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Preface 
 

The development of this curriculum resource is in direct 
response to increasing demand in the field for training 
materials that target specific applications of work-related 
skills. It has particular authenticity and value because of the 
process that preceded it. In 2005, Literacy Network 
Northeast (LNN) published comprehensive exit assessment 
demonstrations for ten different entry level jobs. You can 
view these demonstrations on the NALD website at: 
http://library.nald.ca/search?q=Connecting+to+Workplaces
&collection=research&collection=learning, or on 
Demonstrations Ontario by AlphaPlus at: 
http://demonstrations.alphaplus.ca/simplesearch.asp . 
These exit demonstrations are unique in that each one has 
been validated by a group of employers in that particular job 
field. Employers agreed that if they had a job applicant who 
had completed this demonstration successfully they would 
certainly grant that person a job interview. This is a huge 
step forward in securing employer recognition of skills as 
opposed to the more common application criterion of a Grade 
12 diploma.  
 
Following this success, the National Literacy Secretariat 
provided funding for the next step - support curriculum for 
five validated exit demonstrations. LBS curricula are now 
available for entry level positions of Cashier, Nanny, Taxi 
Driver, Chambermaid or Housekeeping Staff, and Florist 
Assistant. It is important to note that the curriculum for each 
position is written for the learner and at the LBS level 
required for success for each particular job, i.e. Cashier – L 
3/4, Nanny – L 2/3, Taxi Driver – L 2/3, Chambermaid or 
Housekeeping Staff - L 2/3, and Florist Assistant - L.3. Tips 
and notes for the practitioner for each lesson along with an 
answer key for the learning activities are included.  
 
Following a true outcomes approach, i.e. working backwards 
from the desired outcome, each curriculum provides the 
training learners need in order to complete the job-specific 
demonstration successfully. Each curriculum has five 
chapters based on the five core skills that employers 
identified as essential to the job with applications and 
learning activities for each skill. To see the skills required for 
this particular entry level position, check the Essential Core  
Skills Chart included in this resource. It is interesting to see 
the degree of overlap in essential skills demanding the same 
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level of complexity and competency. This provides added 
value for practitioners and learners in two ways:  

 
1) Practitioners can work with learners using different 
curriculum resources at the same time i.e. teach core skills 
to everyone in a group and provide learning activities that 
are specific to individual interests.  
 
2) Practitioners can use these resources as models for 
teaching core skills required in other entry level jobs – 
particularly the ones where validated demonstrations are 
already available i.e. Forestry Worker, Hunting Guide, Pet 
Groomer, Security Guard and Laundromat Operator. 
 
Based on primary and secondary research for each 
position, the curriculum  
 
• builds on Service Canada’s Essential Skills and 

Essential Skills Profiles 
• uses authentic workplace documents and real-to-life 

stories 
• illustrates the transferability of each skill 
• offers rigorous learning activities that are inventive and 

engaging 
• provides opportunities for learner self-reflection, self-

assessment and discussion 
 
To ensure consistency, the five writers and the project 
coordinator kept in close contact throughout the writing 
phase reading each other’s work and making suggestions. 
An additional team of five reviewers also read the 
manuscripts and offered feedback, and learners who 
piloted each resource gave their views on the value, 
usability and enjoyment factors. Finally, a number of 
outside employment agencies and individual employers 
added their high approval rating to these materials. As a 
result, LNN is very proud to offer these quality resources to 
the field and is confident in highly recommending these 
materials to adult learners in Ontario. 
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Nanny/Babysitter/Respite Care Giver Profile 
 
Participating employers ranked these essential skills in order of 
importance.  This order may change according to each individual company 
or employer.  The Connecting To Workplaces Project focused on the 
identified top five skills.  Take note that what is of importance to employers 
may extend beyond the skills, abilities or knowledge LBS programs can 
provide and may require partnering with other programs. 
 

 HRSDC Most  Essential   Important 
Skills Important 

Deal with Listen, Most 
Important 

Time Take Organize Be on time Management initiative change, follow work, tasks stress instructions 

 Use Have a Demonstrate, 
Additional 
Skills 

Be friendly, 
helpful 
efficient 

genuine 
interest in 
children 

appropriate 
vocabulary, 
language, 
tone 

understand 
cultural 
diversity 

Be a team 
player 

 Reading 
Skills 

Read, follow 
instructions, 
directions 

Read stories 
& children’s 
books 

Locate 
information 
from 
different 
sources 

Read 
names, 
addresses, 
numbers 

Read charts, 
lists 
schedules 

 Math Skills 
Read/write 
numerals to 
1000 

Measure 
liquids 

Add/subtract 
with 
carrying 

Solve 
mathematic
al problems 

Make proper 
change 

Important Writing 
Skills 

Complete 
simple 
forms 

Record 
information 
on lists 

Write names 
& addresses 

Write 
messages, 
notes, 
memos 

Make 
journal 
entries 

 
 Within LBS mandated reading, writing and numeracy skills  
 Within LBS mandated speaking and listening skills  
 Within LBS mandated problem-solving teamwork, critical thinking 
 Outside of LBS mandate, but possible with partnership 

 
 
 
 
“Nanny/Babysitter/Respite Care Giver Profile” continues on next page 
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Nanny/Babysitter/Respite Care Giver Profile” begins on previous page 
 
 

Nanny/Babysitter/Respite Care Giver Profile 
More Workplace Information from Participating Employers 
 
Methods most often used to train employees:  
(In order of importance) 
 

1. Job Shadowing 
2. Other (ECE Diploma, workshops, conferences as available) 
3. Computer based 
4. Audio 

 
Requirements most employers look for: 
 

1. Police Check 
2. CPR 
3. First Aid 
4. WHMIS 
5. Grade 12 

 
Courses employers most often provide to employees: 
 

1. WHMIS 
2. First Aid 
3. CPR 

 
Number of employers who stated they would hire applicants who do 
not have a grade 12 equivalent: 
 

Yes – 5 employers No – 3* employers (only hire ECE graduates due 
to licensing requirements) 

*Mostly pertains to day care centres 
 
Number of employers who would consider applicants who could 
demonstrate or submit their demonstration results: 
 

Yes – 5 employers  No – 3 employers (same as above) 
 
Employers also base their hiring decisions on: 

Interaction with children, criminal record check, teacher’s aid 
certificate, related skills, experience in day care setting 
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Introduction to the Nanny 
Curriculum 
 
What is a Nanny? 
A nanny is someone who is employed by a family, 
on either a live-in or live-out basis, to take care of children. 
 
The nanny has been a well-known figure in children’s stories for many, 
many years and now she shows up on television as well. Some of these 
fictional nannies are kind, some are mean and scary, some even have 
magic powers and know how to fly. In the real world, nannies are ordinary 
people, like you and me, who are reliable, hard-working and patient. They 
enjoy taking care of children and are willing to fit in with the families they 
work for. The modern nanny is a respected professional. 
 
What Might a Nanny Do? 
Just like parents, a nanny keeps children safe and healthy and gives 
them special attention when they are ill. Nannies plan activities that help 
children to grow strong, to learn and to develop.  
 
The day-to-day duties of a nanny are childcare activities: feeding, bathing 
and dressing the children, reading to them, playing with them, going for 
walks and going out to children’s events in the community. Some nannies 
may be asked to drive children to appointments or to help them with 
homework. There may be other household duties such as cooking, 
laundry and grocery shopping. When parents hire a nanny, they usually 
agree on duties at the start. 

 

Think and Discuss 
Before you read any further, take a moment to think of what you 
already know about nannies. List four duties a nanny might have 

on a typical day.  
 

 1__________________________________________________ 

 2__________________________________________________ 

 3__________________________________________________ 

4__________________________________________________ 
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Ask others at your learning program for their opinions. Add four more 
duties: 
 

5__________________________________________________ 

6__________________________________________________ 

7__________________________________________________ 

8__________________________________________________ 

 
Compare the list you wrote with the following list of nanny duties:  
 

 Supervise and care for children in employer's home; may live in 
employer's home 

 Bathe, dress and feed infants and children  
 Prepare formula and change diapers for infants  
 Oversee children's activities, such as meals and rest 
periods, as instructed by employer  

 Instruct children in personal hygiene and social 
development  

 Tend to the emotional well-being of children  
 Discipline children according to the methods 
requested by the parents  

 Organize and participate in activities such as games, crafts, reading and 
outings to provide amusement and exercise  

 Plan, prepare and serve meals for children; perform other housekeeping 
duties  

 Take children to and from school and appointments  
 Maintain a healthy environment in the home  
 Keep records of daily activities and health information regarding each 
child. 

 
The above list is part of a detailed description of the nanny occupation. 
The whole description, along with descriptions of many other jobs, can be 
found in the National Occupational Classification (NOC) published by 
Human Resources and Skills Development Canada. 
http://www23.hrdcdrhc.gc.ca/2001/e/groups/6474.shtml

 

Connecting to Workplaces:  Literacy Network Northeast – 2006/07   4 
Building Curricula for Validated Demonstrations 

http://www23.hrdc-drhc.gc.ca/2001/e/groups/6474.shtml


LBS LEVEL 2/3: Nanny / Caregiver   Introduction 
 

This Nanny Curriculum is based on the NOC description. 
 
 
 
Related Jobs 
There are other jobs that are very similar to the job of nanny and are 
described together under the same NOC code – 6474. They are: 

 Babysitter 
 Child Caregiver 
 Child-care Provider 
 Live-in Caregiver 
 Parent’s Helper 

 
As well, these other two jobs are closely related to the job of nanny: 

 Companions and Foster Parents (NOC 6471) 
 Day-care Workers (NOC 4214) 
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What Does it Take to be a Successful Nanny? 
 

 Nannies must be mature enough to play the 
part of a parent when the parents are not 
around.  

“And you need to really love children, to be patient with them, and to 
have an active imagination. Children need to be constantly stimulated 
and they love to play, so the more creative and energetic you are, the 
better.” 
 

http://getaccess.westone.wa.gov.au/careers/profiles/data/OCC177.asp

 
 They must be able to use good judgment and 
make quick decisions on their own. 

 
 They need to be patient and to be able to 
handle eight to ten hours on a stretch with a 
small child, perhaps with no other adult 
around.  

 
 Most families have certain rules and routines 
and a nanny must be flexible enough to fit in 
with them.   

 
 The nanny should respect the way that the 
parents want their children raised, according to their belief or 
philosophy. This is especially important in choosing books and 
entertainment for children and in dealing with a child who is 
misbehaving. 

 
 Nannies have to be well-organized and good at managing time on their 
own. They may have a lot to fit into their day. 

 
 But things don’t always go according to plan with children. Sometimes 
the nanny must change plans quickly without getting flustered and go 
with the flow. 

 
 Most nannies are women, but this does not mean that men cannot be 
nannies too. Parents will hire someone who they feel will do a good job 
of looking after their children. 
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What Parents Expect of a Nanny 
 

 When parents hire a nanny, they want more than a babysitter; they 
want someone who will help them to raise their children. This includes 
potty-training, reading with the children, teaching good manners, 
helping with homework and, in general, being on the ball. 

 
 Parents expect the nanny to be a good role model. The way she speaks, 
acts and dresses make a big impression on the children in her care. 
Most parents don't want a nanny who swears or is rude and abusive. 
Of course, smoking, drinking and taking drugs while on the job would 
be unacceptable. Also, parking the kids in front of the TV for hours or 
having long personal phone conversations would not be considered 
appropriate nanny behaviour. 

 
 Nannies make a habit of communicating with the parents. They may 
do this by speaking together for a few minutes at the end of every day, 
or by writing notes in a journal, or log. 

 
 A nanny’s workday is between eight and ten hours. This gives parents 
time to travel to and from work. As well, many parents ask their new 
nanny to work for them for at least one year. It takes a little while for 
children to get accustomed to a new caregiver and it can be upsetting 
to have people coming and going from their lives too often. 

 
 If the new nanny does not have First Aid, WHMIS and CPR training, 
the parents will probably ask him or her to get it. There may be other 
training courses that the parents will ask their nanny to take while on 
the job. Or the nanny may do on-the-job training in a more informal 
way – by reading books, magazines and brochures. 
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Think and Discuss 
Look back at the lists under the headings What Does it Take 
to be a Successful Nanny? and What Parents Expect of a 
Nanny. Which of these requirements are you ready and able to 
meet? Which ones might be difficult for you? Discuss this with 

your instructor. 
 
 
Training 
 
Some employers look for nannies with a Grade 
12 diploma and some type of Early Childhood 
Education training. Others are satisfied to hire 
nannies with childcare experience and strong 
references. As mentioned before, most nannies 
have First Aid, CPR and WHMIS training. 
 
Training may take place before the nanny is hired, or during the time of 
employment. A new nanny may be asked to start work a week or two 
before the previous nanny has left and learn by watching and asking 
questions. This is called job shadowing. Some nannies are trained on the 
job by the parents. 
 
 
 
 
 
 
 
 
 
 
 
Websites with Nanny Information 
 
http://www23.hrdc-drhc.gc.ca/2001/e/groups/6474.shtml

http://www.caregivers.ca

http://www.nannynetwork.com/library/NannyLib/nanfaq.cfm#nanny

http://www.professionalnanny.com/families/parrec.htm

http://getaccess.westone.wa.gov.au/careers/profiles/data/OCC177.asp
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Essential Skills 
 
Essential Skills are the skills people use to carry out a wide variety of 
everyday tasks – for work and for daily living. They can be learned in one 
setting, for example an upgrading program, and transferred to another 
setting, such as a workplace. New skills that you learn are built on these 
essential skills.  
 
The main Essential Skills are: 

 Reading Text  
 Document Use  
 Writing  
 Numeracy  
 Oral Communication  
 Thinking Skills  
 Working with Others  
 Computer Use  
 Continuous Learning 

 
In the section called, What Might a Nanny Do?, you read about the 
National Occupational Classification (NOC). Many of the jobs described in 
NOC have been broken down into Essential Skills required in the 
workplace.  
 
 
 
 
 
 
 

This curriculum builds the Essential Skills that employers say are 
the most important for successful nannies to have. 

Using This Curriculum 
 

 This course is divided into five chapters. Each chapter 
deals with one or more of the important Essential Skills 
that nannies need.  

 
 As you work through each chapter you will find many practice 
exercises and questions to help you get more out of what you’re reading. 
The answers to these practice exercises can be found at the end of each 
chapter. Finish each exercise before looking at the answer.  

 
Look for this symbol beside an exercise: 
It means that there’s an answer at the end of the chapter. 
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 Many links to web sites are given. To make it easier for you, a 
Hyperlink Table has been given to your instructor. Remind your 
instructor to copy this table onto the computer that you use. 
Then, when you come to the part of the text where the link 
is given, you can go over to the computer, look up the 
chapter and page in the hyperlink table, click on the 
hyperlink, and you’re there! 

 
 In each chapter you will find Learning Activities. You’re meant to do 
these on your own. These are mini-tests that show you how much you’ve 
learned in the chapter. They help you to prepare to do the Exit 
Demonstration. When you’ve finished a Learning Activity, give it to your 
instructor to be marked. Don’t bother to search for the answers at the 
end of the chapter – they aren’t there!  

 
 This curriculum covers many of the 
topics that nannies need to know about, 
but there’s always something more to 
learn. Your instructor may be able to a
more to your learning experience by 
arranging for guest speakers or for visits 
to childcare centres. Learn more about 
these very important topics: 

dd 

 
Reporting Child Abuse Any adult who works with children is required 

by law to report cases of suspected child 
abuse – physical, sexual or emotional. Find 
out what your responsibility is. Ask The Child 
and Family Services for up-to-date 
information. 

 
Child Development If there is an Early Years centre or a Family 

Literacy program in your area, find out if they 
are running workshops or groups that you 
could take part in.  

 
Safety in the Home Health Units provide booklets, brochures and 

training sessions. Fire Departments may send 
guest speakers. 

 

 

Connecting to Workplaces:  Literacy Network Northeast – 2006/07   10 
Building Curricula for Validated Demonstrations 



LBS LEVEL 2/3: Nanny / Caregiver   Introduction 
 

First Aid and CPR As a nanny, you will need up-to-date 
certificates. Look into getting trained while 
you are upgrading your skills. 

 
 Attend your learning program regularly, keep working at it steadily – 
just like you would in your job as a professional nanny! 

 
 The whole course will take you about 30 hours to complete. This is only 
an estimate. It may take more or less time. In the space below, record 
the time you spend on it. 

 
 
Start date: __________________________________ 
 
Average hours per week:  ____________________ 
 
End date: ___________________________________ 
 
Total hours:  ________________________________ 
 
 
 
 

All the best! 
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Introduction to Chapter 1 
 
The future is something that everyone reaches at the rate of 
sixty minutes an hour, whatever he does, whoever he is. (C.S. 
Lewis)  
 
Time does not wait for any of us. In fact, we can’t really “manage time”. 
But we can manage how we use our time. Making plans, being organized 
and being on time are useful skills for anyone to have.  
 
Are you a super-organized person who is always on time? No? Welcome to 
the club! But don’t be discouraged; time management skills can be 
learned and they get better with practice. You can use them to keep your 
home running smoothly, to balance your social life with your other duties 
and to help you in your studies. Most of all, strong time management 
skills will help you to be successful at work. 
 
 
 
 
 
This chapter will focus on the following skills: 

 being on time 
 taking initiative 
 listening to instructions 
 organizing tasks 

These four skills work together as part of the time management “team”. 
 

The Essential Skills Connection 
The above time management skills connect with the Essential 
Skills framework in this way: 
 
 

Time Management Skill Essential Skill 

being on time Numeracy – measurement, estimation 
taking initiative Thinking Skills – decision making, problem solving 
listening to instructions Oral Communication 

organizing tasks Thinking Skills – job task planning and organizing 
Document Use – reading and making schedules 

Employers say that time management is the most 
important skill for a successful nanny. 

 

Connecting to Workplaces:  Literacy Network Northeast – 2006/07  13 
Building Curricula for Validated Demonstrations 



LBS LEVEL 2/3: Nanny / Caregiver   Chapter 1 
 

Learning Outcomes 

 
After studying this chapter you will be more able to: 
 

 List many of the tasks that a nanny does on a typical workday 

 Explain why good time management is important for a nanny 

 Estimate how much time is needed for daily activities 

 Read time accurately from analog and digital clocks 

 Be on time 

 Prioritize tasks and make work schedules 

 Listen and follow instructions about a daily routine 

 Log onto the Internet and read schedules 

 Help children learn to tell time 

 
 

food
 

fun 
rest 

safety 
learning 
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A Time Management Checklist 
 
You may have better time management skills than you think. Answer 
these questions and then rate yourself: 
 
Do you wear a watch?  
 

 yes   no  

Do you have time most mornings to eat breakfast 
before going to work or school? 
 

 yes   no  

Do you usually arrive on time, or five minutes early? 
 

 yes   no  

Do you avoid showing up too early? 
 

 yes   no  

Do you write dates and times of appointments on a 
calendar or daybook? 
 

 yes   no  

Do you have enough time to do things that you find 
fun and enjoyable? 
 

 yes   no  

Do you manage to finish your daily tasks, like 
cleaning and shopping, so your life runs smoothly? 
 

 yes   no  

Would your friends and family describe you as a well-
organized person? 

 yes   no  

 
If you answered “yes” to most of these questions you are well on your way 
to being a good time manager! 
 
 
Time management is an essential skill and therefore it is transferable. 
This means that you can use it in many different jobs and in many 
different life situations. Examples: 
 

 Taxi drivers work to strict time schedules and pick up passengers on 
the dot. 

 Florists prepare orders for special dates. They can’t be late!  
 Chambermaids must complete a series of tasks by the end of each shift. 
 Cashiers make use of their down time to stock shelves and check prices. 
 Parents get their kids to the right place, at the right time, with the right 
stuff. 

 Students plan their free time so that homework and assignments get 
done. 
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A Day in the Life of Martha, the Nanny 
My alarm clock wakes me and I spring out of bed and into the shower. I 
dress in clean, comfortable clothes, brush my teeth and I'm ready for 
action. Breakfast can wait; I'll eat with the three children I'm looking after 
in my new job as nanny. I'm off to the bus stop, to catch the 8:15 bus. I 
missed it yesterday. The result? I got to work late. This meant that Mrs. 
Wilson was late leaving for work and she wasn't too pleased. From now on 
I'm going to show her that I know how to be on time..  
 
Here I am at the Wilsons’ house. I made it with five minutes to spare - 
just enough time to review my instructions for the day and to wave 
goodbye to Mrs. Wilson.  
 
First, I dress Sarah, Maggie and Jake, 
before sitting down to have breakfast with 
them. After I wash their faces, clean their 
teeth and brush their hair. My friends ask 
me what it's like being a nanny. I guess that 
being a nanny is a bit like being a mother 
or father. Next, we sit on the floor and do a 
jigsaw puzzle. I have to make sure that the 
littlest one, Jake, gets his turn to put a few 
pieces in too. Being a nanny is a bit like 
being a big brother or sister.  
 
It's time for Sarah to take her medication - she has a bad sore throat. 
Maggie also needs some sympathy so I change the bandage on her cut 
finger. Being a nanny is a bit like being a nurse. 
 
Mrs. Wilson wants the kids to watch a TV show about 
whales at nine-thirty. We’d better get settled - it’ll be 
starting in two minutes. When it's over, I read two books 
to them about whales. They are all at different stages of 
learning to read and I give each child a chance to take 
part in the reading. Afterwards, they draw pictures and 
write about whales. Jake is still at the scribble stage but I 
know how important it is to encourage every effort that a 
child makes. Hey! I'm a bit of a teacher in this job. While 
the children are busy with whales, I start to cook the bean soup for lunch. 
It needs to simmer for two hours so the beans won't be hard. Being a 
nanny is a bit like being a cook. I take four phone calls while I'm cooking 
and I write messages for Mr. and Mrs. Wilson, reminding them of the 
dates and times of their appointments. On top of everything else, I'm a 
secretary.
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A fight has broken out in the living room. Maggie and Jake are fighting 
over the blue crayon. I break the fight up, break the crayon in half and 
make peace. I'm a policewoman.  
 
Before lunch we walk over to the park to play. Sarah has just joined a 
soccer team and I help her practise her kick. Maggie is learning to 
somersault and Jake can almost catch a ball. I love this part: being a 
coach. Suddenly, they're all running in different directions. Oh no! 
Maggie is getting too close to the road! Jake could get hit by that swing! 
Where's Sarah? I manage to bring them together safely. Who knew that I'd 
have to be a sheep dog in this job? 
 
We must hurry back for lunch. If the little ones don't eat by noon they get 
cranky and won't eat at all. Also, I have to drive them over to the 
Community Centre before two o'clock to register for art classes, (yes, I am 
a chauffeur), buy a birthday present for Maggie's friend, get Jake to take 
a nap, feed the hamster, clean its cage and braid Sarah's hair. Yes, I 
admit it: I am a juggler. 
 
We are all tired. We sit at the kitchen table and I help the kids make a 
get-well card for their granny. It looks beautiful. There's a bit of the artist 
in me. 
 
The Wilsons keep a tidy house and I like to help by tidying up before they 
get home. I should do that right now if I want to finish in time. The kids 
help me to wash the dishes, make the beds, fold the laundry and pick up 
their toys. Part of this nanny's job is being a housekeeper.  
 
Mr. Wilson is home! If I leave now and hurry to the bus stop, I’ll just make 
the 4:43 bus. My third day as a nanny is over and as I say goodbye, the 
kids crowd around and chatter about all the fun things we can do 
tomorrow. I'm looking forward to seeing them and I think they feel the 
same. Being a nanny is a bit like being a friend. 

Get the children to help 
with cooking and cleaning 
tasks. Most children like 
to do “grown-up” work. 
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Why Worry About Time? 
You've just read about Martha, the nanny, and the things she must fit 
into her day at work. It's important to show up on time, so she needs to 
have an idea of how long it takes to get up, get ready and get to her place 
of work. Some of her time with the children follows a routine: the parents 
feel it is best for their children if meals, snacks and rests happen around 
the same time every day.  
 
But each day brings new things to do and Martha must use initiative to 
decide how to fit them into the schedule. She has to accommodate the 
children’s energy and patience with each activity. She must remember 
that getting things done with kids in tow takes longer than when she is 
alone, so lots more time is needed for simple everyday events. Children 
are a lot happier if they are not rushed.  
 
Martha also needs to listen to instructions from the children’s parents 
and organize activities according to a schedule. 
 
 

to use initiative:  
  
to take action or make decisions without waiting for 
someone else to tell you what to do. 

 
 
 
 

 
Think and Discuss 
Think of two good reasons why Martha needs to manage her time 
well.  
 
1. ___________________________________________________________ 

 
 2. ___________________________________________________________ 
 
 
Think of two things that might go wrong in her workday if she does not 
manage her time well.  
 
1. ___________________________________________________________________ 
 
2. ___________________________________________________________________ 
 
 
Discuss your ideas with your instructor and others in your group.
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Are We There Yet? 
 
 

Warm Up  
  
60 seconds = 1 minute 60 minutes = 1 
hour 
 
Test yourself with these problems, then check 
your answers at the end of this chapter. Use 
the clock to help you or, better yet, picture the 
clock face in your mind. 
 
1) 30 minutes =    ? hour 
2) 120 seconds =    ? minutes  
3) 180 minutes =    ? hours  
4) 150 seconds =    ? minutes  
5) 195 seconds =    ? minutes  
6) 240 minutes =    ? hours  
7) 300 seconds = ? minutes  

 
How long does it take you to get ready in the morning? Let's say you lie in 
bed for ten minutes after you wake up, spend twenty minutes in the 
bathroom and five minutes putting your clothes on. How many minutes 
have gone by? 
 
Unlike Martha, you have breakfast before leaving for work or school. You 
take ten minutes to prepare the food and set the table, fifteen minutes to 
eat, five minutes to clean up the kitchen and ten more minutes to clean 
your teeth, brush your hair and put on your coat and shoes. The bus stop 
is a five-minute walk from your front door. How much time has passed 
since you woke up? 
 
You need to catch the 8:20 bus to get you there on time. What time 
should you set your alarm for? Let's work this one out together. 
 
Step 1 – Add the time needed for the activities. 
 

activity time in minutes 

Get up 10 

Bathroom 20 

Dress 5 
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Prepare breakfast 10 

Eat 15 

Clean up kitchen 5 

Teeth/hair/coat/shoes 10 

To bus stop 5 

Extra for the unexpected 10 

90 Total 
 
Notice how we added ten minutes for the unexpected. The phone might 
ring. You might have to sew on a button. You might have to unclog the 
sink. No problem. You have ten extra minutes to deal with these. 
 
Step 2 – Convert to hours. 
When the number of minutes is greater than 60, in other words more 
than one hour, convert it to “hours and minutes”. This makes it easier to 
work with in your head. Subtract 60 from the total number of minutes. 
This gives you one hour. The remainder is part of one hour. Example: 
 
90 - 60 = 30 

60 90 - = 30 

1 hour  ½ hour 

90 minutes = 1½  hours 
 

 
Step 3 – Count backwards. 
Decide when you need to be at the bus stop and then count the time 
backwards for one and a half hours.  You want to catch the 8:20 bus. 
Why not plan to get there five minutes early – 8:15? Count back one hour 
from 8:15 (7:15). Count back one half hour from 7:15 (6:45).  Bingo! You 
need to set your alarm clock for 6:45 (quarter to seven) on workdays.  
 
If you follow these steps you will arrive at your destination on time. 
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Help Nicole be on Time 
Nicole gets a ride to work with her neighbour, who comes by her house at 
8:00 am. Nicole knows that she needs about 30 minutes to get out of bed 
and take a shower. She’s really into fashion so she spends another 20 
minutes doing her hair and putting on make-up. She dresses in 5 
minutes. She’s lucky enough to have her father prepare breakfast for her 
and she eats it in about 10 minutes and helps him wash up (5 minutes).  
In another 10 minutes her teeth are cleaned, her coat is on and she’s 
going out the door. Sometimes her friend phones at that very moment for 
a quick chat, but she keeps it down to 5 minutes. She likes to be waiting 
on the front steps 5 minutes before her neighbour pulls up because he’s 
pushed for time in the mornings. What time should Nicole set her alarm 
for?  
 
Step 1 - Add the time needed for all Nicole’s activities. 
 
 
 
 
Step 2 – Convert to hours. 
 
 
 
 
Step 3 – Count backwards. 
 
 
 
 

 
 
 

Do you leave for work early in 
the morning? Make your 
morning less rushed by setting 
out your clothes and packing 
your bag the night before. 
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To the Nearest Minute 
 
Thousands of years ago people kept track of time by watching the 
sun as it crossed the sky. It appeared on the eastern horizon, 
rose steadily through the day, and sank in the west. The oldest 
clocks were sundials.  
 
 
Later, people used hourglasses and water clocks to measure how 
much time had passed.  
 
 
Then came pendulum clocks. Weights attached to long chains 
swung back and forth and kept the clockwork running. The clocks 
needed to be very tall to hold the long chains. From this time we g
grandfather clocks. 

ot 

 
 
Due to the size of grandfather clocks, smaller clocks and 
pocket watches were invented. They ran on springs and you 
needed to wind the springs regularly to keep them running.  
 
 
Nowadays, we use quartz clocks and watches. Quartz is a crystal that 
vibrates when a small amount of electricity runs through it. This vibration 
keeps the clock running. Most wall clocks and clock radios are plugged 
into an electrical outlet. Watches and alarm clocks use batteries. 
 
 
We now use two common types of clocks and watches – analog 
and digital.  
 
 
An analog clock has a face and hands that move. In most 
analog clocks all the numbers from 1 to 12 are shown. In a few clocks, 
only some of the numbers are shown. Your imagination has to fill in the 
missing numbers. You need to look closely at the minute hand to read the 
time accurately to the nearest minute. From the analog clock we get the 
expressions “moving clockwise” and “moving counter-clockwise”. 
 
 
Digital clocks and watches show the exact time, in numbers, to 
the nearest minute. They may even read seconds so you can 
use them to time games and race

 analog clock 

digital clock 
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Compare Analog and Digital Clocks 
 
When we read an analog clock we often make an estimate of the time or 
round it off to the nearest quarter hour. We may say, “It’s almost seven 
thirty” when it is actually 7:26. Or you might say, “It’s just past eight 
o’clock” when it is 8:03. That’s fine. Sometimes it is more useful to 
estimate time than to say, “It’s three minutes and fifty-four seconds past 
eight”. However, the digital clock gives you a precise reading of time.  
 
