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Welcome 
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in ................................. 

 
Information for parents 

School enrollment 2019 /2020 
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General Information about our school 
Address:  
Telefon:  
E-Mail:  
Homepage:  
Principal:  
Secretary:  
Office hours of the secretary: 
Monday from: to: 
Tuesday from: to: 
Wednesday from: to: 
Thursday from: to: 
Friday from: to: 
School social worker  
Class teacher:  
The child´s class:  
 
 School in Germany 
* Boys and girls spend the day together at our school. They learn at us from the 1st to the 6th 
grade. Then they go to a secondary school. Every child in Germany has to go to school. That's 
what we call compulsory education. 
As a rule, children enter the first year, in which they have their 6th birthday until the 30th of 
September. The parents register their child with us when he is 5 years old. A doctor will then 
determine if the child can already meet the requirements of the school. The school 
management decides on admission to the school. The parents receive a written notification of 
the decision. 
 
School enrollment - A feast for the family 

On Monday, 5.8.2019 the school starts. Before that there is an enrollment. 
This is a welcome party at school with the children and families. The 
enrollment ill take place on 3.8.2019. We ask all families to be there on time. 

In our school, the enrollment takes place here: ........................................................... 
Here is specific information about the school enrollment: 
For children in class ………..  …....…...…. am o’clock 
For children in class ………..   …………... am o’clock                                                                                                                                                                                                  
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Children get their school cone (Schultüte)  and their school bag   that day. 
The school bag is filled with small gifts and sweets. Also material for the school can be in 
there. The parents bring the school bags and the school cones to school. 

In the schoolyard a little food and drinks are prepared for the children and their families. For 
that a little money has to be brought. (2.00 to 5.00 €) 

There are also photos taken of this celebration. There is a photographer there. These photos 
cost money. A folder with several photos costs …….. €. If you want a photo portfolio, you must 
bring this €. 
Sometimes there is also a photographer from the newspaper there. He wants to photograph 
the new school classes and print the photos in the newspaper. The parents have to allow that. 
Please sign the permission. 

             
1 - Permission to publish photos of school enrollment (Annex 1, page 25) 
 
The way to school 
Some children are accompanied by their parents. Other children go to school alone. Practice 

with your child the safest way to school. Go back and forth with your 
child several times before enrolling. The safest way is not always the 
shortest! Instruct your child about special dangers. Make sure that your 
child is always clearly visible to other road users. Make sure that 
your child wears  a safety vest while riding a bicycle. Cycling is 
only allowed after the bicycle test in the 4th class. 
2 - Flyer ADAC with the most important traffic rules (german, english, arabic) - 
available at the Bürgerstiftung Office 



6 
 

 
The school day 
At 7:15 am at the latest, all children must be at school. Classes start punctually at 7:30 am. 
For example, the school day at the Artur-Becker-Schule: (In the other schools it's similar) 
1st hour  7:30 - 8:15    
1st break  8:15 - 8:25  
2nd hour  8:25 - 9:10       
2. break   9:10 - 9:25      
3rd hour  9:30 - 10:15  
3. break   10:15 - 10:25  
4th hour  10:25 - 11:10  
4. Break  11:10 - 11:25  
5th hour  11:25 - 12:10  
5. Break  12:10 - 12:15    3 – timetable 
The second break is for breakfast. In the 2nd and 4th break, the children are outside in good 
weather. The children get a timetable. On this plan is written exactly, which lessons take 
place. After class the children go to the hoard and have lunch. 

The lesson - this is how the children learn 
All children learn together in a class. Girls and boys learn together. Also in sports and later (in 
third grade) while swimming. There are several subjects: 

 German (reading and writing) 
 Mathematics (arithmetic) 
 Social studies (Here children learn many different things about animals, plants, 

science, nutrition, what is in the world, how does the world work and much more) 
 Sports (outdoors and indoors) 
 Art (painting, crafts) 
 Music (singing, instruments) 
 English (to get to know) 

All children have to participate in swimming lessons. 

There are 3 hiking days in the school year. On these days the children are not in school with 
their class and teacher. They make a trip or an excursion. Where and when that is, the class 
teacher tells you at the parents' meeting or writes a letter. On these hiking days, the children 
must participate. 
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* Some schools ask parents to help with the school trips. The participation of children in 
school trips can also be applied for.      

How is the performance of the children rated? 
* The teachers evaluate the performance of the children at the beginning in the form of a 
short text and later by grades. There are grades from 1 (= very good) to 6 (= insufficient). 
When a child performs poorly, the teacher talks to the parents to work out the real reasons. 
Because it may be that your child can and knows a lot and still has bad grades in school. 
After the first half of the school year and at the end of each school year. The results are 
summarized on a certificate. If the results are not evaluated, this is indicated as a note on the 
certificate. The children take these certificates home with them. The parents sign the 
certificate. This is a proof for the school that the parents have seen it. 

