional/roads- and-road-transport/road-rules
http://www.australia.gov.au/information-and-services/transport-and-regional/roads- and-road-transport/road-rules
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9. Guest/family member in our house

We hope you will treat our home as if it were 
your own. We have Music, TV and DVD facilities 
in the main living room you are welcome to use 
as well as TV in your bedroom should you need 
time out or just wish to watch a different channel 
to us.

You may use any of our sporting equipment, 
books and electronic equipment. Feel free to 
use the kitchen to cook or bake, if you enjoy 
it. Please help yourself to food and drinks 
whenever you are hungry, you don’t need to 
wait for meals.

We welcome you to cook your favorite meals for 
us if you would like. If there are particular foods 
you like let me know and I’ll try to get those in 
the grocery shopping.

Here is a sample for this section:

• No smoking in or around the house, car or children

• Please discuss when inviting male/female friends to stay 
overnight

• During the week, back by xx (time)

• During the weekend back by xx (time)

• Mind your language (and attitude)

• Limit your alcohol intake and strictly no drugs

• Lock doors and windows when you go out 

• We respect each other’s space and knock before entering 
bedrooms

• Tidy up after ourselves

• We are honest and open with each other

• No mobile or internet use during on-duty hours

• Abide by Australian law

House Rules:

Most au pairs bring a phone from overseas and may need help to 

get a sim card.

We recommend you explain the limits of your data and discuss 

usage in depth.

Use of mobile Use of Internet

Note
Mobile and Internet should be used during off-duty hours only.

Smart Au Pairs | Australia | 13
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It is a good idea to provide your au pair with navigation in the car 

if she has to drive your children. Explain how to pay for public 

transport (Opal card or local equivalent).

 

Googlemaps also show local businesses and directions.

Please visit:

https://www.google.com.au/maps

Handy websites may include:

10. Local area

• Children’s activities

• Nearby parks and play areas

• Nearby shop(s) for groceries

• Library

• Bus stop/train station

Please help your au pair by providing 
addresses and directions to:

• Your public transport system such as  
http://www.transportnsw.info

• Mums groups with local activities such as  
http://www.northshoremums.com.au/rainy-day-activities/

We recommend that you keep an up-to-date contact list, kept in a 

central place.

Explain how to dial 000 and what to say.

Your au pair should provide you, and Smart Au Pairs, with their 

emergency contact details and travel Insurance details.

11. Emergency information and insurance
Please include the following numbers:

Emergency 000

Mum & Dad mobile and work numbers 

Neighbours

Grandparents

Nearly friends and family
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These checklists can be used alongside your handbook.

Keep in touch with your au pair to answer any last minute questions.

Before Au Pair Arrival

Remember this is a cultural exchange program; be 
prepared to welcome your au pair as a member of the 
family. Instructions are needed to ensure responsibilities 
are clear but she is not an employee.

Have a welcome/info pack ready for your au pair. We rely 
on the host family to provide information that is relevant to 
your location and your family.

• Maps - indicating school, playgroup, 
supermarket etc.

• Weekly schedule – detailing children’s 
activities and routines

• Meal planner

• Contact list

• Childrens art work, ie. welcome signs, letter 
to the au pair from the children

Make sure you have a spare key to the house

Make an au pair notebook for daily notes, planning and 
feedback

Make a card with all important telephone numbers, 
including instructions on calling 000 Organise driving 
lessons and provide road rules, if necessary

Prepare a list of fun activities that your au pair can do 
with the children in the first couple weeks Prepare a meal 
planner with sample breakfast, lunch and dinner menus for 
the children

Prepare your children for the au pair’s arrival. Talk to them 
about the au pair, show them pictures and ask them to help 
with preparation. (see above)

Help the children understand in advance that the au pair 
will be a member of the family but ‘on equal footing’ with 
parents when it comes to instructions etc. Not listening to 
the au pair is the same as not listening to the parents.

Have the house, bedroom and bathroom ready for the 
au pair, again, involve children even if it is just making 
the bed together and choosing a few toiletries. Decide 
in advance where you would like your au pair to put her 
‘things’ especially in shared areas such as bathrooms, 
shoe racks, coat racks etc.

Discuss with your partner about joint dinners. Some nights 
you might prefer if the au pair eats with the children.