Analog and digital clocks require different math skills. Make sure that the 
children in your care practise reading both kinds of clocks. It will help to 
develop their understanding of numbers and fractions. 
 
 

Analog Digital Notice how “twenty to one” 
on the analog is expressed as 
“forty minutes past twelve” 
on the digital. Also, “one 
minute to midnight” 
becomes “fifty-nine minutes 
past eleven”.  It will help you 
to switch easily between 
analog and digital if you 
think “how many minutes 
past the hour” and “what 
hour has just gone by”. 

four o’clock 4:00 

half past three 3:30 

three thirty 3:30 

twenty to one 12:40 

sixteen minutes past 
eight 8:16 

one minute to midnight 11:59  
Notice also that five past ten 
needs a zero in front of the 
five. Without the zero the 
time would read 10:50 (fifty 
minutes past ten). 

noon or midnight 12:00 

five thirty-five 5:35 

five past ten 10:05 

 
 
 
To change minutes to into minutes past, remember: 60 minutes = 1 hour 
 
fifteen minutes to 60 – 15 = 45 forty-five minutes past 

five minutes to 60 – 5 = 55 fifty-five minutes past 

twenty minutes to 60 – 20 = 40 forty minutes past 
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 Writing the Time  Writing the Time 
  
1. Fill in the blank spaces.  1. Fill in the blank spaces.  

  

Many more printable 
worksheets of this type 

at: 
 

http://www.time-for-
time.com/worksheets.ht

  quarter to four quarter to four   
  
   
  

11:15 

twenty to two    
  

   12:00 
  

five to twelve    
  four minutes to noon    
   
  

3:40 

  half past six  
  
  ten to seven  
  

   7:10 
  

  
  
2. Write the correct digital time. Draw the hands on the clock faces. 2. Write the correct digital time. Draw the hands on the clock faces. 
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Learning Activity 1: Being on Time 
 

 

For this learning activity you are a nanny.  
 

 You travel from your home by bus to the home where you work.  
 You spend the day with three children, ages seven, four and two.  
 Today you will feed the children a morning snack and a light lunch.  
 You will also take them to a birthday party three blocks away. 
 You like to tidy up the house a bit before the parents come home. 

 
Step 1 
Make reasonable estimates of the time you will need to do the following: 
 
Get up and get ready for work:  _________________minutes 

Have breakfast:  _________________minutes 

Get to the bus stop on time:  _________________minutes 

Feed the children a snack:  _________________minutes  

Prepare sandwiches and have lunch:  _________________minutes 

Walk to the party, spend 1½ hours there: _________________minutes 

Get home and tidy up the house:  _________________minutes 

 
Step 2 
Fill in the schedule with times for these activities. If you like, you can 
break the activities into smaller parts. Notice that some activities and 
times have been filled in for you.  
 
 
Step 3 
Draw hands on the clocks to show the correct times. 
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Daily Schedule, Friday June 22 

Activity Time Clock Face 

alarm wakes me  

 
 
  

 
  

 
  

 

   

catch bus 8:15 am 

 
 
  

 
  

 
  

 

   

arrive at party 2:00 pm 

 
 
   

   

parents arrive home 4:45 pm 
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Making Choices 
There are only 24 hours in each day. No matter how well you manage 
your time, you can’t squeeze in any more hours. Some days may feel 
longer than 24 hours, like the days where everything goes wrong and 
you’re dealing with one crisis after another. Other days are relaxing or 
exciting and seem to fly by. Time flies when you’re having fun; it drags 
when you’re not. But each day is still 24 hours. 
 

 

Where Does the Time Go? 
 

This web page helps you to track how you are spending the hours in your day. 
Give it a try. 

http://www.studygs.net/schedule/

To make the best use of the time you have, you must take initiative and 
decide which activities you really want and/or need to do. Balance the 
things that you enjoy doing with the things that may be boring but 
necessary for everyday living. Recognize which things are urgent and 
must be done as soon as possible. This is called prioritizing, or setting 
priorities. When you take initiative and set priorities, you decide what 
you will do first, how much time you will spend on each activity and 
which things you can put off till later (or cancel altogether). 
 
As a nanny, it is very important to set priorities. You have to juggle a lot 
of needs:  

 the children’s need for comfort and fun  
 the parents’ need to know that their children are safe and well-cared for 
 your own need to be organized and in control  

All these needs are important. Your job is to manage your day with the 
children so that all needs are met. Where do you start? 
 
Which Comes First? 
Read this list of tasks and decide in what order you would do them. Write 
"1," next to the first one you would do, "2" next to the second, etc. 
 
a) Wash a load of laundry  # ___ 
b) Change Jake’s dirty diaper # ___ 
c) Paint Maggie’s toenails # ___ 
d) Help Sarah with her homework # ___ 
e) Water the plants # ___ 
f) Play Snakes and Ladders with all three kids # ___ 
g) Stop Jake from reaching for the pot of boiling water # ___ 
h) Get the dog off the busy street # ___ 
i) Call to invite friends over tonight # ___ 
j) Serve lunch (you’re all hungry) # ___ 
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Urgent Tasks 
As you saw from the last exercise, you need to do the most urgent task 
first.  
 
What would we call “most urgent”? These are things you should do as 
soon as possible to prevent someone from getting injured.  
 
What would we call “quite urgent”? These are things you should do after 
the “most urgent”. If you don’t, the result might be that people you care 
about are left feeling unhappy, uncomfortable or annoyed. Or, the result 
could be that a valued possession is lost or damaged. Most people would 
agree on what is “most urgent” but may have different opinions on what is 
“quite urgent”.  
 

Think and Discuss 
Imagine that you are a nanny. What kinds of urgent situations 
might you have to deal with? Think of real examples. 

________________________________________________________________________ 
 
________________________________________________________________________ 
 
Which would you class as “most urgent”?  
 
________________________________________________________________________ 
 
Which would you call “quite urgent”?  
 
________________________________________________________________________ 
 
Discuss and compare your ideas with your instructor and others in your 
group. 
 
 
Important Tasks 
Other tasks on the list were not considered urgent enough to make the 
top four, but they are still important. You promised the children you 
would play a game with them. They’ll be disappointed if you don’t. Sarah 
feels more confident if you give her a bit of support with her homework. 
The plants make the house beautiful and need water regularly. You’re 
looking forward to seeing friends tonight so you have to call them before 
they make other plans. These are all things that make life more enjoyable. 
Life would be too stressful if we were always dealing with urgent 
situations! 
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Necessary Tasks 
Then there are all those other tasks we have to do each day – showering, 
washing the dishes and paying the bills. They’re not really urgent, if 
they’re done regularly. They’re not really important in the way we have 
defined important (making our lives more enjoyable). But they are 
necessary. Without them our lives don’t run smoothly and some of the 
enjoyment of important times is taken away. If you neglect necessary 
tasks you may find that urgent situations develop more often. 
 
 

The Urgent-Important Matrix 
In his book, 7 Habits of Highly Successful People, Steven R. Covey 
encourages us to decide what we really value and what activities enrich 
our lives. He suggests that we organize our schedules so that we are 
spending as much time as possible with people and pastimes that are 
important to us. The following chart is adapted from his writing. 
 

 

 high  important low 

1 3 
urgent and important urgent but not important 
  
In this box, we deal with Here we deal with situations 
crisis situations - going to that have become urgent 
the hospital, looking for because of bad planning. E.g., 
somewhere to live, attending 
court. Everything must be 
done now. This is a stressful 
box to be in.  

we forgot to pay a bill and the 
phone may be cut off. Or 
maybe we deal with other 
people’s crisis situations. 
Could this be avoided? 

high 
 
 
 
 

urgent 2 4 
 
 
 
 

low 

important but not urgent not urgent, not important 
  
In this box we are relaxed When people become stressed 
and well organized. We have or depressed they spend a lot 
plenty of time for the of time doing things they don’t 
satisfying things that are really enjoy, like watching too 
good for the soul. We spend much TV, buying unnecessary 
enough time with hobbies stuff or playing endless 
and people who are computer games. 
important to us. This is a 
good place to be. 
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In which box do you spend most of your day?  
 
Box 2 is the place you want to be most often. Here you’ve found a good 
balance between doing what you have to and doing what you like to. 
 
Of course, sometimes you find yourself in Box 1. You experience urgent 
situations from time to time. But if you find yourself in Box 1 very often, 
you lead a very stressful life! 
 
If you find yourself spending a lot of time in Boxes 3 and 4, it’s time to 
take a look at your priorities and see how you can make some positive 
changes.  
 
Why should you have to think about how you spend your time? As a 
nanny, you are a role model for the children in your care. You set the 
tone. If you are calm, happy and interested in what you’re doing, the 
children are encouraged to be the same. If you are rushed, stressed, 
unhappy or bored, the children will not feel secure and they may be 
unhappy too. 
 
 

Think and Discuss: 
What are some of the important activities that a nanny should fit 
into her daily routine with the children?  
 
_______________________________________________________________ 

 
What interests do children have? _______________________________________ 
 
________________________________________________________________________ 
 
What keeps their attention? ____________________________________________ 
 
________________________________________________________________________ 
 
What activities do parents want their children to do? ____________________ 
 
________________________________________________________________________ 
 
What activities do you like to do with children? _________________________ 
 
________________________________________________________________________ 
 
Discuss your ideas with your instructor and others in your group. 
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Learning Activity 2 - Taking Initiative, 
Setting Priorities 
 
Below is a list of tasks that a nanny might be given (but not all in one 
day!) 
 
In this learning activity you will organize the list into these categories: 

 Most urgent – must be done now 
 Quite urgent – must be done today 
 Important – makes life enjoyable, do regularly 
 Necessary – routine tasks that keep things running smoothly 

 
Read the list and decide which category you would put each item into. 
Then complete the chart on the next page. If you prefer, create your chart 
by hand. Finally, explain to your instructor why you made the choices 
that you did. 
 

 make modeling clay for child to take to school next day 
 read note mother left on kitchen table 
 deal with child who does not want to follow an instruction 
 read instructions then give medicine to child 
 read book to children 
 play game with children 
 stick children’s art work on fridge 
 read article from parenting magazine about nutrition 
 stop one child from biting the other 
 preview video before showing to children 
 help children with homework 
 read ingredient labels on food packages 
 read assembly  instructions on new toy 
 warn children that the neighbour’s vicious dog is loose 
 make grocery list for week 
 read newspaper 
 check change received while shopping 
 wash dishes 
 fold laundry 
 get children to birthday party at right time 
 keep grocery receipts to give to children’s mother 
 take ill child’s temperature 
 teach children to count 
 check supplies of diapers 
 chat to mother about how the day went 
 teach children new songs 
 build a snowman with children 
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 decide if child is ill enough for mother to be called home 
 investigate why smoke alarm is sounding 
 feed children lunch and snacks 
 spend time on your favourite hobby  

 

Learning Activity 2 
 

Most Urgent Quite Urgent Important Necessary 
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Log on and Learn 
 
You can practise reading schedules on these two web sites. If you are not 
familiar with using the Internet, ask your instructor for help. 
 
The Learning Edge 
 
Click on Workplace Schedules.  
 
http://www.thewclc.ca/edge/issue6/index1.html
 
 
How Do Your Skills Measure Up? 
 
Read Task 1 on the first page of this web site. Then go to the second page 
to see the pool schedule. 
 
http://measureup.towes.com/pdfs/NOC-6474-AS3-3-T1-3.pdf
 
 
answer: 
http://measureup.towes.com/pdfs/NOC-SK-6474-AS3-3-T1.pdf
 
 
 
 
 
                                    

 

Clean up the kitchen 
while you cook. 
There’s usually a bit 
of time here and 
there while food is 
simmering or cooling. 

 

Write reminder 
notes to yourself 
on the bathroom 
mirror with dry 
erase markers. 
You’ll see them 
first thing in the 
morning. Wipe 
them off with a 
tissue. 
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Listen and Make a Plan 
 
Listen 
Mrs. Wilson has gone out of town on business. She’s left instructions for 
Martha in a phone message. Click on the phone below to hear the 
message, or go to the Hyperlink Table and look for Chapter 1 – “Message 
to Martha”. If this is not possible, your instructor will read the message to 
you.  
 

 
 
Wow! Mrs. Wilson had lots to say. Luckily you can re-play the message 
and listen to it a few more times. That should help you get all the details.  
 
Listen Again 
There are seven things she wants Martha to pay attention to. Listen to the 
message a second time and try to count the seven instructions as you 
hear them.  
 
Listen and Make Notes 
Martha wants to be sure that she follows all Mrs. Wilson’s wishes, so 
she’s going to make notes from the message while it’s still fresh in her 
mind. In fact, you are going to do it for her. If you need to, you can listen 
to the message one more time. Then use the clues on the next page to 
help you write your notes.  
 

 
 
 
 

Writing Notes 
 
When you write notes, you need only the most important words that will give 
the meaning and act as reminders. You don’t need to write full sentences. 
Example: 
 
“Take the dog for a walk and at the same time buy milk at the corner store. 
Check the mailbox before coming in.” 
 
becomes: “Walk dog, buy milk, check mail” 
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clue words your notes  

1 Mr. Hussain  

2 Maggie  

3 Granny  

4 Park  

Community 
Centre 5  

6 Iron  

7 Meet train  

 
 
 
 
Look Closely at Your Notes 
Mrs. Wilson gave the instructions just as they popped into her head. Your 
job is to decide how you can best fit them into your daily routine. Here are 
three questions to guide you. 
 
1. What should you do first? Is there anything on the list that you think 

is urgent? 
2. Which of the seven things must be done at a particular time? 
3. Which of them can be done at any time, whenever they fit into your 

day? 
 
 
Organizing a Daily Schedule 
This is what you will do for Learning Activity 3. The blank schedule is on 
the next page. The Community Centre schedule is on the page after that. 
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Learning Activity 3 - Organizing a Daily 
Schedule 
 
Use your notes to make a schedule for the day. It’s important to fit in 
everything that Mrs. Wilson has asked you to do. Don’t forget a morning 
snack and lunch. Jake will need a short nap sometime during the day. At 
the bottom of the schedule, write a note to Mrs. Wilson telling her what 
the children would like to do at the Community Centre and at what time it 
takes place. 
 

Daily Schedule, Thursday July 22 
time activity 

  

  

  

  

  

  

  

  

  

Notes to Mrs. Wilson:  
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Mills Brothers’ Community Centre SATURDAY 
Time Gym 1 Gym 2 Court Studio 

     8:00 
     8:30 
    9:00 

 
9:30 

  Dance (Pre-
school) 

Children/Youth 
Games 

6-11 yrs 
8:30-10:00   10:00 Cyclefit Dance (6-9 yrs) 

9:30-10:30 9:30-10:30  
10:30 

  11:00 
 

11:30 
Jazz (10-15 yrs) 

10:30-12:00 
 

12:00 

Youth 
Tennis 

Basketball Classes 

 
12:30 

11:00-12:30 
(6-8 yrs) 10:00-11:30 
(9-11 yrs) 11:30-12:30 

 
1:00  

(12+ yrs) 12:30-2:00 

 
1:30  

Jazz (Adult) 
12:00-2:00 

  2:00 
   2:30 
 

3:00   
 

3:30   

Family 
Badminton Adult Aerobics 

2:00-4:00 2:00-4:00 
   4:00 
 

4:30  
 

5:00  
 

5:30  
 

6:00 

Adult Soccer 
4:00-6:00 

Adult 
Basketball 
4:00-6:00 

 

 
6:30 

   

Age Categories 
 
pre-school 
(under 6) 
child (6-9 yrs) 
youth (10-15 yrs) 
adult (16+ yrs) 
family (all ages) 
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For Kids 
 
Here are some games and activities for the children in your life.  Please 
note this is not a mandatory part of the curriculum for you to 
complete as a learner. It is simply additional information you could use 
for entertaining children. 
 

Days in the Months 
 

Make two fists with your hands. Each knuckle is a 
“hill”. Each space between knuckles is a “valley”. 
The first hill is January, the first valley is February 
and so on. All the “hill” months have 31 days. All 
the “valley” months have 30 days, except February. 
 

The battery in Kate’s clock has died. 
Now the clock is stuck at 8 o’clock. 
“Well, at least it will be right once a 
day!” says Kate. True or false? 

1.  Use this trick to teach how 
many days there are in each 
month. 

 
 
 
 
 
 
 
 
 
 
 
 
2.  These Internet sites have games that teach about telling time. 
 
http://www.primarygames.com/time/start.htm
http://www.abc.net.au/countusin/games/game10.htm
 
 
 
3. Here’s a brain teaser: 
 
 
 
 
4.  The board game on the next page needs one die and a marker for each 

player. Everyone puts a marker on “start”. The first player throws the 
die and moves ahead by the number thrown. When he lands on a 
space he must either say the time shown on the clock, or follow the 
directions on the space. If he says the wrong time, he misses a turn. 
The winner is the first player to reach “finish”. 

 
Also provided is a page of blank clock faces. Draw different times on 
them, cut them out and use them to make new game boards. Can you 
invent a new game using these blank clock faces?  

January 
July August 
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Learner Self-Evaluation 
 
You’ve come to the end of Chapter 1, All in a Day's Work. Well done!  
 
Think about what you’ve learned in this chapter. Use the skills listed 
below to record your progress. Put a check mark in the “yes” column if 
you feel very confident with the skill. Check “not yet” if you’d like more 
practice. 
 

not 
yet 

 yes 

  I can name many of the jobs that a nanny does on a typical 
workday. 

  I can explain why good time management is important for 
a nanny. 

  I can estimate how much time is needed for daily activities. 

  I read time accurately from analog and digital clocks. 

  I am on time for school, work and appointments. 

  I make good use of my time by prioritizing tasks. 

  I can make work schedules. 

  I can listen and follow instructions about a daily routine. 

  I can log onto the Internet and read schedules. 

  I think I have the time management skills that a nanny 
needs. 

 
Talk to your instructor about reviewing skills that you are not yet 
confident with. 
 
Learner’s Comments 
 
Did you enjoy the activities in this chapter? ____________________________ 

Were they easy to follow? ______________________________________________ 

Did you think they were useful? _______________________________________
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Answers to Practice Exercises 
 
Are We There Yet? – Warm-up 
1) ½ 
2)  2 
3)  3 
4)  2½ 
5)  3¼ 
6)  4 
7) 5 
 
 
Help Nicole be on Time 
 
six-thirty  
 
 
Writing the Time 
 
1.  
quarter to four (3:45) 
quarter past eleven (11:15) 
twenty to two (1:40) 
noon or midnight (12:00) 
five to twelve (11:55) 
four minutes to noon (11:56) 
three forty (3:40) 
half past six (6:30) 
ten to seven (6:50) 
ten past seven (7:10) 
 
2. 
4:10 
10:40 
1:30 
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Which Comes First? 
 
g)  1 
h)  2 
b)  3 
j)  4 
 
The other tasks can be done in whatever order you choose. 
 
 
Listen and Make Notes 
 
1. flowers, thanks to Mr. H 
2. Maggie, no fat, juice every 2h 
3. Granny’s call, 10 Vancouver time 
4. park, before 11, after 3 
5. Community Centre, Saturday, time 
6. check iron 
7. bus to train, what time? 
 
 
For Kids – Brain Teaser 
 
False. Her clock will show the right time twice a day. 
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Introduction to Chapter 2 
 
Most of a nanny’s working hours are spent with children. During that 
time, she is responsible for keeping them safe, feeding them and 
organizing healthy, fun activities. It’s important for her to know something 
about how children grow and develop and what a child needs at each 
stage of development.  
 
The nanny is always in conversation with the children - talking to them, 
listening to them, giving instructions, praise and encouragement. 
Sometimes she has to deal with a child who is being naughty or not 
following her instructions. At these times, what she says and the way she 
says it are very important. She is an important role model who teaches by 
example. 
 
The nanny may be the only adult with the children most of the time, but 
she is not working alone. She is part of a team that includes the parents, 
the extended family, the neighbours and the wider community. She must 
be a strong team player. 
 
In this chapter we will focus on the following skills: 
 

 meet the needs of the child 
 use appropriate language, vocabulary and tone 
 be a team player 

 
 
 

 
The Essential Skills Connection 
The above caregiver skills connect to the Essential Skills 
framework in this way:

Nanny Skill Essential Skill 

meet the needs of the 
child 

Thinking Skills (Problem Solving, Decision 
Making) 
Continuous Learning 

use appropriate language, 
vocabulary, tone 

Oral Communication 

be a team player Working with Others 
Thinking Skills (Problem Solving, Decision 
Making) 

Employers rate these as very important skills for a successful nanny. 
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A Checklist for Caregivers and Team 
Players 
 
You may already have many of the qualities of a good caregiver and team 
player. Answer these questions and then rate yourself: 
 
Do you believe that everyone should be treated with respect? 
 

 yes   no  

Are you safety conscious? 
 

 yes   no  

Do you try to speak politely even if you are feeling angry? 
 

 yes   no  

If someone is upset or frightened, can you speak to them to 
reassure them and make them feel better? 
 

 yes   no  

If someone doesn’t understand what you are saying, can you 
say it again more clearly? 
 

 yes   no  

Do you like working with others? 
 

 yes   no  

Do you ask for help when you need it? 
 

 yes   no  

Do you give help or advice to others without making them 
feel foolish? 

 yes   no  

 
If you answered yes to most of these questions, you are on the right path to being a responsible 
caregiver and role model.  
 
Taking care of others and being a team player are transferable skills. You 
pick them up in one setting and carry them over to other jobs and 
experiences:  
 

 Homemakers care for adults who are sick or disabled. They are kind 
and helpful. 

 Police Officers keep the community safe. The way they speak can calm 
people who are upset. 

 Daycare Workers are sensitive to the needs of children in their 
programs. 

 Waiters and Waitresses always show a polite face. Their team work 
keeps the restaurant running smoothly. 

 Family Members often are the main caregivers in a person’s life. Older 
family members are role models for the younger ones. 

 All these people are team players. Most jobs and activities require team 
work.  
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Learning Outcomes 

 
After studying this chapter you will be more able to: 
 

 Explain what it means for a nanny to be a caregiver and role model 

 Describe common milestones in the development of the child 

 Choose activities to suit children of different ages 

 Keep children of different ages out of harm’s way 

 Recognize when slang is appropriate and when it is not 

 Use formal or informal language to suit the occasion 

 Use words that are easy for the listener to understand 

 Speak to children in a positive style 

 Use different tones of voice to suit different situations 

 Handle difficult situations by speaking diplomatically 

 Make a sound recording to listen to and improve your speaking skills 

 Give examples of what it means to be a team player 

 Explain how a nanny can be a team player 

 Encourage children to play cooperatively as part of a team 

 
 
 
 
 

With permission from UNICEF 
http://www.unicef.org/crcartoons/
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It Takes a Village to Raise a Child 
Kevin would soon finish high school. He wasn’t sure what he’d like to do 
after that but he was thinking of going to college. What would he study 
there? Well, he got on well with the many children in his large family – his 
sisters, brothers, cousins, nieces and nephews. Perhaps he should think 
about a career as a Teaching Assistant or an Early Childhood Educator. A 
few of his friends were going through some pretty rough times at home 
and at school and he could really understand their feelings. They seemed 
to like talking to him about their problems. Perhaps he should find out 
more about the Child and Youth Worker program.  
 

One night Kevin read a 
bedtime story to his 
little sister – a book 
called It Takes a 
Village. It was about an 
African girl who was 
taking care of her little 
brother at the market 
and realized that all 
the adults in the village 

were looking out for him at the same time. Everyone he met had 
something kind or caring to offer. What a lucky little boy! He was growing 
up in a safe and healthy environment where the whole community took 
responsibility for raising the children and teaching them to be good 
adults. 
 
It got him thinking about his own childhood. He’d also had his share of 
kind people to raise him and take good care of him. His parents spent a 
lot of time with him and his brothers and sisters. They worked together 
around the house, they played games and they went camping. Even when 
both his parents were away from home working there was his 
grandmother at home to keep house. At one time the neighbourhood was 
a friendly place where the kids could run from one house to the other to 
play with friends. Parents trusted each other to watch over all the kids, 
and if you did something wrong you could be sure that whatever adult 
was around would tell you off. It was hard to get away with anything. 
 
Of course, life was not always perfect. Kevin remembered the aunt and 
uncle who just didn’t seem to understand that kids needed to run around 
and play and make noise. The week spent at their house was a nightmare 
for everyone. What about the new neighbours with the three vicious dogs? 
They didn’t seem to care at all about the children’s safety, even after their 
dogs escaped and bit a child quite badly. 
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Kevin’s experience at school was mostly positive. He had many teachers 
who were patient and seemed to know exactly what would interest him 
and what he was capable of doing. They always spoke respectfully to their 
students, even when they had something negative to say. That created a 
really good feeling in the classroom. Then there were those other teachers 
who shouted at the kids or put them down in front of others. And it’s 
funny how the atmosphere in those classes was not friendly at all and 
kids fought more and were mean to each other.  
The real message of that bedtime story began to dawn on Kevin: everyone 
who comes into contact with a child teaches him something, whether it’s 
good or bad. It’s important to give a child a good start by showing 
kindness and understanding and by setting a good example for him to 
learn from. Raising a child needs teamwork; it is the responsibility of 
every member of the community. 
 
Kevin still wasn’t sure what career he would choose in the future but he 
had made up his mind what he would do for the summer. He would 
accept the job he had been offered by the family down the road - as 
caregiver for their three young children. 
 

 
 
 
 
 
 
 

 
 
 
Think and Discuss 
 
 

When you were a child, which adults were good role models for you? 
 
________________________________________________________________________ 

________________________________________________________________________ 

Pick two and describe them. What valuable things did they teach you? 
 
________________________________________________________________________ 

________________________________________________________________________
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The Nanny’s Job Profile 
People working as babysitters, nannies and parents' helpers were asked 
for their opinions on what makes a good nanny. They said that nannies 
should be patient and loving caregivers and should treat the children in 
their care as if they were their own. So when you prepare to become a 
nanny you are really preparing to think like a parent.  
 
Kevin will need to know something about what to expect at each stage of 
the child’s development. Here are some of the ways he might use this 
knowledge: 

 praise and encourage children for new skills learned 
 choose appropriate play activities for children of different ages 
 keep the house safe for children as they begin to move around 

 
Kevin will become an important role model for the children. The way he 
speaks will set the scene and show the children how they should talk. 
Here are some situations in which Kevin’s speaking skills will be used: 

 ask parent for information on how to give medicine 
 make peace between children who are fighting 
 comfort a child who is upset or feeling ill 
 speak to staff in shops, library or pool 
 give information to parents at the end of the day 

 
Kevin may be alone with the children most of the day but he will not 
really be working alone. He will be part of a child-raising team that 
includes parents and professionals. Here are ways that he will work as a 
team member: 

 ask for advice from parents when not sure how to deal with something 
 decide if child is sick enough to call parent home from work 
 seek help in an emergency 
 read articles in parenting magazines to keep knowledge up-to-date 
 give advice to parents if the well-being of the children is involved 

 
 
 
 
 

From:  Human Resources and Skills Development Canada – Essential Skills 
 http://srv600.hrdc-drhc.gc.ca/esrp/english/profiles/71.shtml

 

Connecting to Workplaces:  Literacy Network Northeast – 2006/07  50 
Building Curricula for Validated Demonstrations 

http://srv600.hrdc-drhc.gc.ca/esrp/english/profiles/71.shtml


 LBS LEVEL 2/3: Nanny / Caregiver   Chapter 2 
 

Part 1 – Meet the Needs of the Child 

a milestone: 
If you say something is a 
milestone, you mean it represents 
an important stage in development. 
For example, a baby’s first tooth or 
first steps are milestones. 

 
Growing and Learning 
Have you ever had to provide clothing and shoes for a child? If 
you have, you’ll know how fast they grow. What about moving 
all the dangerous things out of the way of the toddler? Before 
you know it, she has learned to reach them. Children are 
always growing, always learning. A nanny must be one step ahead! 
 
It will be helpful for Kevin to have 
some idea of what to expect from the 
children. At each stage, children are 
learning something new. They have 
specific needs at each stage.  He will 
get a lot of pleasure from recognizing 
their development milestones, and 
getting ready for the next stage. 
 

 

newborn make eye-contact, turn towards human 
voice 

1 to 3 
months 

 
smile, hold toys 

3 to 9 months reach for toys, roll over, sit up, babble 

9 to 12 months crawl, pull self up, walk by holding onto 
furniture, pick up toys, say words 

12 to 18 months walk alone, try to feed self, say many more 
words 

18 months to 2 years run, climb, kick, hold crayon, speak in 
sentences 

2 to 3 years hop, throw and catch, put on shoes, play 
make-believe 

3 to 4 years play at being grown up, make friends, have 
conversations 

 

Help with chores, play sports, begin to read 
and write 4+ years 
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These milestones may not show up at the same age in all children. But if 
you are worried about a child in your care who is not developing normally, 
speak to the parents about your concerns. 
 
 
Let’s take a closer look at the stages in a child’s development. 
 
 
Newborns 

Nanny Tips: Newborn babies come into the 
world ready to learn about their 
surroundings. They can see light 
and dark and moving objects. The 
human face is a baby’s favourite thing to 
look at.  They also hear sounds and turn 
towards human voices. They can hear 
high sounds best and soon learn to 
recognize voices. At first, crying is the only 
way they can make their needs known. 

When they cry, pick up the 
newborn and cuddle them. 
Make them feel safe by 
letting them hear soft 
voices and other gentle 
sounds. Let them gaze into 
your eyes. 

 
 
1 to 3 Months Nanny Tips: Babies begin to know the 
people in their life and to 
interact with them. They pay 
close attention to what you 
are saying and how you are 
saying it. They may even try to imitate 
you. One day they will give their first 
smile! 

Talk and sing a lot with the 
baby. Read to them. Give 
them soft toys and play 
with them. Take them for 
walks and show them 
things.  

