
OCTOBER  2019

GUIDE TO
Taking on New

Clients

THE

NANNY

AGENCY

http://www.usnanny.org/


OCTOBER  2019

GUIDE  TO  TAKING  ON  NEW  CLIENTS

WHAT 'S  INCLUDED

US  NANNY  ASSOCIATION

ASKING

QUESTIONS

HAVING A

CONTRACT

PROVIDING

MATERIALS

SETTING

BOUNDARIES

STAYING

RESPONSIVE

OFFERING

SUPPORT



GUIDE  TO  TAKING  ON  NEW  CLIENTS

US  NANNY  ASSOCIATION

OCTOBER  2019

HAV ING  A  CONTRACT

HAVE  A  NEW  CLIENT  READ  AND  SIGN  A  CONRACT

Having a client read and agree to a contract prior to beginning the process of

finding a nanny for their family is extremely important. Why put in all the work

when the client hasn't even signed a contract? Having a contract will also ensure

that you are protecting your agency during this process.

PROVIDE  A  COPY  OF  THE  CONTRACT

Even if the client has a copy of the contract, it's highly encouraged to send

them another copy via email and verify that they received it. Doing so will

ensure that the client has acknowledged that they have received a contract,

which in turn will avoid any miscommunication regarding the terms and

conditioned outlined in the contract.
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PROV ID ING  MATER IALS

COPY  OF  THE  CONTRACT

It cannot be stressed enough that a

client needs to get a copy of the

contract.

PAYROLL  INFORMATION

Client's should be provided with

information regarding Payroll for

nannies. It's highly encouraged to

explain to client's the benefit of

paying a nanny legally.

INFORMATION  ON  YOUR  SERVICES

Having a brochure or a welcome

packet is a great personal touch to

add to your agency. You can highlight

how your agency structures fees as

well as how you screen nannies.

RECOMMENDED  PRACTICES  FOR

HIRING  A  NANNY

Whether your client is hiring a nanny

for the first time or not, it's

encouraged to provide material on

the recommended practices for hiring

a nanny. This can be something you

retrieve from an Association, or a

brochure that you have created

yourself for your Agency and state.

A  SAMPLE  NANNY  CONTRACT

You can provide your client with a

sample contract that you will be using

once they hire a nanny, as this will

help them understand what is

typically offered and there will be no

surprises when they hire a nanny.



GET TO KNOW YOUR CLIENT
In  order  to  get  to  know  your  c l ient  and  the i r  needs ,  you  need  to  ask  quest ions  in

order  to  f ind  the  best  f i t  fo r  the i r  fami ly .

ASK ING  QUEST IONS
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A FEW SPECIFIC JOB RELATED QUESTIONS
The  exact  hours  and  days  needed

Pay :  hour ly ,  over t ime ,  hol iday ,  etc .  

Benef i t s  of fered  (heal th ,  mileage ,  vacat ion ,  s ick ,  hol idays ,  etc . )

How  many  chi ldren  there  are

I f  a  vehic le  i s  prov ided

I f  there  are  any  pets

 

A FEW CHILD & FAMILY RELATED QUESTIONS
Parent ing  s ty le

What  the  fami ly 's  hobbies /act iv i t ies  are

Any  spec ia l  needs ,  a l le rg ies ,  or  heal th  concerns

Spec i f ic  cer t i f i cat ions  expected  of  a  nanny

The  ro le  the  fami ly  env is ions  a  nanny  to  play

Idea l  nanny  (personal i ty ,  exper ience ,  etc .  -  non  discr iminat ing )

 



SETTING OFFICE HOURS
I t  i s  important  to  set  of f ice  hours  and  in form  every  c l ient  that  you  wi l l  respond  as

soon  as  you  poss ib ly  can  with in  your  bus iness  hours .

 

" W e  a r e  o p e n  M o n d a y - F r i d a y  f r o m  9 : 0 0  A M  t o  5 : 0 0  P M ,  s o  d u r i n g  t h a t  t i m e  I  w i l l  d o
m y  b e s t  t o  a n s w e r  a s  s o o n  a s  p o s s i b l e .  A n y t h i n g  o u t s i d e  t h o s e  h o u r s  w i l l
u n f o r t u n a t e l y  h a v e  t o  w a i t  u n t i l  t h e  n e x t  b u s i n e s s  d a y .  I f  i t ' s  a n  e m e r g e n c y ,  y o u  c a n
l e a v e  a  s i n g l e  v o i c e m a i l  a n d  I  w i l l  a t t e m p t  t o  c o n t a c t  y o u  i f  p o s s i b l e . "

SETT ING  BOUNDAR IES
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KEEP PERSONAL DETAILS SEPARATE 
Gett ing  a long  with  your  c l ient  i s  great ,  but  you  have  to  remember  to  keep  your

personal  l i fe  separate  as  wel l  as  red i rect  your  c l ient  i f  they  begin  to  ta lk  in t imate ly

about  the i r  own  personal  l i fe .  You  might  have  c l ients  who  are  compla in ing  about

the i r  dai l y  commute  or  the i r  f inances ,  so  i t 's  important  to  set  down  boundar ies

immediate ly  and  red i rect  them .