That's what the kids need in school 
Your child needs a satchel. It contains pencil case and all the needed books and the 
notebooks on the day. For this the parents look every day with their children on the 
timetable. 
 Please use the material list! Which the school has ticked off what the children need. 
(attached) 
Parents need to buy books and workbooks. For this they get a list from the school. They pick 
up the books in the bookstore Prenzlau (opposite Rossmann). You have to pay for some of 
books and the workbooks. If parents do not have much money, they can get money back. You 
will need to apply for this. For all applications, a migration advisory office will help you !!! 

 
4 - Application for reimbursement of textbooks (Annex 2, page 26) 
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The school pay for some books. These books belong to the school. They are only borrowed. 
These books need to be well maintained. When these books got damaged, parents have to 
pay part of it. 

What rules are there at school? 
There are rules at the school. The rules are there to work well with all children and adults. 
These are the most important rules: 

• Children should not be afraid at the school or in the bus. Because no violence is allowed. 
• Children should not hurt themselves. At school children are not allowed to run fast or push 

other children. 
• Children are different. They and their families have different lifestyles. They speak different 

languages in their families. It's good. Children and adults respect this diversity. Nobody should 
be annoyed about that. 

• Children have to come to the classroom on time. 
• The school should stay nice. The rooms, toilets and corridors of the school must therefore be 

kept clean. 
• Nothing should be intentionally destroyed. 
• Children have to do their homework. 
• Mobile phones must be switched off at school. If a phone is stolen or broken, the school has no 

responsibility. 
• Children have to drink the milk for their breakfast in the classroom. Then they go to the 

playground in the break. 
• When the class is over, the children go to the hoard or leave the school building. 
• If children have an accident at school or injured, it is important to let the secretary know. 
• To make everyone feel good at school, they should follow these rules. 

 Parents of the Artur Becker School must sign a form for this purpose 

5 - Confirmation of receipt of house rules (Annex 3, page 28) 
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The care in the hoard „Hort“ 
When class is over, children do not have to go home. They will continue to be looked after. 
This care is called "Hort". The children can do their homework in the hoard, but they receive 
help from the educators. They can play different games, be with their friends, play sports and 
music, be creative. 

Parents have to register their children in the hoard. For this they have to make an application 
in the town hall (Rathaus). Then there is a contract for care.  This contract must be in the 
town hall (Rathaus) until 10.8.2019. Get help from the Migration Counseling Service when 
completing the application. 

6 - Request for care in the hoard (Appendix 4, page 29) 

 

The care in the hoard costs money. For families who do not have much money, paid the youth 
welfare (Jugendamt) office of the district of Uckermark this money. For this, parents have to 
apply.  Get help from the Migration Counseling Service when completing the application. 

 
7 - Application for transfer of childcare costs (Annex 5, page 31) 
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Children can normally be in the hoard for up to 4 hours. If the children are to be cared for 
more than 4 hours in the hoard, parents must submit an application to the youth welfare 
office (Jugendamt). For example because of work or language course. This is especially 
important for single mothers or fathers. Get help from the Migration Counseling Service when 
completing the application 
From 6 o'clock the children can be looked after by the hoard. This is sometimes important for 
parents who go to work very early. The care time you have to agree with the hoard. 

 
8 - Application for legal entitlement in the district of Uckermark Jugendamt (Annex 6, page 37) 

Vacations and holidays 
During the vacations and holidays, the children do not go to school. These are the vacations 
and holidays in the school year 2019/2020: 
Summer holidays 2019    20.6.19 - 4.8.19   Sommerferien 
Holiday  Day of German Unity  3.10.19    Tag der deutschen Einheit 
Autumn holidays     4.10.19 - 20.10.19  Herbstferien 
Holiday at the end of the year   23.12.19 - 5.1.20  Weihnachtsferien 
Holidays in winter   3.2.20 - 9.2.20   Winterferien 
Holidays in spring    6.4.20 - 19.4.20   Osterferien 
Holiday  Labor Day   1.5.20   Tag der Arbeit  
Holiday Ascension of Christ             21.5.20 -24.5.20   Christi Himmelfahrt 
Holiday  Whit Monday   1.6.20   Pfingsten  
Summer holidays 2020   25.6.20 - 9.8.20  Sommerferien 2020 
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Healthy food 
Breakfast 

Your child should eat breakfast at home. Because the children should not come to school 
hungry. At school there is a break for the second breakfast. This is the 2nd break. It takes 
place from 9:10 to 9:25.        

Please give your child a lunchbox with healthy food. Also fruits and vegetables 
are good breakfast. 

The children can drink milk at school. That's optional. There is normal milk, fruit milk or 
chocolate milk. The milk costs money. For example: 

Normal milk (whole milk)  € 1,80 Artur Becker school € 1,60 Pestalozzi school (per week) 
Choclate milk or fruit milk € 2,00 Artur Becker school € 1,95 Pestalozzi school (per week) 

The milk money is always paid on Monday for the next week. The children have to bring the 
money to school. The class teacher collects the money. 