 
 
9 to 12 Months 

Nanny Tips: They’re always on the move: 
rolling, crawling, pulling 
themselves up, exploring the 
room and, finally one day, 
walking. It’s hard to keep up! 
They also like to play with toys, play with 
you and look at pictures. They get bored 
with one toy quickly so they need variety. 
They will begin to say words like Mama, 
bye-bye, teddy. They may even say your 
name. 

Make the house childproof 
so that they can move 
around without getting 
hurt. Then you won’t have 
to always say, “Don’t 
touch!” Talk to them a lot, 
even if they’re playing and 
you’re working. Look at 
picture books together. 
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18 Months to 2 Years 
Nanny Tips: They’re running, climbing, 

kicking the ball, talking, 
feeding themselves, drawing, 
scribbling and trying to do all 
the things that you do. They’re 
also getting frustrated and showing it by 
screaming, biting and hitting. Are you 
having fun yet? They know which toys 
belong to them and may not want to 
share. They know a lot of words and 
understand when you ask them to do 
something (even if they don’t do it). 

Give them lots of exercise. 
This may keep them from 
getting too frustrated. Let 
them try out their new 
independence but also let 
them clearly know what 
they are not allowed to do. 
Set a good example by 
being calm and patient. 

 
3-Year Olds Nanny Tips: 
These little ones are becoming 
athletes – throwing and catching 
the ball, jumping and hopping on 
one foot, pedaling a tricycle. They 
are becoming easier to get along 
with. They have a few friends and are 
learning to share with them and follow the 
rules. They are more sensitive to the 
feelings of others. They talk a lot and ask, 
“Why?” They like to draw pictures and 
play make-believe. 

Be prepared for bumps and 
bruises. Don’t make a big fuss 
each time they hurt 
themselves a little. They need 
to play with other kids 
regularly. Answer their 
questions. Explain things. 
Read books that feed their 
imagination. 

Nanny Tips:  Build their self-confidence by 
letting them take 
responsibility for chores that 
they can do safely and well. 
Don’t talk to them as you 
would to a smaller child; show 
that you know they are 
growing up. Read a variety of 
longer books to them and ask 
their opinions. Give them 
opportunities to write, for 
example, labels in the kitchen 
or cards for friends. 

4-Year Olds 
Now they’re really talking a lot 
and know a large number of 
words. They think they know 
everything! They can look 
after themselves by doing 
things like dressing and 
undressing, cleaning teeth and 
using a knife and fork. They like to play at 
being a grown-up by doing chores and 
helping to look after the younger kids. 
They’re showing signs of learning to read 
and write. 
 
 
 
 

adapted from:  

 As Your Child Learns, As Your Child Grows by Anne Jackson, Kingston 
Literacy, 2004 

 Ladies’ Home Journal, http://www.lhj.com 
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True or False? 
 
See how much you can remember of what you’ve just read.  
 
1. Try not to cuddle the newborn baby too often. (T/F) 

2. You should expect the child’s first smile around the age of 9 months. 

(T/F) 

3. A baby may start sitting up at about 7 months. (T/F) 

4. Children begin to say their first words at about 3 years. (T/F) 

5. A small baby can recognize the sound of the mother’s voice. (T/F) 

6. Minor bumps and bruises are a normal part of childhood. (T/F) 

7. Giving the child more exercise may help to control temper tantrums. 

(T/F) 

8. Don’t start reading to children until they are 4 years old. (T/F) 
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The Rights of the Child 
 
In 1989, child care agencies around the world agreed on The Rights of the 
Child. They have called on all adults everywhere to make sure that 
children are being given these rights.  
 
 
 
 
 
 
 
 
 
 
 
 

  
All children have the right to love and respect. They 
have the right to feel safe and protected. 

 
 
 
 
All children have equal rights, no matter what their race, colour, sex, 
language or religion; it doesn’t matter where they were born or who their 
parents are. 
 
 
Log on and Learn 
If you would like to learn more about the Rights of the Child, go to this 
web site:  
http://www0.un.org/cyberschoolbus/humanrights/resources/plainchild.asp
 

Children have the right to protection from neglect. 
 
With permission from UNICEF  
http://www.unicef.org/crcartoons/
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Keeping Children Safe 
 
Kevin likes and respects children so he will enjoy interacting with them. 
However, he still has lots to learn about how to protect children and give 
them a safe environment.  
 
The following information sheets are adapted from the Invest in Kids 
website.  
 

0 to 6 months old 6 to 12 months old 
During the first months of life, 
most babies learn to wriggle, roll 
over, kick and push. They love to 
put things in their mouths. New 
babies need special protection 
from:  

Babies can now move faster and 
reach higher. They can get into 
danger very quickly. Older babies 
need special protection from:  
 

 falls  
  pulling things down on 

 themselves   falling off a bed, sofa, change 
 table   choking on food or small objects  

 choking on small objects   scalds  
 scalds   drowning  
 drowning   injuries from riding in the car 
 injuries from riding in the car 

1 and 2 years old 3 to 5 years old 
They’re busy, curious, and full of 
energy. First they’re walking, then 
running, climbing and opening 
doors and bottles. They’re too 
young to understand about 
danger. Toddlers need special 
protection from: 

They’re learning about safety, but 
don’t always remember the rules. 
Pre-school kids need special 
protection from:  
 

 burns and scalds  
 falls  

  drowning  
 poisoning   poisoning  
 drowning   choking  
 choking on small objects   injuries in traffic (while walking 

 or  riding a tricycle)  burns and scalds  
 falls  
 injuries from riding in the car 
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Learning Activity 1 – Meet the Needs of the 
Child 
 
 
A.  Your sister has three children and is feeling a bit stressed. You’ve 

decided to give her a break. You will invite each child to come one at a 
time and visit you for a morning. Describe the activities you would 
plan for each child. Choose ones that fit the age of the child. 

 
Emily, age 4 years: 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

 
 
 
Jordan, age 12 months: 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

 
 
 
Danny, age 1 month: 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
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B.  A nanny needs to think about safety on the job. How will you make 
sure that the home and surroundings are safe for the children in your 
care? For each age group below, think of three ways to reduce the risk 
of the child getting hurt. You can think of things you would do, as well 
as things you would use. For this activity, you will either use the safety 
leaflets that your instructor gives you, or you can look back two pages 
to the section, Keeping Children Safe. 

 
New Babies (0 – 6 months):  

1. ______________________________________________________________________ 

2. ______________________________________________________________________ 

3. ______________________________________________________________________ 

 
 
Older Babies (6 – 12 months):  

1. ______________________________________________________________________ 

2. ______________________________________________________________________ 

3. ______________________________________________________________________ 

 
 
Toddlers (1 and 2 years old):  

1. ______________________________________________________________________ 

2. ______________________________________________________________________ 

3. ______________________________________________________________________ 

 
 
Pre-schoolers (3 to 5 years old): 

1. ______________________________________________________________________ 

2. ______________________________________________________________________ 

3. ______________________________________________________________________
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Part 2 – Use Appropriate Vocabulary, Language and 
Tone 
 

Hey you slobs. Clear your Words at Work! 
messy garbage off the  
tables and put it in the Samantha and Bob are eating lunch in 

the school cafeteria. A rather rude sign 
is hanging on the wall nearby. 

refuse receptacles. Do you 
think we like cleaning up 
after you?  

Would this sign encourage you to clean off your table? 
No, it wouldn’t. Do you think that some customers 
might just get up and leave their stuff on the table? 
Yes. Do you think some might make an even bigger 
mess just to give the staff a hard time? Yes again. 
 
 
 
 
Compare it to this sign: 
 

We hope you enjoyed your This second sign uses polite words. 
Its message is clear. It sounds 
cheerful. It will surely get better 
results. 

meal. Please help us keep the 
area clean. Clear your table 
and put stuff into the bin. 
Thank you! ☺  

 
 
Things run more smoothly for you when you’re at home, when you’re out 
shopping and especially when you’re at work, if you use appropriate 
vocabulary, language and tone. 
 

 vocabulary:  
 

the words you use 
tone:  

 
the feelings that 
show in your voice Example:  

simple or complicated 

language:  

the style of what 
you say  

Example:   
angry or calm Example: 

formal or casual 
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Vocabulary – Slang Egad! What 
a ripping 
lark! 

There are about a million words in the English 
language so we have a lot to choose from! We choose 
different words for different situations.  
 
When we’re speaking with friends we often use slang words 
and the kind of slang we use has a lot to do with our age. By 
the time a slang word becomes familiar to people in another 
age group, it’s already out-of-date!  Slang is fine among 
friends and it’s fine if your listeners understand what it 
means.  
 
But be careful. Will the parents you work for be familiar with y
Will some people consider it swearing? The children in your care are 
learning from you. Do you want them to use your slang? Will it sound 
polite to everyone they talk to?  

our slang? 

 
Which of the following would be a safe choice of vocabulary? 
 
 

Where are 
my shoes? 

My 
stummy 
hurts. 

Tyler says 
he has a 
pain in his 
stomach. 

I want 
peebucky
.

OK. Let’s 
make some 
peanut butter 
sandwiches. 

 
 
 
 
 
Take a close look at the slang words you are in the habit of using now. 
Are there any that you think you should drop when you are taking care of 
children? Ask a friend or relative what they think. 
 
Vocabulary – Baby Talk  
Small children use their own vocabulary for words that are too hard for 
them to pronounce – “stummy” for stomach, “nana” for grandmother. 
Perhaps you will also use these words sometimes when you are speaking 
with them. That’s fine; they’ll learn to say the right words in time. But you 
can help them along by saying the real words often, especially when you 
are speaking to another adult.  

 
 
 

Where are my 
frigging shoes? 

Where the hell 
are my shoes? 
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Vocabulary – Say it Clearly 
 
If the person you’re speaking to doesn’t seem to understand you, be ready 
to say it again using simple, familiar words.  
 

  
Out shopping: At home: 
 
 I’m looking for an 

anorak, probably 
around size 3 or 
so. 

I’m 
exhausted! 

 
 
 
 

I thought you were 
Kevin. 

Yes, I am 
Kevin. 
Exhausted 
means very 
tired. 

 
 

A jacket with 
a hood, size 
3. 

 
 
 
 
 
 

Pardon? A what? 

 
Find the slang words in these two sentences. Then write the sentence 
again without using slang. 
 
1. I was so freaking cheesed off today. 

 _______________________________________________________________ 

2. Man, that’s a cool set of wheels. 

 _______________________________________________________________ 

Guess what these baby words mean: 
3. moo-moo 
4. blankie 
 
Find simpler words for: 
5. athletic footwear 
6. gastroenteritis 
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Language – Formal or Informal? 
 
Just as we choose different words for different situations, we also choose 
different styles of language for different situations. 
 
Let’s say you are writing to apply for a job. You will probably start the 
letter with,  
 

 
Hi Linda,  
 
Am going to the market later. 
Want me to pick up some 
veggies for tomorrow? 
 
Give me a ring, 
Kevin 

  
 Dear Sir or Madam,  
  
 I read with interest your 
 advertisement for a . . . 
 
 
This is a very formal style and it is what an employer would expect in a 
job applicant’s cover letter.  
 
Now let’s say you’ve been working for the past year with a family and 
you’ve got to know each other well. A note from you to the mother might 
go like this: 
 
 
 
 
 
 
 
 
 
 
 
 
Notice how relaxed the style is. Informal language, first names, note form, 
slang. This style fits the situation.  
 
 
 
Language – Sounding Positive 
 
Of course, whenever you speak with the children in your care 
you will use an informal style. You will also want to practise 
using a positive style rather than a negative. Take a look at 
these examples:
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 Kayla, please don’t be rough with your little brother.  
 Kayla, please be gentle with your little brother. 

 
 Kids, I’d like you to come here now and sit quietly. 
 Kids, I’d like you to stop running around and screaming. 

 
Two of those requests are positive (   ) and two are negative (    ). 
Notice how in each example the same requests were given, but in the 
positive style the children were told what to do instead of what not to do. 
Giving a positive request encourages positive behaviour. It tells the 
children that you expect them to do something right, rather than pointing 
out that they are doing something wrong. Try to use a positive style as 
often as possible.  
 
 
 
Change these negative requests into positive requests. Write them in the 
speech bubbles below. 
 
1. Don’t stick your hand into the mashed potato. 
2. The cat doesn’t like when you hit her. 
3. The baby’s diapers don’t belong in that cupboard. 
4. Stop pulling out the tomato plants. 
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playful 
angry 
firm/positive 
bored/unsure  

Tone 
 
You can show a lot about your feelings in the tone of your voice. Click on 
the buttons below and listen to the examples. (or click on Button 1, 2, 3, 
4 in the Hyperlinks Table.) 
 

1    2    3   4     
 
Listen again and decide which of these words describes the tone of each 
one.  
 
 
 
 
 
 
 
Which tone do you think is most appropriate for this situation?  
 
There’s a bit of danger involved here (pond, drowning) so you 
don’t want to sound playful. The child may try it again 
tomorrow. Perhaps you are angry, but try not to show it. 
You’ll get better results from the child if you remain 
calm. You don’t want to sound bored or unsure 
because this gives the message that it’s not important 
or that you’re not in control of the situation. Firm and 
positive would be an appropriate way to sound because you want quick 
action.  
 
 
Your Turn 
 
Try listening to your own voice and experimenting with different tones. 
You can do this in different ways: 

 Use the Sound Recorder on your computer. See the yellow box below for 
instructions. 

 Use a tape recorder if there’s one available. 
 If neither of these are possible, work with someone who will give you 
feedback on how your voice sounds.  
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Use these ideas for your recordings, then think of more on your own. 
 
1. You are speaking to the newborn baby. Remember, they like high 

tones. 
2. The 2-year-old is just about to stick a fork into an electrical outlet. 
3. You are phoning City Hall to ask for information about children’s 

programs. 
4. The 4-year-old is very proud of the drawing he is showing you. 
5. You are comforting the 5-year old who has scraped her knee. 

Using Sound Recorder 
 
If your computer has Windows 98 or a later version, you can record your own 
voice for up to one minute. 
 
To use Sound Recorder, you must have a sound card and speakers installed 
on your computer. You also need a microphone. 
 
1.  To open Sound Recorder, click Start, point to All Programs, point to 

Accessories, point to Entertainment, and then click Sound 
Recorder. This window will pop up: 

 

 
 
2. Click File, then click New. You can now start recording by clicking this 

button . You can record for as long as 1 minute, but no longer. 
 
3. To stop recording, click ,. 
 
4. To play back your recording, click ►. 
 
For information about using Sound Recorder, click the Help menu in Sound 
Recorder. 
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Be Diplomatic 
 
You’ve read about vocabulary, language and tone and how you can use 
them effectively. Diplomatic people are good at using them all effectively at 
the same time. 
 

diplomatic: 
 
A diplomatic person is good at handling difficult situations without 
offending anyone or hurting their feelings. 

 
 
You may often find yourself in difficult situations where you have to be 
very careful about what you say and how you say it. Look at these 
examples: 
 
The angry neighbour 
 
You have to deal with the man next door who is upset about the noise the 
children are making in the backyard. You could growl back at him, 

 
“Ah, stuff a sock in it you old grump. Forgotten what it’s like to 
be a kid?” 
 

 
 
But this will only make the situation worse. And when the parents come 
home they will have a mess to deal with.  
 
How about saying in a calm, serious voice, 
 

“Sorry we disturbed you Mr. Smith. Let’s find a better time for 
the children to run around out here. What do you suggest?” 
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The forgetful employer 
 
The mother of the children you look after forgot to go to the bank last 
Friday so she couldn’t pay you. Now it’s Tuesday of the next week and she 
still hasn’t said anything about money. You might feel like saying, 

 
“Look you dingbat. I’m not doing this job for free. I have a right to 
be paid on time!” 
 

 
 
That would create a pretty unpleasant atmosphere between the two of 
you. It might even lose you your job. You’ll have more success with, 

 
“I know you’ve been busy at work recently. I understand how easy 
it is to forget, but I really need to get paid tomorrow.” 

 
 

 
 
The budding cook 
 
The little boy and his father made zucchini bread last night. He’s 
very excited to give you some and watch you eat it. You can’t 
stand zucchini. Go on, take a small bite (it won’t kill you) and 
say, 

 
“Wow! This is amazing bread. Just one bite has filled me up. I’d like 
to take this piece home and have it as a bedtime snack.” 

 
 

 
Things go more smoothly when you’re diplomatic. 
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Talking to Children 
 
Even before babies are born, they listen to human voices. A few weeks 
after birth, they are already trying to talk. They do most of their language 
learning in the first three years of their lives. How do they learn it? From 
the adults in their lives – like you!  
 
Talk a lot with the children in your care. Read and sing with them even if 
they don’t seem to understand the words yet. They are learning. Ask them 
questions. Answer all their questions, even if the same question comes 
over and over. The child is practising.  
 
 

 
“It’s time to wash your hair now. Should we use the cup to pour the 
water? Lean your head back a little so the soap doesn’t get in your eyes. 
Let’s dip the washcloth in the water so we can clean your little nose. Do 
you have dirt under your fingernails? Let’s see if we can get it out . . .” 
 
from: http://www.talaris.org/spotlight_bubbles.htm

 
 
How about just leaving the TV on all day? There’s lots of talking going on 
there. Wrong! The TV is not the same as a real person and the child just 
sits there and doesn’t say anything. 
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Learning Activity 2 –  
Use Appropriate Vocabulary, Language and Tone 
 
 
A. You have just had a job interview with Mr. and Mrs. Lee who are 

looking for a nanny. You would really like this job. Write them a note 
thanking them for the interview and telling them you are looking 
forward to hearing from them soon. Since you haven’t got to know 
them yet, you need to use a formal style. (If you like, you could use a 
real thank-you card.) 

 
______________________________________________________________________

______________________________________________________________________

_____________________________________________________________________ 

 
 Six months later – you’ve been working with the Lee family all this time 

and now you’re on friendly terms with the parents, Don and Judy. 
Write an informal note to them, telling them about something funny 
and cute that their son said today. 

 
______________________________________________________________________

______________________________________________________________________

_____________________________________________________________________ 

 
B. Below are two situations. You need to think carefully about what you 

will say in each one. Be polite. Be positive. Be diplomatic. Write your 
responses in the space provided. (If you and your instructor prefer, you 
can use role playing.) 

 

You work as a nanny for a family with two pre-school children. An aunt 
from out-of-town has been staying with them for the past two weeks. 
She’s very friendly and gets on well with everyone. But there’s one 
problem – she swears something awful. You notice that the kids are 
starting to use her swear words too. It sounds bad, and you think it’ll 
cause trouble when they start kindergarten and daycare next month. 
What will you say to the parents about this? 
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________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

 

The next-door neighbour (the one who was so grumpy last week) has 
come over with homemade cookies for the kids. He is trying hard to 
show that he can be friendly. He wants the kids to eat them now so he 
can enjoy their company. But both children get very hyper when they 
eat sugar. Their mother has asked you to make sure they don’t eat any. 
How can you handle this without hurting the neighbour’s feelings? 

 
C.  Below are two more situations that need your speaking skills. Think 

about how you could handle each one; then make a recording of your 
responses. You can use the Windows Sound Recorder described a few 
pages back, or a tape recorder if you have one. If neither of these are 
possible, role play the situations with your instructor. Be positive. Be 
clear. Be firm. Be encouraging. 

 
 

The 2-year-old is having her ups and downs. One minute she feeds 
herself very carefully with a spoon; the next minute she wants to smear 
the food around on the table. Sometimes she helps you to feed the baby; 
suddenly she throws things at him to get your attention. Imagine you 
are having lunch with the two children. What are you saying to the 2-
year-old to encourage good behaviour? 

 

You and the kids (2, 4 and 6 years old) planned to have a picnic in the 
park today. But it’s pouring rain and it doesn’t look as if it will stop. 
You’ve told them that the picnic is put off to another day. The kids are 
very disappointed. They are making quite a fuss and begging you to take 
them anyhow. What will you say to comfort them and cheer them up? 
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Part 3 - Be a Team Player 
 
What is a team? It’s two or more people working 
together to get something done. What’s that 
“something”? Well, it depends on the team. Let’s 
think about a few different teams. 
 
Teamwork 
 
Complete this table.  
 
A basketball team works to: get the ball through the hoop as often as 

possible. 

A hockey team works to:  

The sales team in a clothing  
store works to: 

The staff in the dentist’s office  
works to: 

The medical emergency team  
at the scene of an accident 
works to: 

At a potluck dinner a group of  
friends work to: 

 
 
 
The members of the team may have different jobs. One salesperson 
may sell men’s wear; another may work in children’s wear. The dentist 
fills your teeth; the receptionist books your appointments. But the whole 
team cooperates and works toward the same goal.  
 
It is very satisfying to work with a team when all the members pull their 
weight and help each other. Life goes smoothly when you are part of a 
community where people work together and encourage each other. 
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The Nanny Team 
What is the main purpose of a nanny’s job? Why have the parents hired 
Kevin for the summer? His main responsibility is to keep the children 
safe, healthy and happy. In fact, there is a whole team of adults who are 
working towards the well being of the children.  
 
Who else is on the team? Turn back to Chapter 1, A Day in the Life of 
Martha, the Nanny. Look at all the words in bold. They describe different 
roles that the nanny plays when he or she is with the children. But many 
of these roles are also real people in the life of the children. Let’s pick out 
a few of them. 
 
Team Members 
For each of the team players in the table below, give one example of 
something they do to keep children safe, healthy and happy. 
 

team member how they keep children safe, healthy and happy 

mother and father  

nurse  

teacher  

coach  

policewoman Checks that children are wearing seatbelts. 

friend  

 
 

Think and Discuss 
Have you ever worked as part of a team: 
 
in a job?_______________________________________________________ 

at school? _____________________________________________________ 

at home? _______________________________________________________________ 

in your community? ____________________________________________________ 

 
Think of the things you liked about working in a team. Were there things 
that you didn’t like? Share your ideas with your instructor and others in 
your group. 
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Are You a Team Player? 
Log on to this web site and take the online quiz. 
 
http://content.monster.com/tools/quizzes/teamplayer/
 
 
 
What Makes a Good Team Player? 
Employers and employees like co-workers who: 
 

 are reliable 

 communicate clearly 

 express their ideas in a helpful way 

 take criticism without getting offended 

 pitch in to help 

 deal with problems as they arise 

 
 
The Nanny as Team Player 
 
Let’s look at some examples of how the nanny uses these team player 
skills to do that. Remember – the nanny’s job is to keep the children safe, 
healthy and happy. 
 
Reliable Nanny Tip: 
Parents rely on their nanny to follow their 
wishes and stick to the routines and rules that 
they agreed on. They expect them to be there at 
the times they agreed upon. 

Before you take the 
job as nanny, make 
sure you can stick to 
the agreed times. 

 
Communicate Clearly 
The nanny takes a few minutes each day to 
connect with one of the parents and tell some of 
the highlights of the day. They want to know 
what went well so they can talk to the children 
about it. The parents also need to know if there 
is a problem to be dealt with.

Nanny Tip: 
Keep a notebook to 
jot down things you 
want to tell the 
parents. Don’t forget 
the funny and cute 
things the kids say. 
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Express Ideas 
Nanny Tip: Sometimes a nanny may not agree with what 

she’s been asked to do. For example, the parents 
may leave a video for the kids to watch, but she 
thinks it is too violent. In another example, they 
may prefer one of their own recipes to the one 
she was given. She could give her ideas in a 
diplomatic way so that the parents don’t feel 
hurt. 

Before you give your 
opinion, ask yourself 
what would be best 
for the kids in the 
long run. 

 
 
Take Criticism 
No one is perfect. If a team works well together 
its members give each other suggestions for 
improvement. For example, the mother may ask 
the nanny to take more care when cleaning up 
after lunch. Or she may suggest that the nanny 
be stricter with the children. A good team player 
will see this as a chance to do a better job.  

Nanny Tip: 
If one of the parents 
points out something 
you’re doing wrong, 
thank him or her for 
helping you to 
improve your skills.  

 
Pitch In 

Nanny Tip: Sometimes the nanny may decide to do work 
that was not in her job description. For example, 
she could mend a ripped shirt or clean up the 
mess in the toy box. The parents will be glad of 
these little extras and it will give them a bit more 
time with their kids. 

Get the kids involved 
in these tasks, if you 
think it’s safe for 
them. 

 
 
Deal with Problems 
Whenever possible, nannies should try to deal 
with problems on the spot. For example, sweep 
up the broken vase and remove the glass sliver 
from the child’s foot. But they should also use 
good sense to decide when they can’t handle the 
problem. For example, the furnace goes off and 
it’s getting mighty cold inside. Or, the child has 
a high fever and seems very ill. Nannies have to 
know when to call for help. 

Nanny Tip: 
Ask the parents for a 
list of phone 
numbers to use when 
you need help – 
family, friends, 
neighbours and 
emergency services. 
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Missing Work 
A team player is reliable and shows up for work regularly. Sometimes it’s 
necessary to miss work, but when? This web activity helps you to make 
the decision. 
 
Learning Edge:  http://www.thewclc.ca/edge/issue4/index.html
 
 
 
Children are a Smoke-Free Zone! 
If you are still a smoker, you should think hard about quitting before you 
apply for a job as nanny. A question that parents often ask when they 
interview a nanny is “Do you smoke?” Most parents would not hire a 
smoker to take care of their children. 
 
You can read all about the effects of second-hand smoke on children at 
this site: 
 
http://www.cancer.ca/ccs/internet/standard/0,3182,3172_13127_2629
85_langId-en,00.html
 
 
If you are a smoker and you’d like to quit, the Canadian Cancer Society 
runs a smokers’ help line at: 
 
http://www.smokershelpline.ca/
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Learning Activity 3 – Be a Team Player 
 
What Would a Team Player Do? 
 
1.  The mother of the children has left a video for them to watch today. 

She has not seen it herself but she says, “It looks like a movie the kids 
would like”. But you’ve seen it and you know it is not meant for 
children. It has a lot of violence and it would scare them. What would 
you do? 

 
a) Show the video anyway. She told you to. 
b) Show it but keep the sound off. 
c) Don’t show it. Explain later to the mother. 

 
2.  You wake up one morning and just don’t feel like going to work. You 

were up late with friends the night before and need more sleep. What 
would you do? 

 
a) Get up and go to work anyway. 
b) Phone the mother and say you can’t come because you have a bad 

cold. 
c) Just go back to sleep. They’re her kids - she can look after them. 

 
3. Today the baby rolled over for the first time. What would you do? 
 

a) Keep it a secret from the parents. It’ll be a nice surprise for them 
later. 

b) Ignore it. You may have only imagined it. 
c) Tell the parents as soon as they come home. It’s an important 

milestone. 
 
4. Yesterday the kids wouldn’t eat the spaghetti sauce you made. Their 

mother tasted it and said she liked it but perhaps it was too spicy for 
the children. What would you do? 

 
a) Explain to her that you are an adventurous cook and you’re getting 

bored cooking the same old bland food for her kids every day. 
b) Use less spice when cooking for the kids. Ask her what their 

favourite foods are. 
c) Make only peanut butter sandwiches from now on – they’re safer.  

 

Connecting to Workplaces:  Literacy Network Northeast – 2006/07  76 
Building Curricula for Validated Demonstrations 



 LBS LEVEL 2/3: Nanny / Caregiver   Chapter 2 
 

For Kids - Cooperative Games 
 
Kids love to play games and most games have winners and losers. 
Happiness for the winners, disappointment and tears for the losers. Being 
a good winner or a good loser is something that a child learns with 
experience. 
 
Why not throw in a few cooperative games where everyone works together 
and everyone is a winner. Now that’s real team spirit! Here are some ideas 
for cooperative games: 
 
Monkey See, Monkey Do  
Bring all the kids together in a large room and turn on some snappy 
music. Tell the kids to start dancing any way they want to, and you will 
pick different kids to be leader. The leader stands facing the group and 
does any movement he or she chooses. The other kids have to follow. After 
a minute or so, pick a new leader. Make sure everyone gets a turn to lead. 
 
Musical Squeeze 
In the old Musical Chairs, one chair is taken away each time the music 
stops and everyone scrambles for a chair. The person who doesn’t get a 
chair is out. In Musical Squeeze no one is out. Instead, you take away one 
chair each time, and the kids have to all sit on each other's laps when the 
music stops. The object is to see if you can eventually pile everybody on 
one chair (and have fun, of course). 
 
The two above games come from the following web site. You can find 
many more good games there. 
 
http://www.badghill.pair.com/circtime/ct1998/v01-04/evrywin.htm
 
Sardines 
This is played like Hide-and-Seek. Choose someone to be 
“it”. All the others close their eyes while “it” goes off to hide. 
After a few minutes, give the signal for the seekers to go off 
in different directions looking for “it”. When someone finds 
“it” they very quietly hide in the same spot. The game ends 
with everyone squeezed into the same hiding place. 
 
I Spy Something Blue 
This is similar to I Spy, where you choose an object 
starting with a particular letter. With little kids, “it” 
chooses an object of a particular colour and helps the other 
players to guess it correctly giving hints along the way. 
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A Polite Poster 
Help the children in your care to think about being polite, respectful and 
cooperative with each other. Make a polite poster with them to model the 
good manners you want them to show.  
 
Cut out the speech bubbles and cartoons below and glue them onto paper 
or card. If you prefer, you can all draw the cartoons yourselves.  
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Learner Self-Evaluation 
You’ve come to the end of Chapter 2. Well done! Think about what you’ve 
learned in this chapter. Use the skills list below to record your progress. 
Put a check mark in the “yes” column if you feel very confident with the 
skill. Check “not yet” if you’d like more practice, then tell your instructor. 
 

not 
yet 

 
yes  

Explain what it means for a nanny to be a caregiver and 
role model   

Describe common milestones in the development of the 
child   

Choose activities to suit children of different ages   

Keep children of different ages out of harm’s way   

Recognize when slang is appropriate and when it is not   

Use formal or informal language to suit the occasion   

Use words that are easy for the listener to understand   

Speak to children in a positive style   

Use different tones of voice to suit different situations   

Handle difficult situations by speaking diplomatically   

Make a sound recording to observe your speaking skills   

Give examples of what it means to be a team player   

Explain how a nanny can be a team player   

Encourage children to play cooperatively as part of a team   

 
Learner’s Comments 
 

Did you enjoy the activities in this chapter? _____________________________ 

Were they easy to follow? _______________________________________________ 

Did you think they were useful? ________________________________________ 
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Answers to Practice Exercises 
 
True or False? 
 