 

" I  a m  s o  s o r r y  t o  h e a r  y o u  a r e  h a v i n g  a  r o u g h  t i m e ,  b u t  h o p e f u l l y  w e  c a n  f i n d  a
n a n n y  t o  h e l p  a s s i s t  w i t h  y o u r  c h i l d r e n  s o o n .  L e t ' s  d i s c u s s  t h e  s p e c i f i c  h o u r s  a g a i n
s o  w e  c a n  v e r i f y  t h e  d e t a i l s . "
 



TALK DAILY
Stay ing  respons ive  i s  one  of

the  most  important  th ings

when  work ing  with  a  new

cl ient .  You  should  be

sending  an  emai l  or  ca l l ing

at  least  once  a  day  to

update  them  on  the

progress  of  the  nanny

search .

 

Remember  to  do  th i s

wi th in  your  work ing  hours

so  that  you  are  not  back ing

up  on  boundar ies  that  you

have  set !

 

 

STAY ING  RESPONS IVE
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TALK EVEN WHEN
NOTHING IS  HAPPENING
Struggl ing  to  f ind  a  nanny

for  your  c l ient ?  Send  them

an  emai l  to  le t  them  know

that  you  are  cont inu ing  the

search  and  wi l l  update

them  as  soon  as  poss ib le .

 

" W e  a r e  s t i l l  i n t e r v i e w i n g
a n d  s c r e e n i n g  n a n n i e s  f o r
y o u r  f a m i l y !  W e  a r e
h o p e f u l  t o  g e t  c a n d i d a t e s
t o  y o u  i n  t h e  n e x t  f e w  d a y s
a n d  w e  w i l l  k e e p  y o u
p o s t e d .  T h a n k s  f o r  y o u r
p a t i e n c e ! "
 

 



BEFORE,  DURING,  AND AFTER
Offer ing  your  t ime ,  support ,  and  adv ice  throughout  the  process  i s  what  wi l l  ensure  a

c l ient  wi l l  be  happy  with  the i r  exper ience  as  wel l  as  potent ia l l y  recommend  your

agency  to  the i r  f r iends  and  fami ly .  

 

I t 's  important  to  make  t ime  to  answer  any  quest ions  and  concerns ,  no  matter  how  s i l l y

you  fee l  they  are .  Hir ing  a  nanny  i s  a  very  s t ress fu l  t ime  fo r  a  parent ,  which  i s  why  they

typ ica l l y  reach  out  to  a  nanny  agency  to  help  ass i s t  them  dur ing  th i s  process .  I t 's  your

job  as  an  agency  owner  to  make  sure  that  the  process  i s  as  s t ress  f ree  as  poss ib le  so

they  can  hi re  the i r  per fect  f i t .  

 

After  they  hi re  a  nanny ,  i t 's  of ten  encouraged  to  check  in  to  make  sure  everyth ing  i s

s t i l l  going  smoothly .  Hav ing  the  long  te rm  support  f rom  an  expert  can  be  the  cher ry  on

top  of  the  process  fo r  a  fami ly !

OFFER ING  SUPPORT
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FOLLOW US

ABOUT USNA
USNA  i s  made  up  of  vo lunteers  who  are  committed  to  prov id ing

resources  and  knowledge  to  profess iona l  in  the  indust ry .  

 

The  US  Nanny  Assoc iat ion  s t r i ves  to  advance  nanny  sk i l l s  and  elevate

the  profess ion  of  chi ldcare  with  resources ,  events ,  partnersh ips ,

profess iona l  deve lopment ,  network ing  opportuni t ies ,  and  nat iona l l y

recognized  s tandards  and  credent ia l s .

DISCOVER MORE
I f  you  have  any  quest ions  or  concerns  about  USNA ,  please  contact  us

by  emai l  at  in fo@usnanny .org

GET INVOLVED
Interested  in  vo lunteer ing  your  t ime  with  USNA ?  Emai l  us  at

in fo@usnanny .org  to  discuss  how  you  can  partner  with  us  to  support

our  ef for ts  at  prov id ing  resources  and  knowledge  to  indsut ry

profess iona ls !

https://www.facebook.com/usnannyassociation
https://www.instagram.com/usnannyassociation/
https://twitter.com/us_nanny
https://www.linkedin.com/company/us-nanny-association/
https://www.youtube.com/channel/UCSjciiEkLyg7kU9CAYSHj-w/
http://www.usnanny.org/