Agree and confirm ALL travel arrangements. Have you 
both signed the Invitation?

SECTION 2 - AU PAIR HOSTING CHECKLISTS

Smart Au Pairs | Australia | 15
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We always recommend a weekend arrival, it gives the au pair a chance to meet all family members during leisure time. Try to dedicate this 

weekend to ‘introductions’ and keep it free from inviting other friends & family over.

Au Pair Arrival (First Weekend Together)

Spend the weekend getting to know your au pair. Ask 
about her family, friends, and her home town. 

Go through the handbook together, in depth.

Discuss weekly schedule and explain in detail about 
activities, duties, meals, routines and expectations.

Clearly discuss important issues such as discipline and 
authority. It is vital to be clear and ‘start as you mean to go 
on’. Remember you need to empower your au pair to take 
responsibility for your children.

Talk through emergency services, and how to dial 000. 
Book a First Aid course accordingly.

Establish ‘private space’ and explain to both, children and 
au pair, that her bedroom is off limits to the children to 
ensure she has privacy.

Present role-play scenarios, eg: the kids won’t eat their 
dinner – what would you say/do? Not going to bed, not 
doing their homework etc.

If the au pair is driving the children, allow plenty of time for 
driving lessons, driving practice, navigation and show him/
her how to put children in child seat/seatbelts etc.

• Explain the car rules concerning your children

• Discuss parking (and parking tickets), 
emphasise never leaving children in the car 
alone, not even for a second.

Talk about her/his role within the family responsibilities 
– such as unloading the dishwasher, help with meal prep 
and clean up, general tidying, washing

Show her how to use appliances: dishwasher, cooker, 
washing machine, juicer Show her what goes where (in the 
kitchen especially)

Show her how you would like your laundry sorted, washed

Agree telephone courtesy – when can she take incoming 
calls (some people use the phone a lot!) we suggest not 
during work hours

Help her with International dialing and let her call home. 
Agree how often and how long she can use your telephone 
for personal calls. Suggests she uses internet to keep in 
touch and/or her own mobile

Agree on phone/internet use. – how much, When and what 
– downloading software, use of dating sites etc. Discuss 
privacy and protection of family photos on the internet 
(Facebook, blogs etc)

More role-play ‘what do you do when a stranger comes to 
the door?’ etc.
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During the First Week Together

During the First Month Together

We strongly recommend you spend their first working 
week together. It will give you both a chance to get to 
know and trust each other

Show her every task by doing it yourself first, letting her 
have a go with your supervision and then letting her do it 
independently

Demonstrate, rather than explain – it will be so much 
clearer!

Implement the weekly schedule throughout this week; 
demonstrate, explain and adjust where needed.

Organise family activities that you can do together but are 
easy to replicate on her/his own. For example, a trip to 
feed the ducks, a trip to the swimming pool etc.

Take her food shopping and get some food she likes too 

Encourage her to cook meals from her home country

Have at least one family meal together and simply have 
‘small talk’

Cook a couple of simple meals together and show her how 
to prepare the basic foods that your children like

Introduce her/him to neighbours, school mums, teachers 
and the local area

Give plenty of opportunities to practice driving and local 
navigation

Agree on car usage including personal use, cleanliness, 
and long-distance use

Help her organise a bank account, sim card, tax file 
number, Working With Children’s Check

Teach your au pair what to do in case of a power-cut and 
also cover more serious emergencies to ensure she has 
remembered.

During the first month it is very important to have regular 
(weekly) feedback meetings without interruption from children

• Ask your au pair bring 1-2 things to talk about 
to the meeting

• Discuss how she/he is bonding with 
each child and any difficulties she/he is 
experiencing

Review the weekly schedule together

Encourage your au pair to attend our Meet and Greet 
sessions, meet other young people, and plan day trips with 
the family to show her some sights

Make lists - have them on view for au pair. If any of the 
tasks are not yet done the way you require, offer to make a 
‘step-by-step’ list for this task and demonstrate once more.

Talk, talk, talk, communication is the key to a successful 
au pair experience.
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Would you like to know more? How to get in touch with us:
Please visit our website for more information: Please email or call:

www.smartaupairs.com.au/partner info@smartaupairs.com.au 

+61 (2) 9451 3888