1. F 
2. F 
3. T 
4. F 
5. T 
6. T 
7. T 
8. F 
 
 
 
Vocabulary – Say it Clearly 
 
1. freaking, cheesed off 
2. man, cool, wheels 
3. cow 
4. blanket 
5. running shoes 
6. upset stomach 
 
 
Language – Sounding Positive 
 
1. Can you use your spoon ... 
2. likes when you stroke her. 
3. belong in this cupboard. 
4. help me pull the weeds. 
 
 
 
Teamwork 
 

 put the puck in the net 
 make as many sales as possible 
 keep teeth in good condition 
 save lives, get injured to hospital 
 serve a meal together, clean up  
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Introduction to Chapter 3 
We live in a world full of written words. There are words 
on the cereal box at breakfast, words on the sides of 
buses, words on the door of the doctor’s office and words 
on the forms we have to fill out when we get there. We 
read newspapers, magazines, letters, e-mails, recipes – 
the list goes on and on.  
 
Sometimes we read because we have to. There may be 
important information we need for work, for school or for our personal life. 
Sometimes we read for pleasure – a story we just can’t put down or an 
article about our favourite sports team.  
 
In your job as nanny you will read for both these reasons. You will read 
information to help you do your job. And you will spend time reading with 
the children for fun and relaxation. Lucky kids! You’ll be helping them to 
become life-long readers. 
 

 
Employers say that a successful nanny should be able to:  

  read and follow instructions and directions, and 
 

 read stories and children’s books.  
 
 
In this chapter, we will focus on these skills.  
 

 
The Essential Skills Connection 
The above reading skills connect to the Essential Skills 
framework in this way: 

Reading Skills for the Nanny Essential Skills 

read notes, articles, brochures; 
follow directions 

Reading Text, Oral 
Communication 

pre-view children’s books; read to 
children to develop their language 
skills 

Reading Text, Oral 
Communication 

read lists, labels, recipes, schedules, 
calendars and maps 

Document Use, Computer Use 
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Learning Outcomes 
 
After studying this chapter you will be able to: 
 

 Describe how a nanny uses reading skills on the job 
 Skim written information to get a general idea of what it’s about 
 Scan written information to find specific details 
 Work out difficult words using a variety of word-attack strategies 
 Make inferences when reading (read between the lines) 
 Follow written instructions 
 Get information from diagrams and charts 
 Understand information in child care brochures and articles 
 Explain the value of reading with children 
 Choose books to suit the age of the child 
 Read children’s stories using interesting variations in voice 
 Involve children in reading to develop their language skills 
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A Reading Skills Checklist 
You may already be using reading skills in a variety of ways. Answer these 
questions and then rate yourself: 
 
 
Do you regularly look up information in brochures, on 
the Internet, in the Yellow Pages or in any other written 
materials? 

  
yes   no  

Do you read labels on packages before you buy?  yes   no  

Do you sometimes ask for help if you read something 
you don’t understand (a difficult word or a confusing 
idea)? 

 yes   no  

Have you worked in jobs where you needed to follow 
written instructions or lists? 

 yes   no  

Do you enjoy a good story (in a book, a magazine, a 
movie or on TV)? 

 yes   no  

Do you first skim and scan a book cover or movie case 
to decide if the story would interest you? 

 yes   no  

Do you read the newspaper regularly?  yes   no  

Do you read stories to the children in your life?  yes   no  

 
If you answered “yes” to most of these questions you are well on your way 
to being an experienced reader.  
 
Reading is a transferable skill. This means that the reading skills you pick 
in one setting are carried over and used in other jobs and tasks. 
Examples: 
 

 Short Order Cooks read recipes, product labels and customer orders. 
 Cleaners read notes from supervisors, WHMIS labels and work 
schedules. 

 Retail Clerks read cashier manuals, customer complaints and store 
policies. 

 Carpenters’ Helpers read work orders, equipment manuals and 
building plans. 

 Vacationers read tourist brochures, bus schedules, menus and maps. 
 Shoppers read sale flyers, warranties and owners’ manuals.
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It’s a Big World in There 
 
Samantha talks about her job as a nanny:  
 
I wasn’t really into reading when I was a kid. 
Neither were my parents or the rest of my 
family, so we didn’t have books and magazines 
and stuff like that around the house. Oh, we 
had lots of neat toys and games and so on, but 
no books. 
 
I loved when my grade one teacher read stories 
to us. In fact, that’s when I started learning to 
read, but I never got really good at it and in the 
higher grades, when we were supposed to read 
chapter books on our own, I read as little as possible. 
 
So when I showed up for my first day as a nanny for the Kumar family, I 
was a bit shocked at the number of children’s books scattered around the 
house. Books on the living room floor, in the toy box, on the kitchen table, 
in the car. They even had waterproof books next to the 
tub. I thought, “Who on earth would read so many 
books?” And it turned out that the answer was me.  
 
I ended up reading every single one of those books 
with the children, and loving it. Over the next six 
months they introduced me to a whole new world of 
princes and talking rabbits, and fairies and ordinary 
people just like us. We read books about snakes and 
volcanoes and fire trucks. I never knew that learning 
about “school” topics could be so much fun.  
 
Yes, learning. The kids were learning to read as we 
explored books together. Each child was at a different s
of reading and it was so interesting to see their skills 
develop. I found lots of ways to get them involved with the 
stories and soon they were doing some of the reading too. 
Their parents were really pleased with my work.  

tage 

 
Our favourite time of the day became the reading time. 
We’d choose a few books, settle in on the sofa and have a 
good read. When we’d finished reading a story that they 
really liked, the kids would shout out, “Read it again, 
Sam!”
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The children were not the only ones improving their reading skills. There 
was a big pay-off for me. I found that the more I read books to the 
children, the easier it got for me to read and understand other things. The 
notes Mrs. Kumar left for me, the recipes I got off the Internet, the 
instructions for playing a new game – these were not as confusing as they 
used to be. I got more confident at working out difficult words. I started 
reading a bit of the newspaper every day and understood the main points 
in the articles. I remembered more of what I read.  
 
On my first day of work, Mr. Kumar had given me a packet of brochures 
from the Health Unit.  They were on topics like first aid, child safety, 
discipline, and so on. I looked them over but didn’t read them because 
they looked too difficult.  
 
Later, as I became more confident with my 
reading skills, I took them home and studied 
them in the evenings. 
 
I am so very glad that I did.  
 
One day when we were playing in the park, a 
little boy started choking on a piece of apple. He was beginning to turn 
blue and his terrified mother was shouting for help. I ran over and 
managed to get the food out of his throat using the method I had read 
about in the first aid brochure. It was a close call, but it had a happy 
ending. 

 
Reading – use it or lose it. 
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Reading Skills in the Nanny’s Job Profile 
 
Here are examples of reading tasks that a nanny might do: 
 
Read and Follow Instructions 

 read parents' notes giving instructions for the day 
 read labels on medication to decide how much to give a child 
 read recipes to prepare snacks and meals 
 read schedules for things like buses, swimming pools or libraries 
 read instructions for making crafts 

 
Read with Children 

 skim through books at the library to decide if they would suit the 
children  

 read books and stories aloud to the children 
 read directions and diagrams about how to put a toy together 

 
Read to Learn more 

 read food labels to check for ingredients that children may be allergic 
to 

 read parenting magazines and newsletters to stay up-to-date on topics 
like healthy food and handling difficult behaviour 

 search for ideas for crafts and activities 
 read health and safety booklets 
 read policy manual if employed by a childcare agency 

 

 
From: Human Resources and Skills Development Canada – Essential 
Skills http://srv600.hrdc-drhc.gc.ca/esrp/english/profiles/71.shtml
 

 
 

 
Think and Discuss 

 Which of the above reading tasks would you find easy to do? 
 Put a check mark ( ) next to these tasks. 
 

 Which might you have difficulty with? Put a cross ( ) next 
 to these. 

 
 Show your checklist to your instructor and talk it over. 
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Part 1 - Read and Follow Instructions and 
Directions 
 

Warm-up Task 
Look through the magazine rack in a library or a store. Find the names 
of two magazines that you think have information that a nanny could 
use on the job. 

 
Skim to Get the Big Picture 
 
How did you do the warm-up task? Did you pick up every magazine and 
read it cover to cover? Most likely not. That would have taken much too 
long. What you probably did was run your eyes over the rack and look for 
pictures of children. That would have led you to magazines like Parents, 
Owl, Working Mother and Early Childhood Today. Perhaps you then 
flipped through a few of them to see if there were any articles with titles 
like, Healthy Snacks or Games for a Rainy Day. 
 
You were skimming to get a general idea of what was in the magazines. 
Skimming is a time-saving reading skill. It lets you quickly find the type of 
magazine (article, book, brochure, movie) you are looking for. It gives you 
an overview of what to expect if you read the whole thing, or see the whole 
movie. Skimming also points you to what part of the text you want to 
read. If you pick up a ten-page booklet, you want to go straight to the 
page with the information of most interest to you. Later, when you have 
more time you can read the whole booklet. 
 
When you skim, you use various features of the text: 
 
Pictures: Here are the brochures that Mr. Kumar gave to Samantha when 
she started her job. Run your eyes over them quickly and find the one 
about car safety. 

 
b c f a e d  
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Titles and Sub-headings. You’ve already practised using titles when you 
skimmed through the magazines. Perhaps you also used the titles of 
articles to get a general idea of what was in them. The articles may also 
have been divided into sections with sub-headings. Titles and sub-
headings are usually set off from the rest of the text by their size and 
colour, or with bold face, italics and underlining. Look for these features 
when you are skimming text. They are put there to make it easier for you. 
 
Below is a fact sheet about teething rings and pacifiers. Only the title and 
the sub-headings are shown, to help you focus on them. The rest of the 
text has been replaced with nnnnn.  
 
You are very familiar with teething rings and pacifiers so you don’t really 
want to read the whole fact sheet right now. But you’ve just overheard 
someone say that teething rings can be harmful to babies if they’re not 
used right. Which two sections should you read now before giving the 
teething ring back to the baby? 
 

TEETHING RINGS AND PACIFIERS  
1. What are teething rings?  
nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn 
2. Why use a teething ring?  
nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn 
3. Do's when using teething rings  
nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn 
4. Don'ts when using teething rings  
nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn 
5. What are pacifiers?  
nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn 
6. Why use a pacifier?  
nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn 
7. Do's when using a pacifier  
nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn 
8. Don'ts when using a pacifier  
nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn 
 

 
If you’re interested, read the real fact sheet, Teething Rings and 
Pacifiers, at: 
 
 
http://www.healthunit.on.ca/factsheets/dp.cfm?action=Fact_Sheets_Det
ails&ContentID=132
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Graphics are pictures and shapes put into the text to make it easier for 
the reader to skim and read. We’ve already talked about pictures. Let’s 
look now at three other kinds of graphics. 
 Sam,   ☺                 

 
Bullets Please make sure that 

Mia takes these things 
to school today: 

 are used in lists at the beginning of 
each line. They help you to see at a glance 
how many things are in the list. Here’s part 
of a note from Mrs. Kumar to Samantha:   • safety scissors 
 • modeling clay 
Samantha can easily see that she has to 
remember to put three things in Mia’s school 
bag. 

• a shoe box 
 
Thanks 

 
 
 

Snacks for Kids Bullets may also tell you something about the 
things on the list.   

 fresh fruit  
 carrot sticks A bullet like this  says Yes! This is a good thing.  

  
 chewing gum Or  No! This is something to avoid. 
 candy bars  

 
 
Arrows show you where to go next on the page. Let your eyes follow 
them. 
 
 
 
 
 

Text boxes keep some of the text separate 
from the rest. They help you to read the 
information on the page in smaller chunks. 
Information in the text box may be slightly 
different from the rest of the page, or it may 
be something that is slightly more 
important. Don’t forget to read the text 
boxes! 

 
 
 
 
 
 
 
 
 
Skim over the previous pages of this chapter and find the text boxes. Why 
do you think they are used? Do you find they help you to read the text 
more easily? 
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Scan for Details 
Imagine that you are looking up the number of the Red Deer Recreation 
Centre in the phone book. First you find the page with words starting with 
Re. Then you run your eyes down the columns looking for Red Deer. 
When you’ve found the entries for Red Deer you slow down, paying close 
attention until your eyes hit Red Deer Recreation Centre. This is called 
scanning. 
 
When you scan, you look closely for details or for a particular word that 
will lead you to the information you want.  
 
One of the children that Samantha takes 
care of is allergic to walnuts. Scan this 
cookie box as quickly as you can to decide if 
they are safe for him. Go! 
 
Did your eyes catch the words and/or other 
nuts? Good, these cookies don’t belong in 
the Kumars’ grocery cart. 
 
Samantha herself has a strange reaction to 
red food colour. Would these cookies be 
okay for her to take home? Make a quick 
scan. Go! 
 
The words coloured and colour show up in the label so it would be better 
for Samantha to give them a miss. 
 
When you scan for details, your eyes also pick out words that are related 
to the one you’re looking for. In the label above you may have noticed the 
word sprinkles, and you know from experience that sprinkles contain food 
colour.  Below is a list of Fact Sheets from a Public Health Unit. Scan the 
titles and pick out the ones you think would give useful information for 
nannies. 
 
1. A MOUSE IN THE HOUSE? 
2. AFTER IMMUNIZATION, WHEN ARE YOU ELIGIBLE TO DONATE 

BLOOD? 
3. AIDS: WHAT DO YOU KNOW ABOUT IT? 
4. AZITHROMYCIN (Zithromax) 
5. BABY TEETH 
6. BLOOD EXPOSURES: INFORMATION FOR CHILD CARE PROVIDERS 
7. BREASTFED INFANT AND CHILD CONSTIPATION 
8. BREASTFEEDING RESOURCES IN OUR COMMUNITY 

 

Connecting to Workplaces:  Literacy Network Northeast – 2006/07  91 
Building Curricula for Validated Demonstrations 



 LBS LEVEL 2/3: Nanny / Caregiver   Chapter 3 
 

9. BUILDING ADDITIONS THAT AFFECT THE PERFORMANCE OF A 
SEWAGE DISPOSAL SYSTEM 

10. CAFFEINE 
11. CHICKENPOX 
12. CHILDREN AND THE INFLUENZA VACCINE (FLU SHOT) 
13. CHLAMYDIA 
 
See the complete list of Fact Sheets at: 
 
http://www.healthunit.on.ca/factsheets/dp.cfm?action=Fact_Sheets
 
 
Work Out Difficult Words 
 
At the beginning of this chapter, Samantha described how her reading 
skills improved with practice. She said, “I got more confident at working 
out difficult words.” Reading long or unfamiliar words is only part of what 
we do when we read. But people who don’t read a lot can get discouraged 
when they run into a word they can’t work out. There are word attack 
strategies that can help. 
 A First Aid Kit should contain: Break it Up  If you get stuck on a long word, try 
breaking it into smaller word parts. 
Let’s try it on some of the words from 
the box on the right.  

 Adhesive Tape 
 Antiseptic Ointment 
 Band-Aids (assorted sizes) 
 Blanket  
 Cold Pack adhesive ad  /  he  /  sive 
 Disposable Gloves antiseptic an  /  ti  /  sep  /  tic 
 Gauze Pads (assorted sizes) assorted as  /  sor  /  ted 
 Roller Gauze The smaller bits, called syllables, are 

easier to sound out. When you read 
them all out loud, it helps you to 
recognize the word. Each syllable 
represents a beat in the word and the 
rhythm may also help you to recognize 
it. 

 Hand Cleaner 
 Plastic Bags 
 Scissors and Tweezers 
 Small Flashlight, Extra 
Batteries 

 Triangular Bandage 
 
One important rule when breaking a word into syllables: each syllable 
must have at least one vowel (a, e, i, o, u, sometimes y). 
 
There are many other less important rules for breaking up long words. If 
you’d like to learn more, ask your instructor for a mini-lesson on 
syl la bi fi ca tion. 
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For now, try breaking these words into syllables: 
 
disposable ____ ____ ____ ____  
batteries ____ ____ ____ 
triangular ____ ____ ____ ____ 
 
Good Guesses 
Can you finish these sentences? Just say the missing words in your head. 
 
1. A stove and a fridge are kitchen appli_______. 
 
2. She had to run to the toilet three times in the night because she had 

dia______. 
 
3. Samantha told the children not to touch the pictures in the museum 

and to be on their best beha_____. 
 
Did you predict appliances, diarrhea and behaviour? Okay! Sometimes the 
difficult word pops out at you because it fits perfectly in the sentence.  
 
When we read, we often predict difficult words, and we’re often right. This 
is a skill that strong readers use. Don’t get hung up on the word if you 
have a good idea what it is. Make a good guess and if it makes sense, 
move on. 
 
Let Some of Them Go 

The Children’s Puppet Theatre 
presents 

 

There are times when you just don’t need to spend time working out the 
difficult word, or predicting it. It’s not 
important for understanding the text. 
For example, look at this 
advertisement for a puppet show. 
 The Road to 

Walbrzych 
The name of the show is The Road to 
Walbrzych, a difficult word to say and 
perhaps unknown to you. Does it 
matter at this point? No, you’ll hear 
the word said when you take the 
children to the show.  

 

Central Library 
Kangiqsujuaq Room 

 
 November 25, 2006 
It’s taking place in the Kangiqsujuaq 
Room. Again, a tricky name to 
pronounce, but you don’t need to 
pronounce it. You can ask a staff 

2 pm 
 

fun for the whole family 
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member where the puppet show is being held and be directed to the room. 
 
Don’t let these difficult words scare you away! They’re not necessary for 
understanding the basic information. 
 
For another example, log on to this web site and read the medication 
package. You’ll notice that there are long, chemical names in the list of 
ingredients. Don’t try to work them out.  
http://measureup.towes.com/pdfs/NOC-6474-AS2-3-T1-3.pdf
 
Click back to the first page of this web site and answer the questions. If 
you need help to find the pages, ask your instructor. Click here to check 
your answers:  
 
http://measureup.towes.com/english/short_answers.asp?activity_ID=33
&noc=6474&source=explorw  
 
 
Call a Friend 
Don’t forget this very handy method for reading difficult 
words. Once someone has told you what the word is, you 
may remember it forever. 
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Read Between the Lines 
 
Recipes 
Samantha is looking at some recipes that Mr. Kumar has given 
her. One of them says, “Cut the cherimoya in half and scoop 
the pulp and seeds out of the skin. Serve on ice cream.” 
 
She wonders what cherimoya is. “Well, it has skin and seeds, 
and it goes with ice cream. It must be some kind of fruit.” 
Good detective work, Samantha. You worked out the meaning of 
the word from the context. 
 
Reading is more than skimming and scanning and reading words. It also 
involves putting two and two together and understanding things that are 
not actually written on the page. This is called reading between the 
lines, or inferring.  
 
Parents’ Notes 
Back in Chapter 1, Mrs. Wilson’s message to Martha said, 
 

Uh-oh! I just had a thought. Did I unplug the 
iron this morning? Please check it for me. 

 
If Martha found that the iron was still plugged in, what would she do? Of 
course, she’d unplug it. This is an example of inferring (reading between 
the lines). 
 
The message also said, 
 

Granny Wilson says she’ll be phoning today at 10 
am .... Oh wait, she’s phoning from Vancouver 
and her time is three hours behind ours.  

 
What did Martha have to do to work out the time of Granny Wilson’s call? 
Right! She added three hours to 10 am. Mrs. Wilson didn’t actually tell 
her to do this because she expected Martha to infer it. 
 
One more example. What was Martha expected to infer from this? 
 

The kids are looking forward to playing in the 
park but don’t let them get too much sun. 
Remember, the hottest times are between eleven and 
three.  
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Safety Advice  
 
The three safety tips below come from a pamphlet called 
Swimming Safely, put out by the Leeds, Grenville and Lanark 
District Health Unit. Read each tip and then ask yourself why 
it is important. 

 Swimming Safely  
  

 Enclose the pool on all four sides with 
a fence and ensure that the gate is 
self-closing and self-locking. 

 

Children are natural mimics: they act like their elders 
in spite of every attempt to teach them good manners. 

 
 Ensure that the pool cover is 

completely removed before swimming. 
 

 Before jumping or diving, check that 
the area is free of other swimmers 
and that the water is deep enough. 

Why? 
 

 
 

Why? 
 

 
 

Why? 
 

 
 

To answer these three Whys?, you had to use your own knowledge and 
experience to read between the lines. If you found them difficult to 
answer, discuss them with your instructor. 
 
 
Jokes 
With many jokes, you have to read between the lines to see the funny 
side. Can you read between the lines of this saying? 
 
 
 
 
 
The writer expects you to infer that, “If the older family members don’t 
have very good manners themselves, why expect the children to be any 
different?” 
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Think and Discuss, and Laugh 
Start a collection of jokes for the children in your life. Ask 
friends, family and others at your learning program to give you 
their favourites.  
 

Discuss them with your learning group or instructor and choose ones that 
are suitable for children. 

 They should be clean. 
 They should be about things that children understand. 
 They should not insult people or hurt their feelings. 
 They should make you think a bit to “get” the joke.  

 
Find kids’ jokes at: http://yahooligans.yahoo.com/content/jokes/
 
 
 

Read and Follow Written Instructions 
 
The keys to following written instructions are to: 

 do the steps in the correct order (1, 2, 3, a. b. c) 
 zero in on the action words 

 
 action words  

  
Also called verbs. These words tell 
you what to do. Examples: 

 
 

  
sit, run, wait, stir, measure  

 
 
Nannies often make crafts with children. It’s important to follow the 
instructions carefully so that the craft turns out right and the children 
aren’t frustrated or disappointed. In the craft instructions on the next 
page, the action words are underlined for you. Read and then make the 
sailboat.  
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Make a Sailboat 
 
Materials:  
A wide plastic lid (e.g. margarine tub)  
A drinking straw  
Construction paper  
Kids' scissors  
A hole punch 
Crayons, markers, and/or stickers  
A small wad of play dough 
_______________________________________________________________________________ 
 
 

1. Cut a triangle from a piece of construction paper - 
this will be your sail. Decorate the sail with crayons, 
markers, and stickers.  

 

 

2.  Punch three holes along one side of the triangle. 
 

 
3.  Weave a drinking straw (the boat's mast) through the 

holes. 
 

 
4.  Put a small wad of play dough on the inside of the 

lid. Push the end of the drinking straw into it. 
 

5.  Float your sailboat in the sink or bathtub. 
 
 
From: http://www.zoomschool.com/crafts/boats/lid/
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First Aid for Choking 
The following instructions come from an online first aid course. It 
describes how to perform the Heimlich Manoeuver on someone who is 
choking. (A slightly different method is used for babies and pregnant 
women.) 
 
Please note that you should have proper training before giving this type of 
first aid. (See below.) This exercise is not meant to train you to do the 
Heimlich Manoeuver. It is meant only to give you practice in 
understanding written instructions. 
 
Read the instructions. Underline the action word (verb) in each step that 
tells you what you are to do. Do not underline any of the words in 
brackets. 
 
 

To Help Someone Who Is Choking 
 
1. Ask the person if he is choking. (If he puts his hands to his throat, 

looks frightened and cannot answer, he is probably choking.) 
 
2. Stand behind the victim. 
 
3. Put one foot between the victim's feet.  
 
4. Wrap one of your arms around the victim. 
 
5. Make a fist with one hand. 
 
6. Place your fist just slightly above his belly button.  
 
7. Place your other hand directly on top of the first.  
 
8. Squeeze the victim's abdomen in quick upward thrusts as many 

times as it takes to dislodge the object in his windpipe. 
 

from: http://www.firstaidweb.com/choking.php 
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Read Diagrams and Charts  
 
In Chapter One you read time schedules, which are a type of chart. Below 
there are three more examples of diagrams and charts. They give 
information about the occupation of Child Care and Home Support 
Workers, under which nannies are classed. 
 
When you read information from a diagram or chart, look at all parts – 
titles, sub-titles, labels, arrows and colours. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 

 
http://www.jobfutures.ca/noc/647.shtml (page last modified on: 2003-
04-24) 
 
 
1. What is the average wage per hour for this occupation? 
2. How much more is the average hourly wage for all occupations? 
3. Is the outlook for this occupation likely to change in the next year? 
4. How does the unemployment rate for this occupation compare to other 

occupations? 
5. What date was this information put out? 
 
 

 

Connecting to Workplaces:  Literacy Network Northeast – 2006/07  100 
Building Curricula for Validated Demonstrations 

http://www.jobfutures.ca/noc/647.shtml


 LBS LEVEL 2/3: Nanny / Caregiver   Chapter 3 
 

Read Handwriting 
 
Some handwriting is easy to read; some isn’t. Look at this note that Mia’s 
mother left for Sam.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Please take her what? That word is hard to read, but the note mentions 
fever so from experience Sam reads between the lines and knows that she 
has to take her temperature. 
 
If you are given handwritten notes that are hard to read, don’t be shy. 
Speak up and politely ask the writer to write or print more clearly. It’s 
important to understand what they write.
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Read for Information 
 

Log on and Learn 
The job profile at the beginning of this chapter says that one of the 
reading tasks a nanny does is “read parenting magazines and newsletters 
to stay up-to-date ...”  
 
At the following web site you can practise your reading comprehension 
skills. Click onto the site and choose a story from the list. The ones that 
are most useful for nannies are: 
 

 Fire Safety 
 Keep Kids Safe 
 Poison Proof Your Home 
 Smoking Kills 
 Spanking 

 
Each story is followed by comprehension exercises. Try them. The spelling 
exercises require computer speakers or headphones. You can skip them if 
you like because they have nothing to do with how well you understand 
the information. 
 
http://www.cdlponline.org/index.cfm?fuseaction=stories&topicID=3
 
 
Online First Aid Training 
Most employers want a nanny to have first aid and CPR training. They 
may ask to see your certificates before hiring you, or they may send you 
for training after you’re hired. 
 
Give yourself a head start by studying the online first aid and CPR course, 
whose website is given below. You can read through several modules, 
then take a test at the end.  
 
Please note that just reading and taking the online test will not give you 
an official first aid and CPR certificate. The page titled 
“Certification” gives instructions for registering and paying 
online. Don’t. It will be better if you take a course in your 
own community, given by a locally-recognized organization, 
like St. John Ambulance. Talk this over with your 
instructor. 
 
http://www.firstaidweb.com/?source=4nannies.com
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Learning Activity 1 –  
Read and Follow Instructions and Directions 
 
A. Your instructor will give you a newsletter called Raising Healthy Kids. 

Use it to answer these questions. 
 
A-1. Use the index on page 1. Find the titles of the six articles in the 

newsletter. 
 
1. ____________________________ 2. ______________________________ 
 
3. ____________________________ 4. ______________________________ 
 
5. _____________________________ 6. ______________________________ 
 
A-2. If the nanny is interested in getting more exercise with the children, 

which two articles should she read? 
 
1. _____________________________ 2. _______________________________ 
 
A-3. How will the TV Turnoff Challenge help to make families healthier? 
 
________________________________________________________________________

________________________________________________________________________ 

 
B. Your instructor will give you a pamphlet called Dry Baby Alert. Use it 

to answer these questions. 
 
B-1. Who is this pamphlet written for? ___________________________ 
 
B-2. Draw the symbol that is used to show normal signs in the baby.  
 

________________ 
 
B-3. Give an example of something that would show the baby is not 

healthy. 
 

____________________________________________________________________ 
 
B-4. What should the nanny do if the baby seems sick or very dry? 
 

________________________________________________________________________

________________________________________________________________________ 
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C. Make a Pop-Up Card 
 
Supplies needed:  
 

 5 colours of construction paper  
 Scissors  
 Glue  
 Markers or crayons 

 
1.  Fold two rectangular pieces of construction paper in half. 

One piece will be the outside of the card and one piece will 
be the inside. 

 
 
 

  
  
 2.  On the piece that will be the inside, cut a short, diagonal 

line near the middle of the fold. 
 
 

3.  Fold the flap that you just made. Unfold the flap. 
 
 
 

4.  Open the card. Push the flap towards the inside of the card. 
This will form the vase. 
 
 

5.  Cut some small flowers, stems and leaves from construction 
paper. Decorate them with crayons or markers if you like. 
 
 

6.  Glue the stems, leaves, and flowers to the vase. Make sure 
that the flowers do not stick out of the card when the card is 
closed. 
 
 

7.  Glue the card to the other piece of folded construction 
paper. To make sure that you do not glue the flaps down, 
apply the glue only to the inside of the card and then 
carefully place it on the outer card. 
 

8.  Write a message on your card and give it to some lucky 
person. 
 

http://www.zoomschool.com/crafts/
http://www.zoomschool.com/crafts/popupcards/flowervase/
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D.  Your instructor will give you a copy of Canada’s Food Guide. Use it to 
answer these questions. 

 
D-1. What are the four food groups described in the Guide? 
 
 
1. ____________________________ 2. ______________________________ 
 
3. ____________________________ 4. ______________________________ 
 
 
D-2. Give two examples of food from each group. 
 
1. ____________________________ 2. ______________________________ 
 
3. ____________________________ 4. ______________________________ 
 
D-3. How many servings of milk products should a 7-year-old get every 

day? _________ 
 
 
D-4. The size of servings (the amount of food you eat) depends on six 

things. They are: 
 
1. ____________________________ 2. ______________________________ 
 
3. ____________________________ 4. ______________________________ 
 
5. _____________________________ 6. ______________________________ 
 
 
D-5. What is the main point of Canada’s Food Guide? Circle one. 
 
 We should eat low-fat foods.  We should eat a balanced diet. 

 We should eat lots of meat and fish.   We should eat lots of yogurt. 
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Part 2 – Read Children’s Stories and Books 
 
First Words 
 
From the time a child is born until he is a toddler, his language skills are 
growing very, very quickly. These are the most important years for 
language development.  
 
Parents and care givers play a big part in teaching early language skills. 
They are truly the child’s first and most important teacher.  
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The flyer on the previous page is written for doctors. Child care experts 
know that reading to children from the time they are born is one of the 
best ways to develop their language skills – listening, then speaking and 
later, reading and writing. They believe so strongly in this that they are 
putting the word out however they can, even via the doctor’s office. Read 
to Kids! 
 
