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1. Family Culture & Communication

Family Culture:
1. Our family traditions, activities, and cultural events include:
2. Our faith and religious practice: 

3. Our connections and involvement in our community: 

4. Our family values and goals:
5. Our goals for our children: 

6. Our goals for you and the au pair program:

7. Our biggest accomplishments as a family:  

8. Our family meals:
Communication

1. Our communication style is:

2. We prefer you to bring up potential concerns and issues by: 
3. If you have a concern you have a hard time voicing, we suggest: 
4. Additional information about family communication preferences:
2. Family Member Profiles

	Parent 1
	[Insert Name]

	Birthday / Age
	Birthday:

Age:

	Profession / Work
	Job Title: 

Employer:

Work Hours:

Contact:

	Contact Information
	Cell:

Email:

Social Media:

	About Me
	Insert intro




	Parent 2
	[Insert Name]

	Birthday / Age
	Birthday:

Age:

	Profession / Work
	Job Title: 

Employer:

Work Hours:

Contact:

	Contact Information
	Cell:

Email:

Social Media:

	About Me
	Insert Intro



	Child 1 

school-age
	[Insert Name]

	Birthday / Age
	Birthday:

Age:

	School
	School:

Address:

Phone:

Hours of Attendance:

Grade / Teacher:

	Activities
	After School:

Weekend:

Occasional:

	About Me
	Likes:

Dislikes:
Favorite Foods: 
Allergies:

	Parenting & Discipline
	Motivators:

Rewards:

Triggers:

Discipline:
Tips: 

	Medical 
	Allergies: 

Medicines:

Special Needs: 


	Child 2 

pre-school/infant
	[Insert Name]

	Birthday / Age
	Birthday:

Age:

	Pre-School
	School:

Address:

Phone:

Attendance Schedule:

Reminders:

	Daily Schedule 
	Meals:

Naps:

Play:

Bath:

	About Me
	Likes:

Dislikes:

Favorite Foods: 

Allergies:

	Parenting & Discipline
	Motivators:

Rewards:

Triggers:

Discipline:

Tips: 

	Medical 
	Allergies: 

Medicines:

Special Needs: 


3. Sample Au Pair Work Schedule

Per the program rules, au pairs:

· Will not exceed 10 hours per day / 45 hours per week. 
· Will receive one full weekend off each month (Fri evening, Sat, and Sun OFF). 
· Must receive 1.5 consecutive days off per week and work no more than 6 days without a day off. 

· May work 1-2 shifts per day with at least 2 hours off duty between shifts. 

· Will receive their work schedule two weeks in advance for a two-week block of time. EX: On the 1st Sunday of the month for the 2nd and 3rd weeks of the month
*The schedule below is a sample schedule that is subject to change. 
	Day 
	Work Schedule
	Reminders & Checklists

	Sunday
	Start:

Finish:
	·  

	Monday
	Start:

Finish:
	·  

	Tuesday
	Start:

Finish:
	·  

	Wednesday
	Start:

Finish:
	·  

	Thursday
	Start:

Finish:
	·  

	Friday
	Start:

Finish:
	·  

	Saturday
	Start:

Finish:
	·  


Au pairs must receive their work schedule on the 1st of the month for the 15th-30th of that month and on the 15th of the month for the 1st-15th of the following month. 
· The method you will receive your weekly schedule: (written, printed, online calendar, calendar app)

Au pair sick day policy: (What should your au pair do if she is sick and feels she cannot work)

4.Main Childcare / Household Responsibilities
Per the program rules, au pairs:
1. Are responsible for the host families’ child(ren) entrusted to their care. 

2. Are not to serve as general housekeepers or assume responsibility for household management. They may clean up after the children. 

3. Are not a professional “nanny” and does not possess “nanny” level of childcare experience and thus requires close supervision.
	Main Childcare Responsibilities 
	Special Instructions

	1.
	·   

	2.
	·   

	3.
	·   

	4.
	·   

	5.
	·   

	6.
	· 

	7.
	·   

	8.
	·   

	9.
	·  


5. Daily Reminders & Checklists

	Daily Reminders & Checklists
	Special Instruction

	1.
	·   

	2.
	·   

	3.
	·   

	4.
	·   

	5.
	·   

	6.
	· 

	7.
	·   

	8.
	·   

	9.
	·  


6. On Duty Do’s and Don’ts

	When on Duty Do
	When on Duty Don’t

	
	·   


Notes:
7. Parenting Styles
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Parenting styles: the balance between support and control

The Permissive Parent

is highly supportive but
makes few rules and trusts
rather than monitors.

The Authoritative Parent is
highly supportive AND closely
monitors and sets rules.

“I care, and I'll give you

“I'trust you'll do the freedoms you earn; but,

the right thing.” for safety-related issues,
you'll do as | say.”

The Uninvolved Parent sets The Authoritarian Parent

few rules, does not monitor,
and offers little active support.

“Kids will be kids — you’ll
learn from your mistakes.”

sets many rules and closely
monitors but offers little support.

“You’ll do as | say.”




1. Our parenting style is: 

2. You can support our children by:

3. You can discipline our children by: 

8. If the Child(ren) / Then you discipline plan
Au pairs are not allowed to physically punish children. This includes spanking, paddling, or slapping. 
	If the Children
	Then you.