Sam, the nanny, is doing more than just having fun and passing the time 
when she reads all those books to the Kumar children. She’s giving them 
a good start in school and a good start in life. 
 
 

 
Think, Discuss and Share 
Do you remember anyone reading to you when you were a child?  
Who, when and what? 
 

________________________________________________________________________ 

________________________________________________________________________ 

 
Compare your experiences with your instructor and others in your 
learning group. 
 
Ask the group to bring any children’s books they have at home. Look at 
them together and talk about which ones you like and don’t like. (If 
necessary, your instructor may provide a collection of books.) 
 
Create a list of good books, recommended by your group. 

Book Title Author 
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Choosing Books 
 
Remember how you practised skimming to get the big picture earlier in the 
chapter? Now it comes in handy again.  
 
When you’re flipping through the books in a library or on a bookshelf, 
searching for a good book to read to the kids, what are you looking for? 
That depends on the age of the kids. And with older children, it depends 
on their interests.  
 
Here’s what you’re skimming to find: 
 

Age Type of Book Examples 

Hand, Hand, 
Fingers, Thumb   bright colours, simple shapes 

 one or two pictures per page by Al Perkins  Babies and 
Toddlers 

 wordless books  
 songs and rhymes Pat the Bunny  
 cloth, plastic or board by Dorothy 

Kunhardt  touchable (fuzzy, soft, rough) 

Where’s Spot  
 more detailed pictures by Eric Hill  
 very short stories  Pre-schoolers  familiar topics, familiar people The Very Hungry 

Caterpillar   nursery rhymes, fairy tales 
pop-up and flap books by Eric Carle 

Where the Wild 
Things Are   short chapter books 

 large print, lots of pictures Beginning 
Readers  

by Maurice 
Sendak   stories for the imagination non-

fiction about topics like 
animals and things in the 
community 

(six to eight )  
Amelia Bedelia  
by Peggy Parish 

 longer chapter books, fewer 
pictures Charlotte’s Web  

Older 
Children 
(seven and 
up) 

by E.B. White  
 interesting characters  
 complicated plots Babe  
 non-fiction about topics of 

special interest to the child 
(sports, music, horses, travel) 

by Dick King-
Smith 
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Go Get Some Books 
 
Now, you need a collection of children’s books to practise with. You will 
either: 

 go to the library and choose books for these four age groups, or 
 your instructor will provide you with a collection of children’s books 

 
As you read through the next section Get Into the Books!, keep these 
books on hand and look through them. Ask yourself how you would use 
the ideas to bring the stories alive and to get a child more involved in the 
reading. 
 
 
Get Into the Books! 
 
The baby or toddler loves to hear your voice. With wordless books you 
can make up a story as you turn the pages. Make sure they can see the 
pictures and as time goes by they will join in. Look for books that the 
baby can’t tear apart or eat. They love the rhythm of songs and rhymes. 
Clap and dance and jiggle them up and down as you sing to them. 
Remember this one? Wiggle their toes as you say: 
 
 This little piggy went to market. 

This little piggy stayed home. 
This little piggy had roast beef. 
And this little piggy had none. 
And this little piggy went wee-wee-wee ... 
All the way home. 

 
The preschooler likes to read about children just like them. 
Let them name the things they see in pictures and soon they 
will start to read the words that go with the pictures. Try 
stories that you can all act out. Use a very deep voice for the 
king and a soft purring voice for the cat. Use your voice to 
make lots of sound effects, like fire engines or wind. 
 
Also try non-fiction books with photos of real animals and 
plants. They’re talking a lot now and love the silly rhymes and 
word games in nursery rhymes and fairy tales. Rhymes are a 
great way to teach language skills. Get them to make up some 
of their own rhymes. 
 

I do not like green eggs and ham. 
I do not like them Sam-I-am. 
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I do not like green eggs with rice. 
I do not think they’re very ___. 
I do not like them with a dog. 
I do not like them with a ___. 
I do not eat them with a ducky 
Because I find them very ___. 

 
It’s okay to make up new words and play around with sounds. Go for it!
The beginning readers (six to eight years old) have active imaginations. 
They can concentrate a bit more and handle longer stories. They will 
sometimes read by themselves, but they want you to read with them too. 
You play an important role in developing their thinking skills.  
 
Ask questions that teach them how to read between the lines. You can 
give lots of hints to help them answer. Remember you’re showing, not 
testing. 

Why do you think the prince was sad?  
Why does the snow hare turn white in the winter?   
What do you think is going to happen next? 
Who is your favourite person in this story? 

 
Read non-fiction books with them too. These are books with 
information about real things in nature or the environment. 
They look like “school” books, but many children love them 
because they are curious about the world around them. Get 
them to scan through the book to find: 

 the page with the blue frog 
 the text box about the extinct horse 
 the name of the volcano in Peru 

 
Help them with difficult words by showing them how you sound 
them out or break them into smaller parts. Pass your own skills 
on to them. 
 
Think of fun things to do while you’re reading. Are you reading a book 
about fire fighters? Wear a hardhat. On the Farm? Get each child to make 
the noise of a different farm animal. Tadpoles and Frogs? How about 
having a frog jumping contest afterwards? 
 
 
The older children (seven and up) read a lot on their 
own, but they still like when you read out loud to 
them.  
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This is a good chance to discuss opinions about what you’re reading.  
 
They still need help to read difficult words and understand new ideas.  
 
Find lots of non-fiction books for them on topics that they’re really into. 
Show them how to use the index at the back of the book to find specific 
details. Look up words in the glossary (a mini-dictionary) together. 
 
 
Gather Ideas 
Log on to this web site and read the story. 
http://the-office.com/bedtime-story/samsboots.htm
 
Here are some ideas of how you could involve a child in the reading: 
 

Book Title: Sam’s Rainy Day Boots Age Group: pre-schoolers 

Questions to ask while reading: 
 Sam’s boots are green. What else is green in this picture? 
 What do you wear when you go out in the rain? 
 Let’s give the dog a name. 
 What letter does SSSSSam start with? 
 Can you find the word “Timmy”? It starts with a T. 
 Sam likes pizza. Do you like pizza? 
 Can you say “squish, squish”? Can you say squoosh, squoosh”? 
 Oh, look who’s sleeping on Sam’s bed! Do you think he has fleas? 

Fun things to do after reading: 
 Go for a walk in the rain and jump in puddles. 
 Play with something that goes squish – like wet soap, or wet play 
dough, or mud. 

 Try making other sounds when you walk. Give names to the sounds – 
like creak, or thud, or shuffle. 
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And All the Other Good Stuff 
 
There are many, many good things that come from reading with children. 
We have discussed some of them already. Here are a few more: 
 
 
Learning to Pay Attention 
 
Children who are listening to a story, asking questions and 
getting involved with the reading are focusing their attention. 
They are learning how to concentrate for longer and longer 
periods - a good skill to have when they start school. 
 
 
Learning to Solve Problems 
 
Some books deal with subjects that the child is worried about – the new 
baby, fear of the dark, bullying. Reading about problems lets them know 
they are not alone with their problems. It gives them a chance to talk to 
you about it and perhaps find a way to deal with it. 
 
 
Having Fun! 
 
Reading is a quiet, relaxing time when you and the children can snuggle 
up and feel safe and warm. Or it can be a wild, fun time, with mooing and 
oinking. As Samantha said, “Our favourite time of the day became the 
reading time.” 
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For Kids – Activity Web Sites 
 
Here are a few web sites that have stories and activities for children. 
Explore them with the child or search them for stories and ideas to use 
later. 
 
bedtime stories 
http://the-office.com/bedtime-story/indexmain.htm
 
online stories 
http://www.meddybemps.com/5.1.html  and   http://www.starfall.com
 
nursery rhymes with reading tips 
http://www-personal.umich.edu/~pfa/dreamhouse/nursery/rhymes.html
 
stories online – watch out for pop-ups 
http://www.lil-fingers.com/storybooks/index.html
 
a rhyme 
http://www.enchantedlearning.com/rhymes/Onefive.shtml
 
beginning reading and writing activities 
http://www.literacycenter.net/lessonview_en.htm
 
a game about the four seasons 
http://www.sesameworkshop.org/sesamestreet/games/flash.php?conten
tId=111660
 
Craft Tip of the Week 
http://childcare.net/indexnew.shtml
 
activities for older kids 
http://www.bbc.co.uk/schools/wordsandpictures/index.shtml

Please Note: 
 

Always ask the parents first before using the Internet with their children. 
 

Tell the parents which web site you plan to use and ask them to pre-view it. 
 

Stay with the children when they are on the Internet. Don’t use the Internet as 
a “babysitter” while you are busy doing something else. 
 

Some sites may have “pop-ups”. These are windows that suddenly appear in 
front of the one you’re looking at. They are advertisements. Don’t click on 
them. Click the  that turns them off. 
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http://www.sesameworkshop.org/sesamestreet/games/flash.php?contentId=111660
http://childcare.net/indexnew.shtml
http://www.bbc.co.uk/schools/wordsandpictures/index.shtml
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Learning Activity 2 – Read Stories and 
Children’s Books 
 
A. 

 Gather a collection of children’s books from the library, from your 
instructor, from home or from friends. (You can also use stories from the 
web sites on the previous page if you don’t find enough real books.) 

 
 Your collection should be at least twelve books – three books for each of 
these age groups: 

⋅ babies and toddlers 
⋅ pre-schoolers 
⋅ beginning readers 
⋅ older children 

 
 Fill in the chart below, adding a sentence or two about why you think 
the book is suitable for the age group you’ve put it into. If there isn’t 
enough space, make your own chart. 

 
Age Group Book Title Author I think it fits this age 

because: 
1   

2   babies and 
toddlers 

3   

1   

2   pre-
schoolers 

3   

1   

2   beginning 
readers 

3   

1   

2   older 
children 

3   
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B. 
 Choose one of the books from your collection to read out loud (or choose 
a story from the site http://the-office.com/bedtime-
story/indexmain.htm). 

 Make a recording of yourself reading, using either the Windows Sound 
Recorder (look back to Chapter Two for instructions), or a tape recorder.  

 If neither of these is possible, read it out loud to your instructor. 
 Read in a fun and lively voice that would keep a child’s attention. 

 
C. 
Choose another book from your collection for a different age group (or 
choose a story from the site http://the-office.com/bedtime-
story/indexmain.htm). Think of questions and activities you could use to 
make the reading come alive. Record your ideas on this chart. 
 

Book Title:  Age Group:  

Questions to ask while reading: 
 
_______________________________________________________________ 
 
_______________________________________________________________ 
 
_______________________________________________________________ 
 
_______________________________________________________________ 
 

Fun things to do after reading: 
 
_______________________________________________________________ 
 
_______________________________________________________________ 
 
_______________________________________________________________ 
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 Learner Self-Evaluation 
 
You’ve come to the end of Chapter 3. Well done!  
 
Think about what you’ve learned in this chapter. Use the skills list below 
to record your progress. Put a check mark in the “yes” column if you feel 
very confident with the skill. Check “not yet” if you’d like more practice. 
 

not 
yet yes  

  Describe how a nanny uses reading skills on the job 

  Skim written information to get a general idea of what it’s 
about 

  Scan written information to find specific details 

  Work out difficult words using a variety of word-attack 
strategies 

  Make inferences when reading (read between the lines) 

  Follow written instructions 

  Get information from diagrams and charts 

  Understand information in child care brochures and articles 

  Explain the value of reading with children 

  Choose books to suit the age of the child 

  Read children’s stories using interesting variations in voice 

  Involve children in reading to develop their language skills 

 
Talk to your instructor about reviewing skills that you are not yet 
confident with. 
Learner’s Comments 
 
Did you enjoy the activities in this chapter? _____________________________ 

Were they easy to follow? _______________________________________________ 

Did you think they were useful? _________________________________________
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Answers to Practice Exercises 
 
Skim to Get the Big Picture 
 
d 
 
 
Titles and Sub-headings 
 
 #3 and #4 
 
 
Scan for Details 
 
Did you pick fact sheet #s 5, 6,7,11 and 12? Good choices. They all 
contain words that have something to do with child care. 
 
 
Read Between the Lines 
 
That Mrs. Wilson wanted them to go to the park before eleven or after 
three. Or that they should play in the shade. 
 
 
First Aid for Choking 
 
1. ask 
2. stand 
3. put 
4. wrap 
5. make 
6. place 
7. place 
8. squeeze  
 
 
Read Diagrams and Charts 
 
1. 11.65 
2. 5.26 
3. no 
4. same 
5. 2003-04-24
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Introduction to Chapter 4 
 
When you hear the word “math” what’s the first thought 
that pops into your head? Do you think of the hours you 
spent doing math homework? Counting how much 
money you have left till the end of the month? Adding up 
the scores in a card game? Measuring ingredients to 
make a cake? Cutting and hanging wallpaper?  
 
All these are examples of math activities. We use math in almost every 
part of our day, sometimes without even realizing it.  
 
The kinds of math activities that nannies do on the job are real-life math 
that most people are familiar with on a daily basis. 
 

 
Employers say that a successful nanny should be able to:  
  

• manage time  
• read and write numbers  
• handle money  

 • use measurement in household tasks  
 
 

We have already studied time management in Chapter One. Chapter Four 
deals with numbers, money math and measuring liquids. 
 

 
 
The Essential Skills Connection 
The above math skills connect to the Essential Skills 
framework in this way: 

Math Skills for the 
Nanny 

Essential Skills 

manage time Document Use, Numeracy, Writing, 
Thinking Skills 

read and write numbers Document Use, Numeracy, Writing 

handle money Numeracy, Thinking Skills 

use measurement Numeracy 
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Learning Outcomes 
 
After studying this chapter you will be more able to: 

 Describe how a nanny uses math skills on the job 
 Write cheques 
 Keep records of money spent 
 Add and subtract money amounts 
 Work out percent discounts often seen in advertisements 
 Work out GST and PST 
 Use mental calculation for tasks like checking change and tipping 
 Solve money math word problems 
 Read a digital thermometer and decide if fever is serious 
 Recognize metric units and amounts seen in everyday life 
 Make easy comparisons between metric and imperial amounts 
 Measure ingredients for recipes or medications 
 Solve liquid measurement word problems 
 Encourage children to develop math skills 

 

Connecting to Workplaces:  Literacy Network Northeast – 2006/07  120 
Building Curricula for Validated Demonstrations 



 LBS LEVEL 2/3: Nanny / Caregiver   Chapter 4 
 

A Math Skills Checklist 
 
You already use your math skills every day. This checklist will remind you 
how.  
 
Do you use a watch or clock to follow a schedule and 
be on time? 

 yes   no  

Do you manage your own money?  yes   no  

When you’re buying groceries, do you keep a tally in 
your head of how much the total will come to? 

 yes   no  

Do you count the change a cashier gives back to you to 
make sure it’s correct? 

 yes   no  

Do you ever pay by cheque?  yes   no  

Do you listen to the weather report to hear the 
temperature, wind chill factor, humidity or UV index? 

 yes   no  

Can you follow a recipe, using accurate measurements?  yes   no  

Do you have a hobby, like sewing or woodwork, for 
which you need to measure materials? 

 yes   no  

Do you play games in which scores are added up, like 
cribbage or euchre? 

 yes   no  

Do you do projects that need you to work with shapes, 
like quilting or tiling? 

 yes   no  

 
If you answered “yes” to most of these questions you’re keeping your 
math skills in good shape.  
 
Math skills are transferable skills. This means that the math skills you 
use in one setting are carried over and used in other jobs and tasks. 
Examples: 
 

 Couriers collect payment for deliveries, give change and keep records. 
 Call Centre Reps check customers’ bills to ensure that records are 
correct. 

 Dock Workers sort materials according to shape, size and code. 
 House Painters measure, calculate areas and estimate quantities of 
paint. 

 Gardeners plant seeds and seedlings so that they have enough space to 
spread. They measure liquids when mixing fertilizers and pesticides. 

 Sports Fans follow statistics of their teams and predict possible 
outcomes. 
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Math Works for Mary 
Mary still remembers her very last math class, even 
though it was more than 40 years ago! She had 
come to the end of her final year in high school and 
she breathed a sigh of relief. “Never again will I have 
to struggle with division and fractions and 
remainders and decimals and perpendiculars and, 
and ... I’m free!” 
 
Off she went, out into the working world. Her first job was in a florist’s 
shop. She loved it. A few weeks into her job, she realized that math was 
very much part of her day. She prepared customers’ bills, working out 
taxes, discounts and totals. Only this time she didn’t struggle with the 
math. It was beginning to make sense.  
 
In her next job as chambermaid in a large hotel, she became good at 
estimating – timing for different tasks, cleaning supplies for different floor 
areas.  
 
By the time she started driving taxi, her math skills were in good shape. 
She could convert miles to kilometres, gallons to litres, back and forth, in 
her head.  
 
As a cashier she scanned, weighed, counted money, and miraculously 
kept all those prices and product codes in her head. Her last duty before 
leaving that job was to train the new cashiers. 
 
Now Mary has found her dream job. She’s a live-in nanny for a family with 
three children. They keep her busy and, as she skips from one activity to 
the other, she sure is glad that math comes more easily to her now than it 
did in school. She wouldn’t have the time to spend on it the way she did 
then! Here are some of the things Mary does on a typical day. Can you tell 
which math skills she’s using? 
 

 Wake up early enough to do exercises, shower and dress. 
 Get the two older ones outside in time for the school bus. Check that 
Riley’s got the right money for her class trip. 

 Prepare Cameron’s formula. Feed, bathe and dress him. 
 Figure out what supplies they’ll need for Nathan’s birthday party. Shop. 
 Check Cameron’s temperature and give the correct dose of medicine. 
 Put feet up and do a sudoku puzzle while he naps. 
 Meet the two older kids at the school bus and help them with 
homework. 

 Help them make twelve paper hats for the birthday party. 
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 Prepare a new recipe for dinner. 
 Fill out a log about what was done and what money was spent today. 

 
In high school Mary worked long, long hours on her math homework. But 
she no longer has to struggle with math. Now, Mary makes math work for 
her. 
 
 

Math Skills in the Nanny’s Job Profile 
 
Here are some examples of math tasks that you may have to do as a 
nanny: 
 
Time Management 
You need to estimate how long activities will take so that you can keep 
within a schedule. For example, how long will it take you to feed the 
children, change their clothes and get them to the birthday party on time? 
 
We have already studied time management in Chapter One. 
 
Money Math 

 shop for groceries and household supplies, paying by cash or cheque 
 pay for meals in restaurants and for admission to activities like 

swimming or movies 
 keep a neat record of how much you’ve spent and on what 
 add up your weekly expenses and give your expense sheet to parents 

 
Measurement 

 estimate how much children will eat before preparing food; for 
example, will we need one can of soup, or two? 

 measure ingredients when following a recipe  
 measure a sick child’s temperature, using a digital thermometer 
 measure and give medicine  
 use imperial measurements, like quarts, cups and tablespoons 
 use metric measurements, like litres and millilitres 

 
How? 

 sometimes you may use pencil and paper to do your calculations 
 sometimes you will use a calculator 
 most often you will do the math in your head 
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Think and Discuss 
 Think carefully about the above math tasks that are marked 
with a .  Which ones would you find easy to do? Put a check 
mark ( ) next to the tasks. 
 Which might you have difficulty with? Put a cross ( ) next to 
these. 

 Show your checklist to your instructor and talk it over. 
 
From: Human Resources and Skills Development Canada – Essential 
Skills http://srv600.hrdc-drhc.gc.ca/esrp/english/profiles/71.shtml
 

 

Connecting to Workplaces:  Literacy Network Northeast – 2006/07  124 
Building Curricula for Validated Demonstrations 

http://srv600.hrdc-drhc.gc.ca/esrp/english/profiles/71.shtml


 LBS LEVEL 2/3: Nanny / Caregiver   Chapter 4 
 

Part 1 –  Numbers and Money 
 
Warm-up – Review Your Number Skills 
 
  Math skills to review:  
Circle the largest. Underline the smallest.  

place value, decimals  
 909 91.9 910 901 9.98 
Round up or down to the nearest dollar:   
 

rounding off $62.88 ____________    $0.97 ____________ 
 
$25.05 ____________   $15.01 __________ 
  45  

addition, no regrouping + 21 
=  

  785  
addition, with regrouping + 269 

=  
  384  subtraction, no 

regrouping -   62 
=  

  504  subtraction, with 
regrouping - 267 

=  
   207 multiplication tables,     5× 

= 
 multiplication by 1 digit  

  68  
× multiplication by 2 digits 24
= 

  9 ÷ 3 = 16 ÷ 4 =   division by 1 digit 24 ÷ 6 =  25 ÷ 5 = 
 
If you had difficulty with any of the steps in this warm-up exercise, tell 
your instructor and ask to review those topics. 

 

Connecting to Workplaces:  Literacy Network Northeast – 2006/07  125 
Building Curricula for Validated Demonstrations 



 LBS LEVEL 2/3: Nanny / Caregiver   Chapter 4 
 

Write Cheques 
 
Mary has worked as a nanny with Laura’s children for over a year now, 
and Laura has a lot of trust in her. Instead of giving her cash to pay for 
the daily expenses, Laura sometimes asks her to pay by cheque. She 
leaves a signed cheque and Mary fills it out with the correct information. 
Look at the filled-in cheque below and notice the different parts: 
 

 
1  Date on which the cheque is being written  

2  Name of the person, business or program the money is being paid to 

3  Money amount in numbers, with the cents as a fraction (100 on the 

 bottom) 

4  Dollar amount in words, “and”, a line, then cents written as a fraction  

5  Note telling what the cheque is paying for. This is for Laura’s records. 

6  Signature of the person from whose bank account the money will come 

 
Mary is very careful not to lose the signed cheque that Laura 
has left for her. If a dishonest person gets their hands on 
it before she has filled in “Creative Kids Art Studio”, they 
could write their own name after “Pay to the order of” 
and fill in an amount they would like to have.  
 
The word “and” and the line after it are included to 
prevent another word, like “thousand”, being added after 
Mary has written the cheque.
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Can you find five things wrong with this cheque? 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

Spelling Tips: 
 
eight – This word does not follow the rule “i before e”. 
 
twenty-one, ninety-nine – All these double words have a dash in the 
middle. 
 
five/fifty, nine/ninety – Fifty drops the e, ninety keeps it. 
 
four, fourteen, forty – Notice there’s no u in forty. 
 
one hundred fifty (150), two hundred sixty-five (265) – There’s no and 
between hundred and the word after it. 

 
 

 
 
 
 

 
 
Log on and Learn 
 
Need a bit more practice spelling number words? Try this online activity. 
Choose Method 1 – Spell Number. 
 
http://www.funbrain.com/numwords/index.html
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Keep Records 
 
Nannies may be given a petty cash account to pay for things related to 
their job. They keep up-to-date records of all the money they spend, 
whether by cash, cheque or debit card. They may hand in their expense 
sheets at the end of each day or the end of each week. Here is an example 
of an expense sheet: 
 

The Robson Family  Nanny’s Weekly Expenses 

Dates: October 8   to   October 14, 2006

Day Details Amount 

Sunday ice cream, City Park $3.75 

Monday groceries, Food Basics $28.42 

 bus fare to swimming pool $1.50 

Tuesday fresh vegetables, market $12.25 

 Riley’s art classes (your cheque) $32.27 

Wednesday milk, bread, cheese, Loblaw’s  $17.14 

 crafts for party, Brown’s Art Supplies $16.81 

Thursday diapers, Shoppers Drug Mart $9.99 

Saturday food for Nathan’s party, Food Basics $24.68 

 baby shampoo, milk, Corner Store $6.45 

   

   

   

 TOTAL  

Signature:  Mary Baker 
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Mary fills in the dates, days, details and amounts by hand. Before giving 
in the sheet to Laura, she adds up the amounts and clearly writes the 
total. She can do the addition accurately in her head, but if she’s feeling 
sleepy, she uses pencil and paper, or a calculator.  
 
Today she’s busy. Give her a hand adding up the expenses. Use whatever 
method you prefer. Just remember to always line up the decimal points 
directly above and below each other.   
 
Addition Short Cuts 

 
Addition Tip: 
 
When adding a column of numbers, use this 
short cut.  
 
1. Think of pairs of numbers that add up to 10.  

 (1/9, 2/8, 3/7, 4/6, 5/5) 
2. Look down the column and find these pairs. 
3. Each time you find a pair, cross out the two 

numbers and write “1” on the side. 
4. When you’ve found all the possible pairs, 

count each “1” as “10”. (ten, twenty, thirty, 
forty) 

5. Add the leftover numbers to the tens.  
 
You’ve got the total of the column. 

 Make it a Nice Number 
 
Adding 246 and 99 in your head is not so easy. 
Make 99 a nicer number. Call it 100. Now, 
 
246 + 100 = 346 
Then subtract 1. 
Now you have 345.  
 
This was a lot quicker than working with 99.  
Use this method for mental addition and 
subtraction, whenever you can make a difficult 
number, like 99, into a nicer number. 
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30% off

10% discount 
with coupon 

Work out Percent 
When you’re a nanny, your employer may ask you 
to look through sales flyers and find the best deal 
on something that she wants you to buy for the 
children or for the home. You’ll be looking for ads 
that say Half Price! or 25% off. 

 

 
You’ve probably often seen this symbol, %, and you 
know that it stands for “percent”.  If you haven’t 
yet learned how to do detailed calculations with percent, you can still 
learn to work with some of the percent amounts that are often found in 
advertisements. And you can take advantage of the sales. 

 

 
The word “percent” means “in a hundred”. So “fifty percent” means 
“fifty in a hundred”. If you start the week with a hundred dollars and by 
Friday you’ve spent fifty, you’ve spent half. So “fifty percent” is another 
way of saying “a half”. 
 
“Twenty-five percent” means “twenty-five in a hundred”. How many 
twenty-five cent pieces are there in a hundred cents? In other words, how 
many quarters in a dollar? Four. So 25% is another way of saying “a 
quarter”. 
 
Here are some shortcuts for working with percents: 

Example  
50% 
off 

Divide the original price by 2. Your 
answer is the sale price. 

Halloween masks were 
$6. Now they’re 50% off.  
6 ÷ 2 = 3  
Sale price: $3 

30% 
off 

Divide the original price by 3. 
Subtract your answer from the 
original price. Your second answer 
is the sale price. This method for 
30% is approximate. 

Kids’ boots were $30. 
Now they’re 30% off. 
30 ÷ 3 = 10  
30 – 10 = 20 
Sale price: $20 

25% 
off 

Divide the original price by 4. 
Subtract your answer from the 
original price. Your second answer 
is the sale price. 

Maple syrup was $8. Now 
it’s 25% off. 
$8 ÷ 4 = 2  
8 – 2 = 6 
Sale price: $6 

10% 
off 

Divide the original price by 10. 
Subtract your answer from the 
original price. Your second answer 
is the sale price. 

Diapers were $10. 
Now they’re 10% off. 
10 ÷ 10 = 1  
10 – 1 = 9 
Sale price: $9 
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Of course, in the examples given, the prices are rounded off to make them 
easier to calculate in your head. When you’re out shopping and your 
hands are full with bags and little hands, you won’t be able to stop and 
work out the math on paper or with a calculator. The 
skill of estimating and rounding off numbers will come 
in handy. 

When you estimate an answer, you do a rough 
calculation, often in your head. The answer may not 
be accurate but it’s close enough. 

 
 
In these three flyer examples the sale prices have been 
removed to give you some practice in working out 
percents. Round off the regular prices to the nearest 
dollar, then work out the sale price. 
 
1. Find the sale price of the boys’ and girls’ sleepwear. 
__________________________________________________________ 
 
__________________________________________________________ 
 
2. Find the sale price of the girls’ Nevada jeans. 
__________________________________________________________ 
 
__________________________________________________________ 
 
3. Find the sale price of the infants’ sleepwear. 
__________________________________________________________ 
 
__________________________________________________________ 
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GST and PST 
 
In Canada, GST (Goods and Services Tax) is 
added to the price of most goods and services 
that you buy. GST is 6%. It is not added to:  
 

 basic groceries 
 prescription drugs 

 
As well, in Ontario, PST (Provincial Sales Tax) is 
added to the price of goods and some services. 
PST is 8%. It is not added to: 
 

 basic groceries 
 prescription drugs 
 children’s clothing 
 books 

 
If you are not sure whether GST and PST will be added to something you 
are paying for, just ask the cashier. 
 
If you want to work out how much the added tax will be, use this table 
and a calculator: 
 

If you know that both GST and PST will be added to the price, use this 2-
in-1 method, 
 
The cost of the towel, with GST and PST will be: 
 

12.99 x 1.14 = $14.81 

 Multiply the price by: 
GST 1.06 6% 
PST 1.08 8% 
GST and PST 1.14 14% 

 
 
Example: 
The ad says, Towels - $12.99 each 
 

 This advertised price plus GST will be 12.99 x 1.06 = $13.77 
 This advertised price plus PST will be 12.99 x 1.08 = $14.03 
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Your Turn 
What will be the total cost of each of these items? 
Electric coffeemaker, $19.99 + GST and PST, Total cost =  
Baby’s sweater, $11.49 + GST (no PST), Total cost =  
Prescription for skin rash, $14.32 (no GST or PST), Total cost =  
 
Check Your Change 
 
You’re out with the kids, buying groceries. The 
cashier says, “That’ll be seventeen eighty-six p
You hand her a twenty. Do you stop to think wh
change you should be getting back? It’s a good habit
to get into. Cashiers are only human and they 
sometimes make mistakes. If she short changes y
you need to point it out politely. If she gives you 
more change than she should, you can do your good 
turn for the day and tell her. She’ll really appreciate 
it and she’ll remember you as one of the honest 
ones. 

lease.” 
at 

 

ou, 

 
Here’s one way to work out change in your head.  
 

 The cost of your groceries is $17.86 
 Round it up to the nearest dollar -18 
 What’s the smallest bill that will cover this? 
 A twenty-dollar bill (or 2 tens, or 4 fives) 
 Count backwards from twenty to eighteen. (Or forwards 18 to 20) 
 Two dollars 
 And how many cents? 
 Count backwards from 100 to 86. (Or forwards 86 to 100) 
 Fourteen 
 Two dollars and fourteen cents 

If you’re not yet confident working change out in your head, you’ll need a 
lot of practice. Ask your instructor and others in your learning group to 
practise with you.  
 

Log on and Learn 
Practise making change at: 
 
Change Maker:  http://www.funbrain.com/cashreg/index.html
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Solve Money Math Word Problems 
 
Which Operation? 
In math class we often use worksheets with symbols like these: +  -  x  ÷  = 
 
Math word problems are more like real life – no symbols to tell us if we 
should add, subtract, multiply or divide (the basic operations).  
 
Read the word problems below, then decide if you should add, 
subtract, multiply or divide. Don’t work them out yet; you’ll get them 
again in Learning Activity 1. 
 

Circle one  

Riley has volunteered to take Smartie cupcakes to the 
bake sale at school. She is helping Mary to make them 
and now it’s time to put the Smarties on top. There are 
twelve cupcakes and a package of fifty Smarties. How 
many Smarties can they put on each cupcake? 

+  -  x  ÷  = 

Laura has asked Mary to keep her expenses below a 
hundred and fifty dollars this week. Mary has already 
spent eighty-five dollars. How much more can she spend 
and still stay within the budget? 

+  -  x  ÷  = 

Nathan has invited eight friends to his birthday party. He 
and Mary are discussing what to put in the loot bags and 
Nathan suggests five sunflower seeds for each guest. 
How many sunflower seeds do they need? 

+  -  x  ÷  = 

Mary and the kids have gone to a restaurant for lunch. 
The waitress brings the bill, but it seems a bit high to 
Mary. She wants to work out the total herself, just to be 
sure. Which basic operation will she use? 

+  -  x  ÷  = 

Laura has asked Mary to hire someone to do yard clean-
up. The man she’s just interviewed says that he charges 
nine fifty an hour and he estimates the job will take him 
about six hours. How much will this cost Laura? 

+  -  x  ÷  = 

 
If you would like to do more work on math word problems, ask you 
instructor to choose material from: 
http://www.nwt.literacy.ca/adultlit/problems/cover.htm
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Math Sites for More Practice 
 
There are many, many web sites where you can continue to build your 
math skills. Here are just a few for you to try if you need more work. 
 
Review of the basic operations, decimals, rounding off, and more: 
http://www.bbc.co.uk/skillswise/numbers/wholenumbers/
 
Place value and rounding off: 
http://www.funbrain.com/tens/index.html
 
How to use a calculator, decisions about money, and more: 
http://www.tv411.org/math/
 
Word problems – strategies for solving: 
http://www.mathstories.com/strategies.htm
 
Practical multiplication and division: 
http://www.cimt.plymouth.ac.uk/projects/mepres/book7/bk7i6/bk7_6i4.htm
http://www.cimt.plymouth.ac.uk/projects/mepres/book7/bk7i8/bk7_8i3.htm
 
Check prices, add money amounts: 
http://www.toysrus.com/shop/index.jsp?categoryId=2255956
 
Tipping Tip 
 
Do you tip the waitress? She hopes you will. Her hourly salary is low 
and she depends on tips to make the job worthwhile.  
 
A normal tip is 10%. You can work it out in your head by moving the 
decimal point one place to the left, then rounding up or down. 
 
 

your bill move decimal the tip 

$5.25 0.525 50 cents 

$17.98 1.798 $1.80 

$25.31 2.531 $2.50 
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Learning Activity 1–A: Expense Sheet 
 
You are a nanny to two children, ages one year and five years. You do 
quite a lot of the shopping for the family. You keep a careful record of 
what you’ve spent and give it in at the end of each week. Your employer 
has asked you not to go over $150 this week. You have paid for: 
 

 basic groceries (on two different days) 
 cleaning supplies 
 ingredients to make a cake for a neighbourhood bake sale 
 tickets for you and the 5-year-old to see a movie 
 an outfit of clothing for each child 

 
 
1. On rough paper, write the items and prices of what you have bought. 

Your instructor will give you shopping flyers for ideas and prices. You 
may have to seek out other prices on your own. 

 
2. Add GST and PST to items that are not basic groceries (food). Also, 

don’t add PST to children’s clothing. 
 
3. Fill in all your expenses on the sheet on the next page. Make it neat! 
 
4. Add up the amounts and write the total. 
 
5. Don’t forget dates, days, details and your signature. 
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The Diaz Family  Nanny’s Weekly Expenses 

Dates:________________ to________________ 

Day Details Amount 

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

 TOTAL  

Signature:  
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Learning Activity 1–B: Check Your Change 
 
This is a role play activity. You are the shopper; your instructor is the 
cashier.  
 
He or she will say, “That comes to ...” Or, “Your total is ...” 
 
You will work out in your head what your change should be. Then write it 
in the last column for your instructor to check. 
 

Your bill came to: You paid with: Your change should be: 

$9.95 a 10-dollar bill $ 

$16.50 a 20-dollar bill $ 

$1.25 a toonie $ 

$0.72 a 5-dollar bill $ 

a 20 dollar bill + $21.43 $ a 5-dollar bill 
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Learning Activity 1–C: Solve Word Problems 
 
Work out the following word problems on a separate sheet of paper, then 
write your answers in the right hand column. You can use a calculator if 
you wish. You can also try doing some in your head. 

Answers  

1. Riley has volunteered to take Smartie cupcakes to the 
bake sale at school. She is helping Mary to make them 
and now it’s time to put the Smarties on top. There are 
twelve cupcakes and a package of fifty Smarties. How 
many Smarties can they put on each cupcake? 

 

2. Laura has asked Mary to keep her expenses below a 
hundred and fifty dollars this week. Mary has already 
spent eighty-five dollars. How much more can she spend 
and still stay within the budget? 

 

3. Nathan has invited eight friends to his birthday party. He 
and Mary are discussing what to put in the loot bags and 
Nathan suggests five sunflower seeds for each guest. 
How many sunflower seeds do they need? 

 

4. Mary and the kids have gone to a restaurant for lunch. 
The bill comes to nine seventy-five. Mary would like to 
give the waiter a ten percent tip. How much should she 
leave? 

 

5. Laura has asked Mary to hire someone to do yard clean-
up. The man she’s just interviewed says that he charges 
nine fifty an hour and he estimates the job will take him 
about six hours. How much will this cost Laura? 

 

6. On her day off, Mary goes to a casino and a slot machine 
pays her seventy-five dollars, in nickels! How many 
nickels does she have to pick up? 

 

7. Riley has sold 19 rolls of wrapping paper for her school’s 
fund raiser. Each roll of wrapping paper costs $4.83. 
How much money does Riley have to take to school on 
Monday? 
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8. Nathan and Mary are rolling coins from the household 
loose change collection. A roll of pennies is worth fifty 
cents, a roll of nickels is worth two dollars, a roll of 
dimes is worth five dollars. They have counted 102 
pennies, 55 nickels and 160 dimes. How many rolls of 
each coin can they make? 

 

9. The children’s grandfather has sent a hundred dollars to 
be divided equally between the three of them. Mary has 
to put the money in the bank for them. How much 
should she put in each child’s savings account? What 
could she do with the remainder? 

 

10. Laura has asked Mary to go swimming with Riley (8) and 
Nathan (5). What will it cost for the three of them to swim 
once at the local pool? How much for five times? (Pool 
fees below) 

 

 
 
 

CITY OF MAPLE FALLS RECREATION CENTRE POOL 
June 25, 2006 to September 3, 2006 

 

 Children Students Adults Seniors Family 

Admission $1.90 $2.50 $3.50 $3.00 $8.75 

10 swims $15.50 $20.00 $28.00 $24.00 N/A 

4 month 
pass $23.20 $29.80 $48.40 $39.60 $102.00 

1 year pass $58.15 $75.50 $118.00 $100.00 $254.75 
 
Patron Definitions: 
Free Admission....... 2 years and under 
Children.................. ages 3 to 11 
Students................. ages 12 to 17, if enrolled in school 
Adult....................... 18 years + 
Senior..................... 65 years + 
Family.................... for parents with children age 0-17 
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Part 2 – Measure Liquids 
 
Warm-up – Review Your Fraction Skills 
 
  Math skills to review: 

Name these fractions:  
 

4
1

2
1 ________________  ________________

   

4
3

3
1 naming common fractions  ________________  ________________ 

 

3
2

5
1 ________________  ________________ 

 

Write these fractions:  
 
half  __________  three quarters ________ writing common fractions  
one third _______   one quarter ________ 
 

Draw a line between the fractions that 
represent the same amount. 

 

 

4
2

6
2  

 equivalent fractions 

4
4

1
1  

 

3
1

2
1  

 
 
If you had difficulty with any of the steps in this warm-up exercise, tell 
your instructor and ask to review those topics. 
 
 

 

Connecting to Workplaces:  Literacy Network Northeast – 2006/07  141 
Building Curricula for Validated Demonstrations 



 LBS LEVEL 2/3: Nanny / Caregiver   Chapter 4 
 

Read a Digital Thermometer 
Not so many years ago, a nanny would have measured a sick child’s 
temperature with a mercury thermometer, like the one on the right. 
These are no longer recommended because they can break and 
release mercury, which is a poison.  
 
Nowadays, most parents have a digital thermometer for home use 
(see below). On a digital thermometer you read the numbers off a 
tiny screen, rather than on a scale.  
 
In Canada, and in most countries in the world, 
we read temperature in degrees Celsius (°C). In 
the USA, temperature is read in degrees 
Fahrenheit (°F). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Think and Discuss 
You’re taking care of a 2-year-old child who has a bad cold. At 
10 am he’s playing happily, but you take his temperature and 
find it is 37.9°C. What should you do? 

 
_______________________________________________________________________ 
 
By 3 pm he is very cranky and cries a lot. You take his temperature again 
and it is now 39°C. What should you do? Discuss this with your 
instructor.  
________________________________________________________________________
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What is Volume? 
 
When we talk about the volume of a container, we mean 
the amount of space there is inside it.  
 
When we talk about the volume of a liquid, we mean the 
amount of space it fills. 
 
Although it sounds as if these things are opposites (one is 
empty space and the other is filled space) they are really the 
same idea – how much space. 
 
Many people confuse weight with volume. Both are used to 
measure how much of something, but weight tells you how 
heavy something is, volume tells you how much space it fills.  
 
Liquids like water, oil, vinegar and cleaning fluids are most often 
measured by their volume, because they can be easily poured into 
measuring containers. The same goes for things like flour and rice, which 
can also be poured, in a way. All these could also be weighed, but it would 
take more time to measure this way. 
 
The common units of volume used to measure liquids around the home 
are: 
 litres millilitres  cups  spoons 
 
 
 
 
Most solid things, like potatoes or butter or pills or people, are 
measured by their weight in units of kilograms, grams, pounds or ounces. 
In this chapter we will deal only with units of volume. 
 
In 1971, Canada officially switched from using the imperial system 
(pounds, ounces, feet, inches, gallons, quarts) to the metric system 
(kilograms, grams, metres, centimetres, litres, millilitres). Over 35 years 
later, people still argue about whether it was a good or bad move. Older 
people tend to prefer the old system; younger people who grew up with the 
metric system think it’s the best.  
 
In Canada and most other countries in the world, liquids are sold in 
packages labeled in litres or millilitres. But the truth is, very few people 
bother to read the labels and so they may still be unfamiliar with the 
meaning of litres and millilitres. 
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Think and Discuss 
When someone asks how tall you are, do you give the answer in 
feet and inches or in centimetres? Do you still call it a quart of 
milk, or do you say a litre of milk? Do you think metric? Survey 
your family members and others at your learning centre to find 
out if they have made the switch to metric. 

 
Common Units and Amounts 
 
The conversations that Mary has with the children and the 
activities she does with them can teach them a lot of 
valuable skills. Take, for instance, a shopping trip. As she’s 
wheeling down the aisles choosing groceries, she’s chatting 
with Nathan. 
 

Shall we buy a big carton of juice or a small one? Let’s buy a two-litre 
one. Do you see the 2L on it? Please pass it to me. 

 
Hey, which shampoo feels heavier to you? Let’s look at the numbers 
on them and see which one is bigger.  

 
You may think that conversations like these are too difficult for a small 
child to follow, but you’d be surprised at how much math he’s picking up 
by getting involved in the shopping. Remember, a nanny is sometimes a 
teacher too. 
 
If you don’t yet pay much attention to product labels, this will get you 
going. Your instructor will give you a collection of items from a grocery 
store. (Or you may choose to stroll around a supermarket and look for 
these items yourself.) Notice which things are measured by volume in 
litres (L) or millilitres (mL). 
 
Find something that is: Your example: 
exactly 2 L  
almost 2 L  
exactly 1 L  
almost 1 L  
about 500 mL  
about 350 mL  
about 150 mL  
about 100 mL  
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Remember: 1 litre = 1000 millilitres 
 

  1 millilitre = 0.001 litres  
 
 
Think Metric 
 
To get better at “thinking metric”, it helps to think of common everyday 
items and to connect them with their metric amount. For example: 

 
 
 
 
 
 
 
 
 
 
 
 

 
Large bottle of pop (2 litres)  Medium carton of milk (1 litre) 
 
 
 
 
 
 
 
 
Tub of sour cream (500 mL)  Can of pop (355 mL) 
 
 
 
 
 
 
 
Jar of baby food (120 mL)  Child’s dose of cough medicine (5mL) 
 
 
 
Start gathering clippings from food flyers. You’ll get a chance to make 
your own metric poster in Learning Activity 2-A.
 

Connecting to Workplaces:  Literacy Network Northeast – 2006/07  145 
Building Curricula for Validated Demonstrations 



 LBS LEVEL 2/3: Nanny / Caregiver   Chapter 4 
 

Spelling Metric 
 
In Canada, the spelling is litre (re). 
 
In the USA, the word is spelled liter (er). 
 
The short form of litre is L. Notice the capital L. A small l looks too 
much like the number one. Here are three small “ells”: l l l . Here are 
three ones: 111. See any difference?  
 
The short form of millilitre is mL. (small m, capital L) 

 
 
 
 
 
 

Think and Discuss 
Think of fun ways to get a child involved in your trip to the 
supermarket. It could be like a scavenger hunt. “Can you find 
something with ...?”. Or you could ask them to help count or 
weigh things. Get ideas from others at your learning program. 
Make a list to use later. 

 

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________ 
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Use Measuring Equipment 
 
Log on to this site and read about measuring equipment and the correct 
way to use it. 
 
http://www.foodnouveau.com/begin/basics/001.html
 
 
 
 
 
 
Read a Scale 
 
1.  
This measuring cup is used to measure 
fractions of a cup. Notice how you read 
quarter, half and three-quarters on one 
side of the scale, and one-third and two-
thirds on the other. Bend down so you’re 
eye-level with the cup and add the liquid 
until it’s just on the correct line. 
 
 
 
 
 
 
 
2. 
This cup measures in millilitres, up to 500 
mL. The scale on this one is easy to read 
because every line is numbered. But not all 
scales are like that. Look at the next picture. 
It shows an enlargement of a measuring cup 
scale. 
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3. 
On this scale, not every line is numbered. You have 
to work out what the unmarked lines stand for.  
 
a) Look at the bottom number (100). Look at the 

next one up (200). The distance between these 
two lines represents 100 mL (200 – 100 = 100). 
 

b) Count how many small lines there are between 
100 and 200. Did you count 4? Yes.  
 

c) Now you have to ask yourself – if the distance 
that represents 100 mL is divided into 4, how 
much is each small division worth? (100 ÷ 4 = 
25). Each smaller division is worth 25 mL.  
 

d) So you count up the scale this way – 125, 150, 
175, 200. 

 
What mL mark is the arrow pointing to?  
 
 
 
 
4. 
Imagine that you’re pouring the grape juice from the two smaller jars into 
the big jar. Where will the juice come to in the big jar? Draw the level. 
 

 

 

 

 

 
 

 
 
 
 
If you added 300 + 450 to get 750 mL, you’re on the right track. If you 
drew the line halfway between 1 litre and ½ litre, you’re absolutely right!
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Measure Medicine Doses 
 

Here is a doctor’s advice about giving liquid medicine to 
children. 
 
 
 
Measure Cough Syrup with Care  
 
It's 2 a.m. and the baby is coughing. You stumble into the bathroom 
looking for the medicine spoon but can’t find it. You end up using a 
kitchen teaspoon to measure the cough syrup.  
 
Most caregivers try to be careful when giving children medication. 
However, they sometimes make serious mistakes - even by something 
simple like using the wrong measurement. 
 
A kitchen teaspoon, for example, gives a child too much medicine. When 
the labels on cough syrup say one teaspoon, they mean 5 millilitres. 
Kitchen teaspoon sizes vary, and, depending on how you fill the spoon, 
you may be giving as little as 2 millilitres or as much as 9 millilitres. The 
result? The child may get too little medicine to get any relief, or so much 
medicine that the side effects are harmful. 
 
What should you do? Use the measuring device that comes in the 
package. For medicine that doesn't come with a measuring device, use a 
calibrated medicine dropper, cup, or spoon. Look carefully at the 
markings on the device and fill until the liquid is touching the line.  
 
 
 
 
 
 
 
Adapted from:  
http://www.pacpubserver.com/new/health/c/hm073198.html and 
https://www.sesameworkshop.org
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Work with Recipes 
 
The Metric-Imperial Connection  
Okay, you’ve just read that the metric system has been used in Canada 
since 1971. And you’ve spent some time looking at litres and millilitres. 
But the reality is that we still use the old measures (pounds, ounces, feet, 
inches, gallons, quarts) from time to time.  
 
This is especially true in the kitchen, where a nanny spends quite a lot of 
time. The family that Mary works with has lots of old cookbooks listing 
ingredients in quarts and pints. Mary searches for recipes on the Internet, 
and the ones that come from the USA use imperial measures. As well, 
cups, tablespoons and teaspoons are still used by everyone because 
they’re so convenient. 
 
Here are some facts to remember for those times when you need to make 
a quick switch from one set of measurements to the other. 
 

4 cups 
1 quart is about 1 litre 
32 fluid ounces 
2 cups 
1 pint 500 mL is about (half litre) 16 fluid ounces 
1 cup 
half pint 250 mL is about (quarter litre) 
8 fluid ounces 

is about 5 mL 1 teaspoon 

is about 15 mL 1 tablespoon 

 
 
 
Help! 
I’m cooking in a kitchen which has no metric measuring containers, only 
measuring cups and spoons. I’m using my German neighbour’s shortcake 
recipe. Help me switch these metric amounts to cups and spoons.  

 
1 L strawberries  
30 mL sugar  
10 mL baking powder  
250 mL whipping cream  
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Adapt Recipes 
For Nathan’s party, Mary is making fruit punch. The recipe says: 
 

1
2

 1  cups orange juice  
 

2 cups ginger ale  
 1

3
 cup lemon juice  

 
1
2

  cup pineapple juice 
 
 
 
How many cups of fruit punch will this recipe make?  
 
If you said that the recipe makes about 4 1/3 cups, you’re right. 
 
But there will be more than twelve people at the party and Mary figures 
they need 3 times that much. How much of each ingredient does she 
need? 
 

1
2

1  x 3 = orange juice  

 ginger ale 2 x 3 =  

1
3

 x 3 = lemon juice  

1
2

 x 3 = pineapple juice  

 
If you find fraction problems like this one difficult to solve, speak to 
your instructor. Perhaps you have not yet studied this topic – 
adding, subtracting and multiplying fractions. You can take a 
short cut to learning about fractions by using the shapes on the next 
page. Your instructor will explain. 
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Log on and Learn 
For more practice adapting recipes:  
 
http://www.learner.org/exhibits/dailymath/cooking.html and  
http://measureup.towes.com/english/explore_acts.asp?noc=6474&seed=3
 
Handy Measurement Hints 
 

 To measure flour correctly, fluff it up first in the bag. 
Then sprinkle it lightly with a spoon into a measuring 
cup. 

 To measure 2 small servings of spaghetti, make a 
circle with your thumb and index finger, about the size of a quarter, 
and fill it with the pasta.  

 To avoid a sticky mess when measuring peanut butter: If a recipe calls 
for l cup of peanut butter, pour 1 cup of cold water into a 2 cup 
measuring cup. Drop spoonfuls of P.B. into the water until the water 
level reaches 2 cups. 

 If a recipe calls for 1 ounce unsweetened chocolate, you can use 3 
tablespoons unsweetened cocoa powder plus 1 tablespoon shortening, 
butter, or margarine.  

 A scant tablespoon means a tablespoon not quite filled.  
 When measuring honey or molasses, grease the cup or spoon first. 

Then the honey or molasses comes out easily. 
 
Other Measurement Tasks 
 
A nanny may also have to weigh ingredients when following a recipe, 
using a food scale. Or she may measure materials for making crafts, 
using a ruler or tape measure. She will check the outside temperature to 
decide how to dress the children. This chapter doesn’t cover these skills, 
but you can practise them at: 
 
Use a ruler 
http://www.rickyspears.com/rulergame/
 
Measurement – all topics 
http://www.aaastudy.com/mea.htm
 
Time, weight, volume
http://www.bbc.co.uk/schools/revisewise/maths/shape/ (choose “measures”) 
 
Temperature, length, weight, capacity 
http://www.bbc.co.uk/skillswise/numbers/measuring/
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Learning Activity 2 – A: Metric Poster 
 
Make your own metric poster to remind you what the terms 
“litre” and “millilitre” actually mean. Clip flyers with your 
favourite products showing liquid quantities in litres and 
millilitres. Create a poster to stick on your fridge. This is also a fun 
activity to do with children. They may enjoy drawing pictures to include in 
the poster.  
 
 
 
 

Learning Activity 2 – B: Measuring in the 
Kitchen 
 
 
2-B-1 
You’re making a pitcher of orange juice. How much more 
water do you need to add to make 2 litres? 
 
 
 
 
 

 
 
2-B-2 
Draw a line on this measuring cup showing the 250 
mL mark. 
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2-B-3 
Convert the metric measurements in this recipe to cups, tablespoons and 
teaspoons. Write your answers in the blank spaces. 
 
Quickie Tomato Soup 
0.5 L tomato juice _______ 
30 mL olive oil __________ 
5 mL vinegar ___________ 
10 mL honey ___________ 
125 mL cream __________ 
2.5 mL salt _____________ 
15 mL dried basil _______ 
 
2-B-4 
Remember the fruit punch recipe that Mary made for Nathan’s party? 
Well it was so popular that Nathan wants to set up a juice stand at the 
end of the driveway and sell to passers-by. They decide to start by making 
four times the original recipe. How much of each ingredient do they need? 
Write your answers in the blank spaces.  
 
Nathan’s Zinger 
1½ cups orange juice _____________ 
2 cups ginger ale ________________ 
1/3 cup lemon juice ______________ 
1/2 cup pineapple juice ____________ 
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Learning Activity 2 – C: Recipes for Young 
Cooks 
 
Start a collection of recipes that you and the children can make together. 
Think of the kinds of foods that children like, as well as ways that small 
children can safely take part in the preparation. You can get recipes from 
your own collection, from friends and family or from the Internet. If you’re 
searching the Internet, use key words like these in the search box:  
 
 recipe free children young cook Search 
 
 
Hand in to your instructor: 
 3 recipes 
 a note attached to each recipe saying what  parts of the preparation you 
would get the children to do 

 
 
 

Learning Activity 2 – D: Canada’s Food Guide 
 
To answer these questions, look at Canada’s Food Guide, which you used 
in Chapter Three. 
 
a) How much is one adult serving of juice? _____ mL, _____ cup 
b) How much is one adult serving of hot cereal? _____ mL, _____ cup 
c) How much is one adult serving of peanut butter? _____ mL, _____ tbsp 
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For Kids  
 
The children in your care will learn a lot of basic math skills with you. 
They’ll watch and listen as you go about your daily tasks. They’ll help you 
to shop and cook. They’ll make crafts and play games with you. There are 
thousands of ways that you can help them to learn math and become 
school-ready. This section gives only a few examples. Be creative! 
 
Counting 
Get the child to help you:  

 count the towels as you put them away 
 roll coins (not for little ones who might put them in their mouths!) 
 count out fruit and vegetables at the supermarket 
 tell the time 

 
There are many children’s songs and rhymes that teach numbers. Here’s 
one: 

Number Poem 
 

Number 1 is like a stick.  
A straight line that is very quick. 
 

For number 2, go right around.  
Then make a line across the ground. 
 

Go right around. What will it be?  
Go round again to make a 3. 
 

Down and over and down some more.  
That's the way to make a 4. 
 

Go down and around. Then you stop.  
Finish the 5 with a line on top. 
 

Make a curve. Then make a loop.  
There are no tricks to make a 6.  
 

Across the sky and down from heaven.  
That's the way to make a 7. 
 

Make an "S" and then don't wait.  
Go up again to make an 8. 
 

Make a loop and then a line.  
That's the way to make a 9. 
 

Make a 1 and then an “0”.  
Your number 10 is ready to go!
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Kids in the Kitchen 
Kids can: 
 fill and level measuring cups and spoons  
 count potatoes for tonight’s dinner 
 divide dough when making buns 
 cut shapes in cookie dough 
 play with containers of different sizes, pouring and filling with water 

 
Math Games 
Almost any game you play with the children involves math. Play lots! Play 
often! Traditional games like Fish, Rummy, Dominoes and Snakes & 
Ladders are great. There are also games that target specific skills, like this 
one: 

Deck 'Em! - An adding game for two players 
 

1. Use a deck of playing cards with the jacks, queens and kings taken 
out. 

2. Deal the cards out equally.  
3. Flip over the cards as though you are playing Snap.  
4. The first person to add the two cards turned over (a 4 and a 5 = Say 

"9") gets the cards.  
5. The person to get all of the cards wins!   
 
The children can count the symbols on each card if they don’t yet know 
their addition facts. 
(from: http://math.about.com/bltricks.htm)

 
Internet Sites 
Here are just a few of the many sites with ideas and 
activities for children. As always, ask parents’ permission 
before using the Internet with their children. And always 
stay with the children when they are on the Internet. 
 
http://www.itssanta.com/Kids%20Crafts/Craft_Dough.htm 
 
http://pbskids.org/cyberchase/games/liquidvolume/liquidvolume.html 
 
http://www.aaamath.com/B/kinder.htm#topic2
 
http://www.apples4theteacher.com/measure.html  
 
http://www.math.com/parents/articles/grocerymath.html  
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Learner Self – Evaluation 
 
You’ve come to the end of Chapter 4. Full steam ahead! The end is in 
sight! Think about what you’ve learned in this chapter. Use the skills list 
below to record your progress. Put a check mark in the “yes” column if 
you feel very confident with the skill. Check “not yet” if you’d like more 
practice.  
 

 yes not 
yet 

  Describe how a nanny uses math skills on the job 

  Write cheques 

  Keep records of money spent 

  Add and subtract money amounts 

  Work out percent discounts often seen in advertisements 

  Work out GST and PST 

Use mental calculation for tasks, e.g. checking change, 
tipping   

  Solve money math word problems 

  Read a digital thermometer and decide if fever is serious 

  Recognize metric units and amounts seen in everyday life 

Make easy comparisons between metric and imperial 
amounts   

  Measure ingredients for recipes or medications 

  Solve liquid measurement word problems 

  Encourage children to develop math skills 

 
Learner’s Comments: 
 
Did you enjoy the activities in this chapter? _____________________________ 

Were they easy to follow? _______________________________________________ 

Did you think they were useful? ________________________________________ 
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Answers to Practice Exercises 
 
Write Cheques 
1. year left out of date  
2. Crayons in wrong place 
3. fourteen misspelled 
4. store name in wrong place 
5. name printed, not signed 
 
Work out Percent 
 
1. 13.50 
2. 15.00 
3. 12.00 
 
Your Turn 
 
$22.79 
$12.18 
$14.32 
 
Which Operation? 
 
÷ 
- 
x 
+ 
x 
 
Read a Scale 
 
275 mL 
 
Help! 
 
4 cups berries, 2 tablespoons sugar, 2 teaspoons baking powder, 1 cup 
whipping cream 
 
Adapt Recipes 
 
4½ 
6 
1 
1½
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Introduction to Chapter 5 
 
Do you know anyone who is a good writer? 
It might be a professional author, someone 
you know, or yourself. What makes this 
person a good writer? Find out what other 
people think. Go off and ask them, “What d
you think the most important writing quality is? or “What makes a good 
writer?  

o 

 
There’s a good chance that many of the answers you get are something 
like, “A good writer knows how to spell difficult words.” Spelling is certainly 
part of writing, but it’s not everything. 
 
 We write to give information or to share ideas. Getting 

your point across is the number one writing skill.  
 
 
To help you get your point across you use supporting skills: spelling, 
grammar, choosing the right words, handwriting and word processing.  
 
Nannies don’t have to spend a lot of time writing, but when they do write, 
the information they give should be clear and the ideas they share should 
contribute to the work of their team – the child-raising team. 
 
The main writing tasks that nannies do on the job are: 

 Filling in forms and schedules 
 Writing journals and notes 
 Encouraging children to develop writing skills 

 
We already covered time schedules in Chapter One. Chapter Five will 
explore some of the skills needed to fill in forms, to write journals and 
notes and to encourage the development of children’s writing skills. 

 
 
The Essential Skills Connection 
The above writing skills connect to the Essential Skills framework 
in this way: 

Writing Skills for the Nanny Essential Skills 

fill in forms and schedules Document Use, Numeracy, Computer Use 

write journals and notes Writing Skills, Thinking Skills (decision 
making), Working with Others 
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encourage children to develop 
writing skills 

Writing Skills, Thinking Skills, Oral 
Communication 

Learning Outcomes 
 
After studying this chapter you will be able to: 

 Describe how a nanny uses writing skills on the job 
 Recognize common print conventions used in forms 
 Give information on forms using as few words as possible 
 Write clearly by hand 
 Write dates correctly 
 Use standard abbreviations 
 Fill in paper forms neatly and accurately 
 Fill in forms on the Internet 
 Write relevant information in logs and messages 
 Use strategies to improve and check spelling 
 Recognize different stages in the development of writing skills 
 Encourage children to develop writing skills 
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A Writing Skills Checklist 
 
You may already use your writing skills regularly. Here are some of the 
ways: 
 
Do you sometimes fill in application forms for courses 
or other programs? 

 yes   no  

Do you enter competitions that ask you to fill in 
information? 

 yes   no  

Do you make signs, advertisements or posters to stick 
on notice boards? 

 yes   no  

Do you write cheques and deposit slips?  yes   no  

Do you keep a journal?  yes   no  

Do you write e-mails or letters to friends and relatives?  yes   no  

Do you include personal messages when you send 
greeting cards? 

 yes   no  

Do you like word games and puzzles, such as Scrabble, 
word searches and crossword puzzles?  

 yes   no  

Do you praise and encourage the children in your life 
when they show you their writing efforts? 

 yes   no  

 
If you answered “yes” to most of these questions you’re keeping your 
writing skills in good shape.  
 