	
	·   


9. Discipline Dos and Don’ts

	When disciplining our child(ren) do
	When discipling our child(ren) don’t

	
	·   


10. Emergency Contacts

In case of life-threatening emergency, call 911 first.

Our address is:

	
	

	Police
	Phone:

Address:

Web:

	Fire
	Phone:

Address:

Web:  

	Hospital
	Phone:

Address:

Web:

	Pediatrician / Doctor 

Name:
	Phone:

Address:

Web:

	Family Member 1

Name:

Relationship:
	Phone:

Address:

Email:

Other:  

	Family Member 2

Name:

Relationship:
	Phone:

Address:

Email:

Other:

	Neighbor 1

Name:


	Phone:

Address:

Email:

Other:

	Neighbor 2

Name:


	Phone:

Address:

Email:

Other:


11. Health and Safety
1. Fire extinguisher location:

2. Fire evacuation plan: (should include all exit options, if and where a fire ladder exists, family meeting place outside of home)
3. Severe weather plan: (Your au pairs are not familiar with your climate and need to know what to expect and what to do in case of severe weather in your climate)
4. Location of the First Aid Kit:

5. Child(ren)’s health insurance and pediatrician information:

6. Instructions on contracting the pediatrician:

7. Rules regarding child(ren) illness and school absences:

8. Children’s allergies: (List allergies for each child and what to do if an allergic reaction occurs)
9. Home entry policy: (Who is allowed in the house when the family is not home, when to answer the door)
10. Additional safety information:

12. Pay & Vacation Schedule

1. You will be paid weekly on: (day of the week) 
2. Method of weekly stipend payment is: 
3. Suggested or preferred times for you to take vacation:
4. You may request to take vacation by: 
5. Upcoming family vacations:

6. Additional information regarding your pay and vacation schedule:

13. Vehicle and Driving Policy

1. You will have (limited/unlimited) use of the following vehicles:

2. You may use the vehicle(s) listed while on duty to fulfill the following job responsibilities:

3. Rules for using the vehicle during working hours include:

4. The cost of gasoline during working hours, to classes and monthly au pair meetings will be paid for by the host family. Instructions regarding gasoline for work purposes include:

5. Rules for personal use of the vehicle(s) listed working during non-working hours include:

6. The cost of gasoline for personal use of the vehicle will be paid for by (insert responsible party). Instructions regarding gasoline for personal use include:

7. Automobile insurance information: (Included: name of company, toll free number)

14. Au Pair House Rules

Curfew
Per the program rules, au pairs may:

· Have a curfew on work nights to ensure proper rest and preparedness. 

· Have a curfew on non-working nights to minimize disruptions to household sleeping hours. 

· Choose to spend the night elsewhere on non-work nights with communication to hosts. 
1. Your curfew on work nights is:

2. Your curfew on non-work nights is: 
3. Additional information regarding the curfew & household rules:

Visitors & Guests

1. House rules on hosting friends and family from out of town: (Can they stay in the home? For how long? How many people at a time?)

2. House rules on visits from boyfriends/girlfriends: (Can they stay in the home? If so, where will they stay in the home? For how long?)
3. Additional rules regarding houseguests:

Cell phone
Per program rules, hosts must provide the au pair with an emergency phone line while on duty. 
1. We will provide use of the following cell phone:

2. Your cell phone number is:

3. Your phone plan includes:

4. Au Pair cell phone rules:

5. General phone etiquette: (Phone calls during dinner time, length of phone calls, etc.)

6. Talking on the phone while caring for the children: (Are phone calls allowed while at home with the kids, only during naps, etc.?)
Internet Usage & Social Media

1. *Will the au pair have access to a family laptop or device or should they bring their own?

2. Our internet network is:

3. The password is:

4. Rules regarding internet use includes:

5. Rules regarding family photos / video and social media include:

15. Nanny / Security Camera Disclosure
Host families may install a nanny cam in common areas of the home with full disclosure to the au pair prior to her arrival in the home or before cameras are installed. Au pairs must be made aware of the locations and purposes of any cameras. 
1. We do/do not have nanny cameras in our home. 

2. The purpose of the cameras is:

3. The camera locations are: 
16. J-1 Visa: Education Requirements & Monthly Meetings

Educational Requirements

Au pairs are required by the U.S. Department of State to enroll in an accredited post-secondary institution for not less than six academic credits or equivalent. Host families are required to pay up to $500 to fulfill this requirement and help the au pair identify appropriate options. 

1. Local accredited post-secondary colleges / universities: 

2. Enrollment periods / deadlines to enroll:

3. Best times to attend classes:

4. Process to obtain payment from host:

5. Options for transportation: (Car? Bus? Walk? Host family is required to facilitate transportation to and from the class.)
Monthly Meetings

Per program rules: 

· Monthly meeting attendance for au pairs is mandatory and only one absence is permitted by the State Department during the year. 
· Let your local representative know well in advance of any ongoing scheduling conflicts or dates of travel. 

· You can request a quarterly monthly meeting schedule from your local rep so you can plan accordingly. 

· Hosts and au pairs will receive at least 30 days advance notice of monthly meetings and au pairs may not be scheduled to work during this time. 
1. Instructions to inform your hosts about schedule monthly meetings:

2. Options for transportation: (Car? Bus? Walk? Host family is required to facilitate transportation to and from the meeting.)
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