Writing skills are transferable skills. This means that the writing skills you 
pick up in one setting are carried over and used in other jobs and tasks. 
Examples: 
 

 Hospital Clerks write names and addresses and make journal entries. 
 Pet Shop Workers complete feeding and care charts and fill in order 
forms. 

 Hairdressers record inventory and make appointments. 
 Greenhouse Workers make signs and posters and do customer billing. 
 Education Assistants keep records and help children learn writing 
skills. 

 Friends and Relatives exchange cards and e-mails. 
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Nanny Needed for Busy Household 
 
Must be Energetic and Kind 

The Dillon family. 
L to R: Tom, Dave, Rachel, Janice 

NEED NANNY FOR BUSY HOUSEHOLD. CAR AVAILABLE 
FOR NANNY PLUS WEEKENDS OFF. NANNY ABLE TO TAKE 
CLASSES. MUST HAVE GOOD DRIVING RECORD. 
TRANSPORT CHILDREN TO APPOINTMENTS & MANY 
ACTIVITIES. NANNY MUST BE ENERGETIC AND KIND. 
CALL Nimble Nannies at (222) 222-2222 

 
Our first child was coming up for his fourth 
birthday. Our second child was already one 
year old. I had been a stay-at-home mom for 
the past few years, on leave from my job in a 
busy office. My husband and I both knew that 
it would be good for me to go back to work full-
time. But what about the children? 
 
We knew how hard it would be to find daycare spaces in our town and our 
families lived hundreds of miles away. The best solution for us was to hire 
a nanny.  
 
We decided to work through a nanny agency and in a short time, our ad 
appeared on their web site: 
 

 
Nimble Nannies received many calls. They screened out the people who 
were not really looking for work and then the serious applicants were 
asked to write to us, introducing themselves and answering a few 
questions.  
 
Then it was our turn to make some serious decisions. We were choosing 
someone who would be spending a lot of time with our dear children and 
we wanted to get it right the first time! Some of the decisions were easy. 
Take a look at some highlights from letters we said no to: 
 

I don’t have a driver’s licence anymore – got suspended for drunk 
driving. But I can still drive your car. I don’t mind if you don’t 
mind. 
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You won’t object if I bring my Rottweiler with me, will you? He may act 
mean but he’s just a big puppy-dog at heart. He loves kids. 

 
 
I think I should make this clear from the beginning: I don’t do ironing, 
I don’t do gardening and I do play my music loud in the evenings. Do 
you have a swimming pool? 

 
 
Clearly, these did not include the nanny we were not looking for. 
 
But one of the letters caught our eye. It was from Lin, a woman who had 
recently moved here from China. She planned to spend two years 
improving her English before she entered college. We really liked how she 
answered the questions that Nimble Nannies had given her. Read for 
yourself: 
 
Why do you want to be a nanny? 
I like to talk with children and play with them. I like to 
watch him growing. 
 
What do you think will be the most challenging 
part of this job? 
Children are always learning new things. I have to be energetic, keeping 
up with them. 
 
What kinds of activities would you arrange for the children? 
I will play with toys, read and sing and go walking. Children like to learn 
and play and have fun. They need much exercise. 
 
What would you do with a crying baby? 
I will pick him up and talk to him and find what is wrong. 
 
What do you like to do in your free time? 
I learn to play the guitar. Also, I like to sing. 
 
Do you smoke? 
No, I never smoke. I don’t like smoke. 
 
Would you be willing to help with housework? 
When I have done my duties with the children I will do the other things to 
help the parents in the house. 
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See what we mean? Lin’s letter had a very gentle tone and she seemed to 
think like a parent. Her English may not have been perfect but we felt she 
would fit in well with us and take good care of our children. 
 
Lin became our nanny and stayed for two years. We all cried when she left. 
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Writing Skills in the Nanny’s Job Profile 
 
Forms and Schedules 
 
Nannies have to complete forms and schedules by marking 
check boxes, filling in numbers and times and giving 
information in brief notes. Examples: 
 

 job application forms 
 time sheets  
 expense sheets  
 daily schedules  
 calendar of weekly or monthly events 
 accident reports  

 
Journals and Notes 
 
Nannies have to communicate with the other adults in 
the child’s life, but they may seldom be in the same 
place at the same time. Writing will be the most 
practical way of sharing information. Examples: 
 

 daily journal of events, written by the nanny and read by the parents 
when they get home 

 notes to parents requesting special clothing or supplies 
 phone messages 
 notes to child’s teacher, if parents don’t have time to write 

 
Young Writers 
 
Nannies teach children many different skills while they are 
with them. Writing is one of them. Examples: 
 

 write words for pre-schoolers to copy 
 give small writing tasks around the house 
 help older children with homework 

 
Think and Discuss 
 Which writing tasks would you find easy to do? Put a check mark 
( ) next to these tasks. 

 Which might you have difficulty with? Put a cross ( ) next to these. 
 Show your checklist to your instructor so that he or she will be  
ready to give extra support
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Part 1 - Fill in Forms 
 
Filling in forms can be a confusing task for Lin, who is learning a 
new language. Forms have a kind of language all their own and she 
is becoming better at understanding what they are asking of her. 
 

Many forms have this note at the top. It 
means you shouldn’t use cursive (joined-up) 
writing. If the note says BLOCK LETTERS, 
use ALL CAPITALS. 

Please print 

This is sometimes called family name or, on 
old forms, surname. Some forms ask you to 
write this name first. 

Last name 

This is sometimes called given name or, on 
old forms, Christian name. First name 

If you live in an apartment, write the 
apartment number before the house number, 
like this: 451-28 Division St. This means you 
live at 28 Division, apartment 451. 

Street address 

If the form you’re filling in was written in the 
United States, it may ask for state and zip 
code. Instead, write your province and postal 
code. 

Province and 
Postal Code 

A phone number goes here. Put the area code 
in (      ). (       ) ___-_____ 

Write a check mark  or cross  in the 
correct box. M      F  

This means: write a date. Notice the order - 
day, month, year. This order may differ from 
form to form. 

____/____/____ 
d        m       y 

A form is not complete until you’ve signed the 
bottom, using your unique signature. Always 
sign in exactly the same style; your signature 
should never change. 

.................................... 

Don’t write in shaded boxes. The agency or 
office that collects the form will enter more 
information in them. 

Official use only 

 
Adapted from: The Employment Highway, Kingston Literacy, 2002 
 
http://www.kingstonliteracy.com/forsale.htm
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Make it Brief 
 
Most forms ask for basic information that you can give by writing a word 
or two, or a few numbers. Some forms ask for a bit more information, 
about work experience, education or hobbies. There’s very little space on a 
form so you have to give all the information in as few words as possible. 
For example, 
 

Long Version Short Version 

I worked at The Chitty Chatty Corner Store for 
two years. It was a convenience store where I 
was a full-time cashier. I was also responsible 
for stocking shelves and ordering supplies. 

Convenience store, 2 
yrs., cashier, stocked 
shelves, ordered 
supplies 

I left school during grade ten, but I returned 
four years later to complete grade twelve. (I sure 
am glad I did.) While I was working at The 
Chitty Chatty, I took Workplace Hazardous 
Materials Information System training.  

Grade 12 diploma, 
WHMIS 

In my spare time I love to draw and paint, using 
watercolours, oils and pastels. I also go camping 
a lot and almost every weekend I go hiking, 
taking my art supplies with me, of course. 

Hobbies: drawing, 
painting, camping, 
hiking 

 
As you can see, all the important information is given in the short version. 
Complete sentences are not necessary.  
 
Try your hand at filling in this form. Use your own information. 

Name Address 

State Zip (        ) ____-_______ M      F  

Last job Education/Training 
 

Hobbies  
 

______________________________ y________/ m___________/ d________ 

 
Did you manage to fit all the information into the tiny space?
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Handwriting 
 
When filling in forms by hand, take a moment to look the form over and 
get an idea what information you will have to fill in, and where. You want 
to avoid erasing or using White Out because it looks messy. Make your 
handwriting small enough to fit into the space provided. Plan ahead.  
 

 
 

Your handwriting doesn’t have to be artistic or xÄxztÇà. It just has to be readable. 

The word handwriting has two meanings. It can mean cursive writing in 
which the letters in a word are all joined up, or it can mean literally using 
a pen or pencil to write with your hand, as opposed to a computer. In this 
chapter, handwriting has the second meaning, using your hand to write. 
 
In Canada, printed letters are the first letters that children learn to write. 
The words you’re reading now are in printed style. 
 
Children are introduced to cursive writing a bit later, in grade two or three.  
 

 

Cursive writing tends to be a bit quicker than printing. Some 
teachers believe that cursive writing helps you spell better 
because the words flow onto the page more easily and you remember 
through the action of your hand.  
 
Lin learned to write Chinese letters when she was a child. Now she must 
learn a whole new kind of writing. She spends a few minutes each day 
doing handwriting practice with sheets like the ones on the next two pages.  
 
Would you like to improve your own handwriting? Make several 
photocopies of the next two pages and use them to get the letters flowing 
from your hand.  
 
You might also want to give them to the children in your life. Also, there 
are more sheets of printed letters for very young children at the end of this 
chapter. 
 
More handwriting practice sheets at:  
http://www.enchantedlearning.com/letters/
http://www.handwritingforkids.com/handwrite/manuscript.htm
http://www.usu.edu/teachall/text/langart/programs/hwrkshts.htm
http://www.handwritinghelpforkids.com/worksheets.html
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Write Dates 
 
There are many different ways of writing the date but only 
some of them are considered correct. Here are the most 
accepted formats: 
 

4/1/06 This style is often used but it causes a problem - we 
don’t know if it means April 1 or January 4. 

1/4/06 

(1 April 2006). This is better than the one above 
because it follows a logical order - day/month/year - 
that is, from small to large. But since not everyone 
writes the date in this order, it could still cause 
confusion. Some forms will give a guide like this: 
D/M/Y, telling you what order to use. 

01/04/06 

(1 April 2006). The zeros are put in as “placeholders”. 
When the numbers are greater than 9, all spaces are 
used. For example, 12 November 2015 can also be 
written 12/11/15. The guide may look like this: 
DD/MM/YY, which tells you that you should use zeros 
in front of numbers smaller than 10. 

2006-04-01 (1 April 2006). This is the international standard date 
notation.  

1 April 2006 This one is very clear. It is called military style. Notice 
there’s no comma used. 

April 7, 2006 
This is also very clear and it’s the format that’s most 
often used in North America. Notice the comma between 
the numbers. Also, there’s no th needed after 7. 

 
Which are Correct? 
Cross out the dates that are not written in an acceptable format: 
 

1. the third of September last year 
2. May 15, 2006 
3. October 20 2 
4. 30 April 1996 
5. 27/03/06 
6. seventh May 2004 
7. 03/016/94 
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Postal Codes 
In Canada, all postal codes follow this pattern: 
 

letternumberletter (space) numberletternumber 
 

It’s important to remember this when using the letter “O” and the 
number “zero” because they look very much alike. It doesn’t matter 
when you’re handwriting the postal code. But it does matter when 
you’re using a keyboard and when you’re filling in forms online. 

tions 

ther people will 
s a chart of common abbreviations used for names and 

ddresses: 

 

Short Form s 
 long 

n. 

Use Abbrevia
 
Some forms give very little space for writing, so abbreviation
handy. But you have to use common abbreviations that o
understand. Here i

s come in 

a

Long Form Can you name Canada’s Province
and Territories? Write the
forms in the right-hand colum

D  name)r. (before  Doctor BC  

Dr. (after name) Drive AB  

St. (before name) Saint SK  

St. (after name) Street MB  

Ave. Avenue ON  

Hwy. Highway QC  

Pk. Park NB  

Pl. Place NS  

Rd. Road PE  

Blvd. Boulevard NL  

Cres. Crescent NU  

Ct. Court NT  

RR Rural Route YT  
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Forms on the Internet  

ore often, we are asked to fill in forms on the 
I y be to  s
m It may or
Insurance, to buy a book online, or 
employment application. The list go
 
Entering Personal Information 
Some Internet forms will ask you for personal information like name, 
address, phone number or credit card number. You must be very sure that 
you are dealing with an honest company or agency before giving this 
information. In general, government departments or well-known 
companies and web sites can be trusted. 
 
Make sure the company or website you are dealing with is 
running in a secure window. It depends on which browser you 
are using, but all have some icon that tells you that the site is 
secure. The icon is usually shown at the bottom of the browser 
window. It may look like this:  
 
T lock icon means hen you d he information it is first 
encrypted, or written in code, so that it remains private. 
 
Ask yourself if it is really necessary to give the information. If you are 
signing up for a free email newsletter or for free membership on a web site, 
there’s no reason for them to ask for your home address. Other forms such 
as an online job application would likely need your real address and phone 
number. 
 
When buying products on the Internet you need to give a credit card 

umber. Many web sites now use PayPal, which is a safe way to pay by 
PayPal company is secure and can be trusted.  

Beware of “special offers” and “great deals” on the Internet. Remember, if it 
sounds too good to be true.... well you know the rest! 
 

 
From: The Employment Highway, Kingston Literacy, 2002 
http://www.kingstonliteracy.com/forsale.htm
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Moving Around the Form 
 
The “boxes” you fill in on a form on the Internet are called “fields”. To move 

n the keyboard. Be careful not 
 press the Enter key instead because that will send the form before 

 can always use 

 
 
 
 

 

 
 

es expect the 
formation in a certain form, for example the date or a postal code.  

from one field to the next, use the Tab key o
to
you’re finished filling it in. But what if you tab too far? You
Shift-Tab to move back to the previous field.  
 

 
 
 
 

 
 

 
Entering Information 
 
Text boxes 

 
Text boxes are where you type information. Some text box
in
 
Check boxes 
 

 
Check boxes let you choose from many different items. You may check one 
r more of the items. Point and click with the mouse. To select them with 

 

o
the keyboard press Tab until the check box is selected then press the 
spacebar to select (or unselect) it. 
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Option buttons 
 
Option buttons differ from check boxes in more than their shape. With 
option buttons you may make only one choice out of the many options 
presented. Point and click with the mouse. To use the keyboard: tab to
group of options and use the arrow keys to select the option you want. 
 

 the 

rop-down list boxes 

elow are some links to Internet forms for you to fill in for practice. If 
about what to do, ask your instructor for help. 

 
This link will take you to the page where you can sign up for a free Yahoo 
e-mail account. If you already have a web-based e-mail account then just 
practise filling it in but do not press Enter or click the Submit button. 

D
 
Drop-down list boxes present you with a 
list of acceptable choices. Use the mouse 
to click on the arrow to view the choices. 
 
Or, if you prefer to use the keyboard to 
make your selection, press Alt and the 
down arrow to view the list. Use the up 
and down arrows, then Enter to select 
one of the choices. 
 
 
 
 
 
 
 
Try it! 
 
B
you’re unsure 
 
Yahoo E-Mail 

 
https://login.yahoo.com/config/mail?.intl=us
 
Look for this box: 
 
Click Sign Up
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Nanny Applications 

structor. 

ttp://www.nannynetwork.com/nannyjob/nannyjobform.cfm

spro/nannyform.htm

il
t two pages as if you were 

 to include a photo of yourself, 
. 

 
Important!  
 
Do not click the Send or Submit buttons. They are only meant to be used 
by people who are really applying to the agencies. Discuss with your 
in
 
h
http://www.bostonnanny.com/Applications
http://www.professionalnanny.com/nannie
 

_nanny_app.htm

 

Learning Activity 1 - A: F
 
Complete the application form on the nex
applying for a nanny job. You don’t have

nless your want to

l in Forms on Paper 

u
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Caregivers of Canada   

lease complete neatly by hand, using black ink. 

 
Au Pair/Nanny/Caregiver APPLICATION 
 
 
P
PERSONAL DETAILS: 
First name: 
M      F  

Surname: 

 
Postal/Zip:  Province/State: 
 
 

Street address: 
 
 

Country: 
 
 

Phone: (           )   
e-mail: 
 
 

Date of birth:  
(m/d/y) 
 

Available to start:  
(m/d/y) 

EDUCATION: 
Last school attended, year, grade, favourite subjects 
 
 
 
 
 
 

HOBBIES & SKILLS: 
List interests, pastimes, arts and crafts: 
 
 
 
 
 
Did you grow up in a home with younger children? Y     N  
If yes, describe how you took (or take) care of them: 
 
 
 
 
 

Do you have a first aid certificate?   Y     N  
If yes, date issued:  
(m/d/y) 
 

Please 
attach a 
passport-
sized photo 
of yourself, 
smiling! 
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EMPLOYMENT HISTORY: 
 
 

 
 

 
 

AGE GROUP PREFERENCE: 

 3 – 24 months 
 2 – 5 years 
 5 – 10 years 
 over 10 years 

Special Needs   3 – 24 months 
 2 – 5 years 

  5 – 10 years 
  over 10 years 

 

OTHER DETAILS: 

What are the reasons you want to be an au y/caregiver? 
 
 
 

 

pair/nann

 

Our contracts last one year only. What do y our year as an au 
ny/caregiver? 

ou plan to do after y
pair/nan
 
 
 
 
Signature of applicant: Place and date:  
 
 

 
 
 

Learning Activity 1 - B: Fill in Online Forms 
 
Log onto the following website and fill in the 
online application. Do NOT click the Submit 
Application button at the bottom of the page.  
 
W
to check your work. 
 
http://www.canadananny.com/canadananny/apply.htm

hen you have finished, call your instructor over 
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For small babies, the journal will include: 
 Diaper changes (times) and bowel movements 
 Feeding times and amounts consumed 
 Milestones, such as rolling over 
 Temperament (fussy, tired, pulling at ear, alert, active, etc.) 

Part 2 - Journals and Notes  
 
A nanny uses journals and notes to exchange 
information and ideas with parents and other people in 
the child’s life. Most often she writes by hand, and so, 
just like when she’s filling in forms, she has to make 
sure her handwriting is easy to read. In some cases, the 
nanny will have the use of a computer. 
 
The Nanny Journal 
L ritten record of each day s main even lled a 
journal, or a log, and it consists of loose sheets in a 3-ring binder. When 
D e return home from w k they read
 
T sy. They know that team players communicate clearly 
w  be a 
professional caregiver. And most important, they want to fully take part in 
raising their children: when Lin has her time off in the evening, the 
parents take over. 
 
T

 the children eat?  

oday? 

 
lso, Tom is a child with special needs, who has had health problems 
ince birth. Lin makes notes on things like: 

n is a key player in this 

in keeps a w ’ ts. This is ca

ave and Janic or  it carefully. 

hey’re not being no
ith each other. They want to support Lin in her efforts to

he journal contains information such as: 
 When and what did
 Have they had their baths yet?  
 How long did Rachel sleep today and when did she wake up?  
 Did Tom and the little boy from next-door play well together without 
hitting each other t

 What other activities did the children do today? 

A
s

 Was his temperature normal today? 
 Did he have any pain or difficulty with movement? 
 How did his daily exercises go? 
 Did he go to the toilet by himself? 
 What time was medication given? 

 
om’s parents pass all this information on to his doctor and the child T

development team that is following his progress. Li
team. 
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Sample Journal Entry 
 
 
Monday June 5 
Susie woke at 8:25, had Cheerios for breakfast with half a 
banana. We practised colours and shapes with the laundry - she 
matched 3 pairs of socks by herself!  
 
Teletubbies from 10-11 and then we went to the park. Susie met 
up with Mark and they played nicely on the tot lot for about an 
hour. Mark's mom would like to talk to you about setting up some 
play dates.  
 
Half a grilled cheese sandwich and mug of Chicken Stars soup 
for lunch. Susie napped from 1 - 2:30. She woke up real slow, we 
worked on puzzles for a while and looked through that catalog 
you received in the mail for ideas for a flower garden. Peanut 
butter crackers and apple juice for snack. She helped me make 
her bed and scrub the carrots and potatoes for dinner, then 
flopped on the couch for Sesame Street at 5. She dozed off in the 
middle.  
 
Grandma Anna called, said she would get you tonight.  
 
We had a great day." 
 
From: http://www.nannynetwork.com/library/nannylog.cfm
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Why Keep a Journal (Log)? 

ou may be asking yourself, Why go to all this trouble? Should the nanny 
 her time with the children?  

ttp://www.nannynetwork.com/library/nannylog.cfm

 

__________________________________________________________

_

_

_____ 

ngs in the Journal? 

e journal. 

normal at 10 am. 
It rained a bit at noon. 

. 
 Tom said no when Lin asked him to get his coat, but he got it in the end. 
 The phone rang at 2 pm; it was a wrong number. 
 On the way to the park, the dog at the corner house ran out and barked 
and Rachel was very frightened. 

 They watched only half of the video, then both fell asleep around 2:30 
pm. 

 Rachel spilled some milk on the floor and Lin cleaned it up. 
 The smoke alarm in the hall started beeping but there was no fire. 

 
Discuss with your instructor and compare ideas.   

 
Y
not be spending all
 
To answer your own question, log onto this web page and read the section 
Why keep this log you may be asking?  
 
h
 
Write at least five good reasons why a nanny log is a good thing. Add ideas
of your own if you want to. 
 
_______________

________________________________________________________________________

_________________________________________________________________________

________________________________________________________________________

____________________________________________________________________

 
hat BeloW

 
Cross out the things that you don’t think need to be written in th
 

 Tom’s temperature was 
 
 Rachel said “monk” to her monkey today for the first time

 

Connecting to Workplaces:  Literacy Network Northeast – 2006/07  184 
Building Curricula for Validated Demonstrations 



 LBS LEVEL 2/3: Nanny / Caregiver   Chapter 5 
 

Phone Messages 
 
When Lin worked in an office in Beijing, she used a 
telephone message pad, something like a mini-form, to 

rite phone messages for her co-workers.  

ything so 
rmal. They just have a blank note pad next to the phone. Lin makes sure 

ing herself: When? 
ho? What? 

hen?  

 

 

 

What? 

 

hat? 

 

 idn’t bother to write the exact time of the call, because it’s not 

 She also left out the year because she passes on the messages promptly.  

 
Actually, the phone conversation was much longer than this message 
shows. It went something like this: 

w
 
Here in the Dillon home, they don’t have an
fo
she gets the important details of the message by ask
W
 
 
W
 

Who? 

 

 

 

 
 
 
 
W
 
 
 
 
 
Wow! Lin has really been doing her handwriting practice.  

Notice how: 
She d
necessary to the meaning of the message. 

 She wrote the exact time of the appointment, because that is important. 

 This message had two Whats. 
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Lin: Hello 
 
Caller: Hello, may I speak to Mrs. Dillon, please? 
 
Lin: I’m sorry, she’s not at home. May I take a message? 
 
Caller: This is Patty from Dr. King’s office. I just want to remind her that 

she has a dental appointment next Tuesday at 10:45 am. 
 
Lin: Yes, I will tell her. I see she has it written here on the calendar so I 

think she is planning to come. 
 
Caller: Oh Now I recognize your voice. How are you? , Lin, is that you? 
 
Lin: I am very well, thanks. How are you? 
 
Caller: Fine. Last time I saw you was when you brought Tom in last July. 
 
Lin: Yes, that was my first week as a nanny! 
 
Caller: And it was the middle of summer. The weather is very different 

now. You must feel like hibernating. 
 
Lin: Pardon? I didn’t get what you said. 
 
Caller: How are you standing the cold weather? Is it very different from 

your home in China? 
 
Lin: No. I come from a part of China that gets a lot of snow in winter. I 

am quite accustomed to cold. I feel at home here. 
 
Caller: Well, that’s good to hear. Tell Mrs. Dillon to call if she can’t make it 

next Tuesday. Do you have our number? 
 
Lin: Let me just check. Your number is 222-2222 and Mrs. Dillon’s 

appointment is next Tuesday, the tenth at ten forty-five? 
 
Caller: That’s great. Bye then. 
 
Lin: Good bye 
 

 
Lin wrote only the relevant information. Go over the phone conversatio
again with a highlighter, marking th

n 
e bits that Lin put into the message. 



 LBS LEVEL 2/3: Nanny / Caregiver   Chapter 5 
 
 LBS LEVEL 2/3: Nanny / Caregiver   Chapter 5 
 

 

Connecting to Workplaces:  Literacy Network Northeast – 2006/07  187 
Building Curricula for Validated Demonstrations 

Spelling 
 
When Does Spelling Matter?  

elow is a list of writing situations. In some of themB , it’s important that we 
or gs to focus 
ea nk must have 

 You’re sending off a thank you letter to people who donated to the 

 A five-year-old is proudly making a birthday card for you 

 

 e n the first draft of a school 

out 
 

In general, if you are writing something formal, like thank you letters or 
b applications, spelling should be checked to make sure it’s correct. Also, 

our fri
y 

ointing

ords in English, there are bound to be some that we 
ind difficult to spell. Don’t be discouraged. There are things you can do to 

prove your spelling: 

use c rect spelling. In others, there are more important thin
n. R d through the list and check off the ones that you thio

correctly spelled words.  
 

fundraiser for your learning program 
 You’re dashing off a shopping list for yourself 

 You’re finishing off a letter of application for a job 
 You’re preparing a poster that you will stick on a notice board at the
supermarket, advertising a garage sale 

 An leven-year-old is organizing her ideas i
project 

 You’re writing a quick e-mail to a good friend 
 
 

Think and Discuss 
Show the checklist to others in your learning program and find 
if they agree with you. 
 
 

 

jo
if you’re writing something that will be seen in public, like a poster, you 
don’t want embarrassing mistakes that may come back to haunt you later.  
 
But there are times when spelling is not a main focus. You have to ask 
yourself, Does it matter right now? You know what the shopping list says. 

end will overlook the mistakes. The school child will tidy up the Y
spelling in their final copy. The most important thing about the birthda
card is that the child is learning to use their writing skills; instead of 

 out “spelling mistakes”, tell them how wonderful the carp d is.  
 

proving Spelling Im
With over a million w
f
im
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More spelling words and 
quizzes from:  

esl-quizzes/misspelled-
words/misspelled-
words.htm

n. First, get your thoughts down on paper. Don’t worry about 
spelling yet. Next, check spelling carefully and edit. Ask someone else, 

tudent, to help you do the checking. 

 of 

se it again soon. The more often you see it and 
write it, the better you’ll remember it. 

 Ask your instructor for spelling worksheets that focus on the kinds of 

t tally yew elf you’re 

 

Hold a Spelling Bee 
rs. Quiz 

em on words from the list below. These words are some of the 
ost misspelled in the English language. 

e
acciden
across 
address
advice

hygiene 

it’s 
jealousy 

potatoes 

scary 
schedule 

temperature 
their 
there 

 Write ofte

like an instructor or another s
 

 Keep a personal dictionary. This could be a few loose pages in the back
your binder. Each time you run across a difficult word, write it down in 
your dictionary. Try to u

 

words you’re having trouble with. 
 

 Use a computer spell check. But beware! It weal kno
wards air been youse din thee write whey. 

 

Gather a few people who are pretty hotshot spelle
th
m
 
absenc  

tally 
imaginary 
immediately 
its 

sincerely 
surprise 

 
 

advise 
a lot 
Arctic 
attendance 
alloon 

length 
library 
lightning 
manageable 
miniature 

they’re 
twelfth 
unique 
until 
vacuum b

barbecue 
biscuit 
calendar 
clothes 
courteous 
disappointed 
ighth 

mischievous 
misspelled 
ninety 
ninth 
nuisance 
occasionally 
piece 

weather 
Wednesday 
weird 
yacht 

e

 
http://www.esldesk.com/

forty 
fourth 
happily 
hoarse 

prescription 
restaurant 
rhythm 

February 
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Learning Activity 2 - A: Make Journal Entries 
ou are filling in for Lin, the nanny, who is on vacation. In this assign

 
ment 

 
Y

w long she slept. 

 Books you read together during the day – how did each child get 
ing? 

 very proud of something he wrote today. Describe how he did it. 

d a new word  something fu e. 

 temperature was  the morning and ch time, but a 
igher in the late afte rite times and ex eratures. 

es and dosage of Tom tion. 

e they’re runni ___ (grocery it

one calls? 

Y
you will write the journal for one day. Use loose-leaf, lined paper. Make 
your handwriting easy to read.  

our journal should include entries on the following: 
 

 Times Tom and Rachel had breakfast and lunch and what they ate. 
 

 Time(s) Rachel had a nap and ho
 

 Activities everyone did in the morning – inside or outside. 
 

involved in the read
 

 Tom bruised his knee. Explain what happened, what you did 
and how Tom reacted. 

about it 

 
 Tom is

 
el sai Rach and Tom said nny. Describ

 
’s Tom normal in

 W
 at lun

bit h rnoon. act temp
 

 Tim ’s medica
 

otic You n ng low on ___ em). 
 

ph Any 
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Learning Activity 2 - B: Write Phone Messages 
 
Your instructor will role-play a phone conversation with you. You are the 
nanny and the caller wants you to pass on information to the parents wh
are at work. Write the message o

o 
n a blank piece of paper. If you don’t 

nderstand everything that the caller says, be sure to ask him or her to 
ller to make sure 

ou got it right 

hink of the questions When? Who? What? What? to help you get all the 

u
repeat. Read the important information back to the ca
y
 
T
necessary details. 
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The Young Writer 
 
Lin knows that Tom and Rachel will begin to learn 
writing skills long before they start school. She’s doing 
everything she can to help them along. 
 
Get Children Ready to Write 
 
Before children ever pick up crayons, they use their hands to pick up 

on in their fingers and this is important later when 
ey start to use writing tools. Lin often makes time for this kind of play 

with Rachel. 
 
One Step at a Time 
 
As children learn to write, all stages in their development are important. 
Lin recognizes each stage and shows her interest and encouragement. She 
doesn’t expect any more than what the child can do.  
 
Children first begin to hold crayons or markers around the 
age of 18 months. At first they produce squiggles, lines and 
circles. Show them how much you like their work. Ask 
them what the picture is about. Put some of their drawings 
on the wall or fridge to encourage them. 
 
Next, children may draw pictures and write a few easy letters, like X or O. 
You can get involved by writing their ideas for them, explaining the 
picture. 
 
Lin has taught Tom to write his own name. When they’re 
out shopping they both look out for things that have “T” 
and “M” sounds in them.  
 
Now he is writing other letters too, but they don’t yet spell 
words that Lin can recognize. She shows him how to form 
the letters and sometimes gives him practice sheets, like 
the ones at the end of this chapter. 
 
One day Lin notices that Tom has written something she can almost 
recognize as words. He’s using what he knows about letter sounds to 
spell. She’s very excited. She writes Tom’s words for him under his writing 
and puts it on the fridge. She makes a note of this important milestone in 
the journal so Tom’s parents can enjoy it too.  Tom likes to play at writing, 

toys, stack blocks, finger-paint and squeeze play-dough. All these tasks 
develop co-ordinati
th
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Children’s art on these two pages, with permission fr
http://www.cliontheweb.org/cli_mtp_child_writ

 
 
 
 

om: 
ing.html

 a shopping list for us, To
 the board?” 

earn to write more words and 
 asked to do grown-up writing tasks 
abels for food containers, or organizing 

g 

 web site to see a slide show showing how a 
evelop. Scroll to the bottom of the page 
riting”. 

 

and Lin will say, “Please write
he teacher, today, writing on

m.” or, “Are you 
t
 
Give Opportunities to Write 
 
ater, when children start school, they lL

short sentences. They like being
round the house, like writing la

and labelling the bookshelves. And family members always love greetin
cards from young writers. 
 
From Squiggles to Stories 
 
og on to thisL

child’s writing skills d
nd look for “Toby’s Wa

 
http://www.pbs.org/parents/readinglanguage/writing/main.html
 
 

 
 
 
 
 
 
 
 
 

 
 
 

 

 
 
More language milestones at:  
 
http://www.pbs.org/parents/readinglanguage/
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Learner Self-Evaluation Checklist 
 
You’re almost finished! Think about what you’ve learned in this chapter. 
Use the list below to record your progress. Check “yes” if you feel 
confident with the skill. Check “not yet” if you’d like more practice.  
 

 yes not 
yet 

Describe how a nanny uses writing skills on the job   

Recognize common print conventions used in forms   

Give information on forms using as few words as possible   

Write clearly by hand   

Write dates correctly   

Use standard abbreviations   

Fill in paper forms neatly and accurately   

Fill in forms on the Internet   

Write relevant information in logs and messages   

Use strategies to improve and check spelling   

Recognize different stages in the development of writing 
skills   

Encourage children to develop writing skills   

 
 
Learner’s Comments 
 
Did you enjoy the activities in this chapter? _____________________________ 

Were they easy to follow? _______________________________________________ 

Did you think they were useful? ________________________________________ 
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Answers to Practice Activities 
 
 
Which Are Correct? 
 
These are wrong and should be crossed out: 1, 3, 6, 7 
 
 
 
C
 
BC – British Columbia, AB – Alberta, SK – Saskatchewan, MB – Manitoba, 
ON – Ontario, QC – Quebec, NB – New Brunswick, NS – Nova Scotia, PE – 
P  – avu
NT – Northwest Territories, YT - Yukon 
 
 
 
What Belongs in the Journal? 
 
2

anada’s Provinces and Territories 

rince Edward Island, NL – Newfoundland and Labrador, NU Nun t, 

, 4, 5, 8 could be left out 
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The Next Steps 
 
 
Exit Demonstration 

al should give you 
 good idea about what to expect as a nanny. The learning activities you 
ave completed should help you gain the skills you will need to complete 
e Nanny Exit Demonstration.  

efore you do the exit demonstration, spend some time reviewing the 

he demonstration will provide you with the opportunity to show that you 
ave the essential skills it takes to be a nanny. Those skills are: 
time management skills  

 reading skills 

 writing skills 
 
And the additional skills: 

 take initiative  
 be a good team player. 

 
Finding Work as a Nanny 
 
If you are looking for work as a nanny near to where you live, you can 
keep an eye out for advertisements in newspapers, job banks, community 
agencies and notice boards. You might even try placing an ad yourself. 
You can also use word-of-mouth.  
 
Another way to find work as a nanny is through a nanny agency. This 
may be a good choice if you are willing to move away from home to some 
other part of Canada, or even to another country. Nanny agencies are 
listed in the Yellow Pages and on the Internet. Some of the web site 
addresses given in this curriculum will link you to nanny agencies. If 
you’re serious about applying, choose one that hires in Canada, for 
example Caregivers.ca.  
 
Before accepting work as a nanny, check out the agency carefully to make 
sure that it is honest and has a good reputation. Ask around and see if 

 
The stories and information you have read in this manu
a
h
th
 
B
work in the five chapters. Ask your instructor for help on any topics that 
you are still not sure of. When you are ready to try the demonstration let 
your instructor know.  
 
T
h

 
 communication skills 

 math skills 
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anyone in your communit
sk you to pay any money

y has heard of it. A good nanny agency will not 
 to register with them. 

ith will put you in contact with a family and 
e family to decide if this is a good match. 

ions 
ation Questions and Family Lifestyle 

nd choose ten questions that you would like to 
ew. Write them on the next page.  

nynetwork.com/library/NannyLib/naninterview.cfm

a
 
The agency you register w
then it is up to you and th
 
If you are thinking of accepting a job as a live-in nanny, you want to 
check out the family very carefully. Their home will become your home, 
even if only for a short time, and you should feel safe and comfortable in 
it. 
 
The interview is a good time for the nanny and the parents to learn a bit 
more about each other. They will ask you questions, but you should also 
be ready to ask them questions too! Remember, these are people you 
could be living with. 
 
The following web site gives many suggestions for questions that a nanny 
could ask of parents at a job interview. Click on the first two sect
(Family Background Inform
Information Questions) a
ask in an intervi
 
http://www.nan
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Interview Questions for the Nanny to Ask 

 

 

6. ____________________________________________________________________ 

 

7. ____________________________________________________________________ 

 

8. ___________ ______________ 

 

9. ___________ ______________ 

 

10. ___________ ______________ 

 

1. ____________________________________________________________________ 

 

2. ____________________________________________________________________ 

3. ____________________________________________________________________ 

 

4. ____________________________________________________________________ 

 

5. ____________________________________________________________________ 

___________________________________________

___________________________________________

___________________________________________
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Interview Questions for Parents to ask the Nanny 

 
 

 ................................................................................................................................ 
 
 

2. ................................................................................................................................ 
 
 

... 
 
 

4. ………..................................................................................................................... 
 
 

 ............................................................................................................................... 
 
 

6. ............................................................................................................................... 
 
 

.. 
 
 

8. .............................................................................................................................. 
 
 

 .............................................................................................................................. 
 
 
10. ……………………………………...…………………………………………… 

It’s best to be prepared for the kinds of questions that the parents might 
ask you. Here is a link to another page of the Nanny Network website. 
Copy ten questions that you would like to practise answering. Choose ones 
that you find difficult and need to think about carefully. 
http://www.nannynetwork.com/library/Parentlib/intervie4ndc.cfm

1.

3. .............................................................................................................................

5.

7. .............................................................................................................................

9.
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“And remember, this is an interview and appearances are important. You 
should be dressed just as neatly as you would be for a day on the job. 
Panty hose and heels are not required, but a clean, neat conservative top 
and slacks are appropriate. Something a baby could burp on and that you 

.” 
(The Nanny Network) 

 
You and 
questions to role-play an interview between a new nanny and a parent. 
Ask your instructor to give you feedback on your questions and answers. 
Als
 
Before getting work as a nanny, look into getting: 

 
PR and First Aid Training 

 
Don’t forget to up-date your résumé, including the fact that you’ve 
com
 
You’ve come to the end of the Nanny Curriculum. Congratulations! 
 
 
 
 

 
 
 
 

can stay modestly covered if you get on the floor to play with legos

your instructor should now use your two lists of interview 

o take the opportunity to talk about your interview skills in general. 

P
C
olice Check 

 
 WHMIS Training 

pleted this curriculum. 

Goodbye and Good luck! 
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Practitioner Notes 
 
Essential Skills 
The content of this curriculum is based on the Essential Skills Profile for 
Babysitters, Nannies and Parents’ Helpers as defined in the National 

rces and Skills Occupational Classification (NOC) from Human Resou
 

4.shtml

ose essential and additional skills that 
tified as central to the success of a nanny. See the 

 of 

els 2 
 3. In some cases, learners may need extra support to build weak skills. 

hat’s left to you, the instructor. In Chapter Four (Math) two pre-tests are 
iven to help the learner and you identify foundation math skills that 
eed attention before the learner attempts the chapter. 

 
Layout and Links 

 your learners are working from paper copies of this curriculum, print 
verything for them except thi ractitioner Notes). There are 
any links to Internet sites throughout the chapters, many with long 

omplicated URLs. To make access easier, please copy the pages at the 
end of this section, Hyperlinks for Nanny Curriculum, and create a file on 
the desktop of your learners’ computers. In this way, when a learner 
comes to the place in the text where a web site is listed, he or she can go 
over to the computer, find the chapter and page in the table and click on 
the link. 
 
Sound Files 
In Chapters One and Two, sound files accompany the text. If you are 
working from the CD, you can click on the appropriate icons (the phone in 
Chapter One and the buttons in Chapter Two) to hear the sound. If you’re 
working from paper, you will find links to the sound files in Hyperlinks 
for Nanny Curriculum. If neither of these options work, you can read the 
text aloud to the learner. The text of the phone message is included in 

Development Canada. The NOC code for this group of occupations is
6474. The link to the Essential Skills document is provided below, and 
from it you can access the Essential Skills database of many other 
occupations. This may prove useful when you want to create more 
mployment-focused learning materials for your learners. e

 
ht rdc-drhc.gc.ca/2001/e/groups/647tp://www23.h
 
h uses on thT e curriculum foc
mployers have idene

general introduction to Connecting to Workplaces for more details
this process. 
 
Foundation Skills 
n general, the materials are written for learners with LBS skills in levI

to
T
g
n

If
e s section (P
m
c
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Chapter One Notes below. The 
et out of the fish pond now. T

sound files in Chapter Two all say, “Dylan, 
hank you.” first in a firm tone (button 1), 

n 2), then playful (button 3) and last angry (button 4). 

ises 
of each 
heck their own 
stant feedback. 

re 
ne 

 independently and handed to you to be marked or 
eason, the learner has not been given answers to 

ng 
y. If you decide 

 more work in a specific skill you might consider 
 

ulum may take about 30 hours to complete, but this will vary 
o person and program to program. You should set guidelines 

en 

g
then bored (butto
Some activities in Chapter Two and Three suggest that the learner make 
voice recordings. For this you can use a tape recorder or the Windows 
Sound Recorder. Instructions are given in the text for the latter. 
 
Practice Exercises 
This curriculum contains readings and checklists that aim to give the 
learner a clear picture of what is involved in the job of a nanny. 
Throughout the instructional text the learner is given practice exerc
nd questions. The answers to these are given at the back a

chapter, where appropriate. The idea is that learners can c
rogress without being dependent on the instructor for conp

 
Learning Activities 
There are also clearly labeled learning activities in each chapter. These a
meant to sum up what was learned in each chapter. They should be do
y the learnerb

evaluated. For this r
these activities. Instead, you will find them in this section, Practitioner 
Notes. As with many professional courses, the learner should aim for a 
mark of 80% or more. In some cases you will have to use your own 
judgment to decide if 80% success has been achieved. Don’t get hung up 
on the number, though. The main idea is that the learner shows a stro

astery of the concepts and skills in the learning activitm
that a learner needs
gathering and creating similar materials for additional practice exercises
and learning activities. 
 
Group or One-to-One 
The curriculum can be used in either setting. There are  many discussion 
prompts (Think and Discuss) which work best with a small group, but you 
can adapt it to fit your situation. 
 
Duration 
he curricT

from person t
with your learner about regular attendance, how much time will be giv
for completing and handing in each learning activity and in what time 
frame the whole curriculum should be completed. 
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Authentic Materials 
Many examples of authentic workplace materials have been included. If 
possible, collect others from your own region and create additional 
activities with them.  
 
Speakers and Field Trips 
The curriculum goes only part of the way to preparing the learner for work 

rience will be very much enriched if you arrange for 

gh, you 

 Health Unit 

sue for 
use 

y 
 

’t 

essfully complete the Nanny Exit Demonstration. 
elp them to review any topics that were not well understood before 

tration, which is given to you as part of this 

 the Introduction to the Nanny Curriculum, learners are given a few 
 how to go about finding work as nannies. Your help may be 

o explore how Essential Skills are used in other occupations, check out 
the four other curricula in this series.  The Chapter references are given 
in the table below. 

as a nanny. The expe
the learner to visit a daycare for a work placement or to volunteer on a 
regular basis. As well, if the group at your program is large enou
may be able to invite guest speakers. Here are some suggestions: 
 

 Early Years Centre 
 Family Literacy Program 

 Fire Department 
 Child and Family Services 

 
The suggestion of Child and Family Services brings up a crucial is
childcare professionals – that of child welfare, the definition of child ab
and the legal obligation to report any suspected child abuse. It’s a touch
subject, and one that may cause a lot of emotional distress. But it’s very
important to discuss it. If a nanny is not aware of the issue or doesn
want to think about it, he or she could find themselves in a distressing 
situation through no fault of their own.  
 
Review and Exit Demonstration 
The exercises and learning activities in this curriculum are designed to 
prepare learners to succ
H
giving the Exit Demons
package.  
 
Finding Nanny Jobs 
In
pointers on
needed to select an appropriate agency, to find job postings and to 
compose “work wanted” ads. As well, please take part in the interview 
role play, at the end of Chapter Five. 
 
Curricula in This Series 
T
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 Management
Time 

 
Oral 
Communication Reading Math Writing 

Nanny 1 2 3 4 5 

Florist 5 4 3 2 1 

Chambermaid 1 4 5 2 3 

Taxi Driver 1 5 4 3 2 

Cashier 5 1 4 3 2 
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Chapter One Notes 
 
Learning Activity 1 
 
T er will succes ully complete e learning a vity by

onable timates of tim needed for  listed sks 
 chart ith correct tim  according t the est ates m e 

time bac ards to determ e what tim o set th alarm r  
g digital time in correct form t 
ng hands on e clock face to atch the di al time

Learning Activity 2 
 
The learner will successfully complete the learning activity by: 

 Identifying the following tasks as “most urgent” 
 read instructions then give medicine to child 
 warn children that neighbour’s vicious dog is loose 
 take ill child’s temperature 
 decide if child is ill enough for mother to be called home 
 investigate why smoke alarm is sounding 
 stop one child biting the other 

 Showing an understanding of the difference between “important” and 
“necessary” activities, as discussed in this chapter 

 Making reasonable judgments about how to categorize the tasks 
 Explaining and defending those choices 

 
Learning Activity 3 
 
The learner will successfully complete the learning activity by: 

 Creating a workable schedule 
 Fitting in all seven items mentioned in the message 
 Recognizing that checking the iron is urgent and doing that first 
 Giving Maggie juice every 2 hours 
 Including snack, lunch and nap in the schedule 
 Visiting the park before 11 or after 3 
 Calculating that Granny’s call will come at 1 pm and being home at 

that time 
 Catching the 3:30 bus to the station 
 Writing a note to Mrs. W. about Family Badminton from 2 to 4 on 

Saturday 
 
If listening to the sound file is not possible, read the text aloud to your 
learner. Read it as many times as the learner wishes, which would also be 
possible with a real-life phone message. 

he learn sf  th cti : 
 Making reas
 Filling in the

 es
 w

e 
es

the
o 

 ta
im ad

 Counting kw in e t e  fo
 Writin
 Drawi

s 
 th

a
 m git  
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Text of Phone Message: 
 
Hello Martha. Mrs. Wilson here. I didn’t have time to write you a note this 

.

n

stomach last night so please don’t give her anything 
 to have a drink of apple juice every two hours.  

 to speak 
t h wait, she’s phoning 

from Vancouver and her time is three hours behind ours.  
 
The kids are looking forward to playing in the park but don’t let them get 
too much sun. Remember, the hottest times are between eleven and 
thre
 

Please look at the schedule on the kitchen table and help the kids to 
ng 

ought. Did I unplug the iron this morning? Please 

e  at the train 
t four. 

very 

a
 

morning. Here’s what I’d like you and the kids to do today.  
 
Mr  Wilson and I both had to leave very early this morning so we asked 
Mr. Hussain to watch the kids until you got there. Please pick a nice 
bu ch of flowers and take it for him, with our thanks. He lives three doors 
down.  
 
Maggie had an upset 
fatty today. She needs
 
Granny Wilson says she’ll be phoning today at 10 am, her time,
to he kids so please make sure you’re home then. O

e.  

We’re planning a family outing to the Community Centre on Saturday. 

choose an activity we can all do together and write me a note remindi
me what time the event is on.  
 
Uh-oh! I just had a th
check it for me.  
 
Th  kids would get a real kick out of coming to meet me
sta ion, don’t you think? Now, let’s see, when do I arrive? Quarter to 
You could take the bus that passes right by our house. It comes by e
30 minutes on the hour and the half hour. The ride to the station takes 
about ten minutes.  
 
Th nks so much, Martha! See you later. 
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Chapter Two Notes
 

 

e Needs of the 

Learning Activity 1 
A. The activities chosen should reflect some understanding of the 
developmental stages of each child. Refer to Part 1 – Meet th
Child. 
 
4-year-old: likes talking, playing at make believe, trying grown-up tasks, 
starting to read and write 
 
12-month-old: very mobile, inquisitive, may be walking, gets bored 
quickly, saying a few words, looking at pictures 
 
1-month-old: loves to hear voices, soft sounds, look into your eyes, needs 
physical contact 
 
B. For this activity, the learner can use either the four safety leaflets given 

ll. 
mary in the text of the chapter requires the learner to 

u cards and encourage him or her to 

 
ly, you may decide to use a cassette recorder.  Let 

 or she is satisfied with the 
anguage that is positive, clear, 

rm and encouraging. 

Learning Activity 3 
A.  
1. c 
2. a 
3. c 
4. b

in the following pages (which you can print out) or the information in 
Chapter Two (which summarizes the four leaflets). The leaflets contain 
explicit answers and the learner need only read, understand and re-te
he sumT

understand the clues and to infer the answers. 
 
Learning Activity 2 
A. The first part requires a formal style (Dear Mr. and Mrs. Lee). Provide 
the learner with a few thank-yo
choose one that suits the task. The second part should be written in a 
more relaxed, informal style (Hi Don and Judy). 
 
B. You may decide to have the learner role play these situations rather 
than write them. The choice is yours. The learner should choose language 
that is polite, positive and diplomatic in both cases. 
 
C. This part gives the learner another chance to use the Windows Sound
Recorder. Alternative
the learner re-record a few times until he
performance. The learner should choose l
fi
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Chapter Three Notes 
 

 Several web sites were used as sources of material for this chapter. They 
are cited in the text. Log onto these sites for more information or to print 
out copies of whole documents. 

 
 There are three extra documents needed for Learning Activity 1. They 
can be downloaded from the following sites: 

 
Raising Healthy Kids: 
http://www.healthunit.on.ca/pdf/Raising%20Healthy%20Kids.pdf
 
Dry Baby Alert 
http://www.healthunit.on.ca/pdf/dryalert.pdf
 
Canada’s Food Guide 
http://www.hc-sc.gc.ca/fn-an/food-guide-aliment/fg_rainbow-
arc_en_ciel_ga_e.html
 

 There are two craft activities that you may be asked to provide materials 
for. You can substitute other crafts. A good source is 
http://www.zoomschool.com/crafts/ 

 
 One of the suggested practice exercises is an online first aid course. 
Please stress to learners that this course does not give them first aid 
certification.  

 
 You will be asked to provide a collection of children’s books in Part 2. 
Please look for good quality books in a variety of genres. 

 
 Encourage learners to try out their reading skills with children. If 
possible, arrange for learners to visit a child care centre to read with the 
children. 

 
Learning Activity 1 
 
1-A-1 

1. TV Turnoff Challenge 2006 
2. Children and smoking 
3. Free Pap clinics for women 
4. Fetal Alcohol Spectrum Disorder 
5. Put a spring in your step 
6. Make wise food choices, wherever you go! 
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1-A-2 
1. TV Turnoff Challenge 2006 
2. Put a spring in your step 

-A-3 
 
1

They’ll be more physically active. 

1
People who take care of newborn babies, age 0 to 4 weeks 

1

1

dy size 

 
1
We should eat a balanced diet. 

 

 
-B-1 

 
1-B-2 

 
 

1-B-3 
Any of the signs marked with  
 

1-B-4 
Go to the hospital emergency. 
 

C – Craft activity 
Check that the instructions have been followed. 
 
-D-1 1
1. Grain Products 
2. Vegetables and Fruit 
3. Milk Products 
4. Meat and Alternatives 
 
D-2 
Answers will vary 
 
D-3 
2 to 3 
 

1D-4 
1. age 
2. bo
3. activity level 
4. male or female 
5. pregnant 
6. breast-feeding 

D-5 
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Learning Activity 2 
 
2
earners should categorize the books according to the criteria outlined in 

tion Choosing Books. They should explain their choices. 
 
-B 

r judgment to decide if the learner has given a good performance. 
 
2-C 

r judgment to decide if the learner has thought of age-appropriate 
questions and activities that enhance the child’s involvement in the story. 

-A 
L
the sec

2
Use you

Use you

 

Connecting to Workplaces:  Literacy Network Northeast – 2006/07  217 
Building Curricula for Validated Demonstrations 



 LBS LEVEL 2/3: Nanny / Caregiver   Practitioner Notes 
 

Chapter Four Notes 

ill need to 
de more foundational learning materials. 

sible, collect the following materials to provide a real-life setting for 

 variety of local shopping flyers, some with % discounts 
 bill stubs showing GST and PST 
 coins and paper money (real or fake, as appropriate) 
 oral digital thermometer 
 familiar product containers, showing amounts in litres and millilitres 
 measuring cups and spoons, metric and imperial 
 medicine (e.g. cough syrup) with measuring cap 
 measuring device for liquid medicine 
 Canada’s Food Guide (used in Chapter Three) 

 
Fractions 
Although adding, subtracting and multiplying fractions is not classed as 
an LBS level 2/3 topic, it is included in the section Work with Recipes. 
Adapting recipes for smaller or larger groups is a fairly common task in 
the kitchen. You can help your learners to get a simple grasp of the 
concept by using the shapes in Part 2 (rectangles and pizzas). Make 
multiple copies, cut them into halves, quarters and thirds, and help 
learners to manipulate them to illustrate fraction problems. Show how 3 
thirds make a whole, etc. 
 
Learning Activity 
 
1–A  
Provide shopping flyers! 
 
Answers will vary. Check that: 

 All the items mentioned have been bought 
 GST and PST have been calculated and added  appropriately 
 The total is correct 
 All the other information has been filled in neatly 

 

 
The purpose of the warm-up exercises at the beginning of Parts 1 and 2 is 
to review some of the LBS level 2 and 3 math skills needed for this 
hapter. If the learner has difficulty with any of the steps, you wc

provi
 

uthentic Materials A
If pos
the activities in this chapter: 
 

 blank cheques 
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1-B  
ole-play this activity, with you aR s the cashier and your learner as the 

 

 

choose clippings or drawings that show a variety of 
 metric quantities, ie. L and mL. 

B
) juice – 6 cups 

b) oil – 2 tablespoons 

shopper. Use real or fake money, as appropriate. The learner should work 
out the correct change mentally. Give a reasonable amount of time. If you 
want to vary the activity, give back the wrong change a few times and 
have the learner practise pointing it out politely. Five examples are given; 
dd more if you like.  a

 
a) 5 cents 
b) $3.50 
) 75 cents c

d) $4.28 
 e) $3.57 

 
 
-C1   
) a 4 Smarties 
) b $65.00 
 c) 40 sunflower seeds 
) d $1.00 

e) $57.00 
) 1500 nickels f

g) $91.77 
h) 2 rolls of pennies, 1 roll of nickels, 3 rolls of dimes 
i) $33.33, do whatever with the leftover penny 
j) once - $7.30; five times - $36.50. Some learners may notice that Mary

could buy the 10-swim pass for the 2 children, bringing the cost of 5 
swims to $33.00. This is also a correct answer. 

 
 
Learning Activity 2 
 
2-A 
he learner should T

liquid
 
-B-1 2

700 mL 
 
2-B-2 

om First line from the bott
 
- -3 2

a
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c) vinegar – 1 teaspoon 

) orange juice – 6 cups 
e –  8 cups 

juice – one and one-third cups 
 juice – 2 cups 

he learner should give you 3 recipes with notes about how children can 
afely take part. 

25 mL, half cup 
ee-quarters cup 

 butter – 30 mL, 2 tablespoons 

d) honey – 2 teaspoons 
e) cream – half cup 
f) salt – half teaspoon 
g) basil – 1 tablespoon 
 
2-B-4 
a
b) ginger al
c) lemon 
d) pineapple
 
2-C 
T
s
 
2-D 
a) juice – 1
b) cereal – 175 mL, thr
c) peanut
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Chapter Five Notes 
ication form is provided for Learning Activity 1-A. 
t other forms from your own region to use for 

 contains a wealth of workplace forms:  
 Forms, Preparatory Training Programs, 

rder. 

rms can be downloaded from: 

%

/www.needananny.ca/pdf/caregiverapplications.pdf#search='au%20pair
pplication' 

 learners to access online 
necessary here.  

 If a learner does not yet have a free web-based e-mail account, this may 
be a good opportunity to help them sign up for one. 

 
 
Learning Activity 1-A 
 
To successfully complete, the learner should: 

 Write neatly, by hand, in black ink. 
 Fill in all appropriate boxes. 
 Fit information into space given. 
 Write date in accepted format. 
 Give reasonable answers in the “Other Details” section. 

 
Learning Activity 1-B 
 
To successfully complete, the learner should: 

 Show that he or she can move from one field to the next. 
 Fill in all appropriate fields. 

 
N.B. Remind learner not to click “Submit Application” at bottom of page. 
 
 

 
 An example of an appl
You may wish to collec
practice.  

 
 As well, this publication

onWorkwrite – Informati
Toronto, 2001. Call (416) 239-7309 to o

 
 Two more nanny-related fo

 
http://www.4nannies.com/Forms/Nanny%20Log.pdf#search='the%20nanny
20log%29' 
 
http:/
%20nanny%20caregiver%20a
 
 Some of the activities in this chapter ask
applications. Give as much guidance as 
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Learning Activity 2-A: Make Journal Entries 

g 

ck about how the learner handled the call. But the learner 

courage the learner to ask for 

nd nanny explains 
where she is. 

e or she is planning a birthday party for four-

chel.  
. Nanny knows answer to 

ning to start a book club in the 
ice or nanny would be interested.  

l back about 

e, the learner should: 
er (note-size). 

 

el are invited. 

 
To successfully complete, the learner should: 

 Write neatly by hand on lined paper. 
 Include entries about all the items on the list given with the learnin
activity. 

 Report normal temperature as 37.0°C. Report slightly raised 
temperature as somewhere between 37.0°C and 38.9°C 

 Check spelling and make corrections if necessary. 
 
Learning Activity 2-B 
 
This is a role-play activity. You are the caller; the learner is the nanny 
answering the phone. If possible, you could record the conversation and 
ive feedbag

should have only one chance at writing the message, because in real life 
the conversation is not played back. Add an extra challenge by speaking 
ery quickly or very softly in places.  Env

clarification. 
 
cenario:  S

1. Nanny answers phone and caller asks to speak to Mr. or Mrs. Dillon.  
2. Nanny offers to take a message.  
. Caller is surprised that Lin doesn’t answer phone a3

4. Caller explains that h
year-old son. 

5. Gives date, time, place. Invites Tom and Ra
llergies6. Asks if either of them has any food a

this.  
7. Caller adds that he or she is plan

anneighbourhood. Asks if Dave, J
8. Caller leaves phone number in case anyone wants to cal

party or book club. 
 
o successfully completT
 Write neatly by hand on a blank slip of pap
 Include only the relevant parts of the phone conversation.

y.  Give date, time, place of part
 Say that both Tom and Rach
 Pass on idea about book club. 
 Give phone number of caller. 
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Hyperlinks for Nanny Curriculum 
ocument, then save it on 

/e/grou

 
p ord dCo y these last five pages to a new MS W

learners’ computer desktops. 
 

4 nanny duties http://www23.hrdcdrhc.gc.ca/2001
ps/6474.shtml

5 .wa.gov.au/careers
/profiles/data/OCC177.asp

successful http://getaccess.westone
nanny 

http://www23.hrdc-
drhc.gc.ca/2001/e/groups/6474.shtml

http://www.caregivers.ca

http://www.nannynetwork.com/library/Nan
nyLib/nanfaq.cfm#nanny

http://www.professionalnanny.com/families
/parrec.htm

In
tr

od
uc

ti
on

 

7 nanny 
information 

http://getaccess.westone.wa.gov.au/careers
/profiles/data/OCC177.asp

23 telling time – 
works

http://www.time-for-
heets time.com/worksheets.htm

26 time http://www.studygs.nettrack use of /schedule/

workplace http://www.thewclc.ca/edge/issue6/index1
schedules .html

pool schedule 6474-AS3-3-T1-3.pdf
http://measureup.towes.com/pdfs/NOC-32 

pool schedule http://measureup.towes.com/pdfs/NOC-
1.pdfanswer SK-6474-AS3-3-T

33 message to link? Martha 

games- telling http://www.prima
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