Having lunch 

Lunch is available at school. Parents must register the children for lunch. That goes over the 
Internet: www.essen-bei-sodexo.de 

There are always several menus to choose from. There is always something without pork or 
without any meat. If parents have questions about lunch, they can always ask the class 
teacher, the school administration or the after-school care “Hort”. Or call SODEXO directly: 
Tel. 06142 - 1625-0. 

What do the parents do when the 
child is ill? 
If your child is ill, he can not go to school. 

Please tell the school at 8 o'clock that your 
child is ill. 

The parents have to take care that their child 
makes up for the missed lessons and does the 
homework. The parents have to write to the 
school when and why their child did not go to 
school. For this they write a letter of apology.  9 - apology note (Templates in German, Russian, 

 Polish, Arabic, English Annex 7, page 39) 

 

www.essen-bei-sodexo.de
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Exemption from lessons - when does a child NOT have to go to school? 
All children have to go to school. You can not get your child out of class for interpreting. Only 
sometimes children are not allowed or able to go to school. There are several reasons for 
that: 

• An appointment with the doctor (for the child) Submit the application 3 days in 
advance to the class teacher 

• serious illness, death or marriage in the family, new place of residence Submit the 
application 3 days in advance to the class teacher 

• Important religious festivals (for example, sugar festival at the end of Ramadan, baptism 
in the closest family) Submit the application 3 days in advance to the class teacher 

• Visits to counseling centers or authorities Application 3 days in advance to the class 
teacher 

• Active participation of the child in sports competitions, artistic or scientific competitions 
Submit the application 3 days before to the class teacher 

• important travel, recreational leave after a serious illness (cure), which are necessary for 
health reasons during the school time  only with certificate from the doctor 
submit application 4 weeks in advance to headmaster of school. 

The parents have to submit a written application to the class teacher or the school 
management. These then decide whether the child has to go to school or not. A vacation trip 
is no reason for a leave of absence. You are required to plan your trips so that they only fall 
on vacation. Please apply for leave of absence as soon as possible and attach supporting 
documents (certificate of the sports club for participation in a sports event, medical 
certificate, court certificate, etc.). Children are not exempted from school in order to assist 
parents in interpreting, e.g. to the doctor, to help. Children should rather go to school! If you 

10 - Application for leave 
of absence (Annex 8, page 
40 with explanatory notes 
Russian, Arabic, English 
and Polish) 



13 
 

have any questions, ask at school or at a migration counseling center. 
 The parents of the Pestalozzi School must sign a paper. By doing so, they declare that 
they understand the information on leaving the classroom.  
"Notice leave" see Annex 9, page 41 

How do parents help their children? 
Every day: Checking the satchel and the pencil case with the child (Is everything still there? 
What is needed for the next day?) 

In the hoard your child gets help with the homework! If your child has difficulties in the 
school he can get an individual help for the school subjects. This is a school in the afternoon. 
The parents have to pay the fees. The Youth Welfare Office (Jugendamt) can take over the 
costs. But for this the parents have to submit an application. If you need more help, come to 
the "Diester" or office Bürgerstiftung (Diesterwegstraße 6, 1st and 2nd floor). 

How is the homework book used? 
Every day: look in the homework book with the child. Is there any homework left? (Tasks for 
the home). Then the kids have to do that. The parents remind the children and control. 
 

 
11 - This is how children and parents use the homework book 
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The teachers and children use shortcuts in homework book. Here we explain what they mean: 

De = Deutsch Mu = Musik SU = Sachunterricht AH = Arbeitsheft S. ... = Seite ... 

Ma = Mathematik Ku = Kunst ILZ = Individuelle Lernzeit LB = Lehrbuch  

Sp = Sport En = Englisch Fö = Förderunterricht HA = Hausaufgaben  

Sometimes the teachers write information or messages to parents in the homework book. 
That's why parents have to look into the homework book every day. 

The school also writes letters to parents. That's important information for the parents. 
Sometimes the parents have to sign these letters and send them back to school.Such letters 
are mostly given to the children. 

Parents' meetings take place twice a year. This will take place in the evening. The parents 
meet the class teacher. You get important information. You can then talk to the teacher about 
your child. Take this opportunity. Go there. Maybe take an interpreter with you. 

Once a year there is a parent talk. In this conversation, the parents talk to the teacher about 
the child. If there are problems in the school or at home, several conversations can be held. 
The parents discuss the appointment with the class teacher. 

Talk to your child about the school. Ask your child. What does he experience at school? What 
is he learning? 

Reading and speaking in the family language helps children to learn the German language 
and other foreign languages  multilingual brochure bilingual families (available from 
Bürgerstiftung) 

Photo permission & phone number and address of parents & permits 

1. Photos 
Sometimes the school wants to talk about their work in the newspaper or on their website on 
the Internet. For that, photos need to be taken. For example, at a sports festival, a hiking day 
or a theatre. Parents must allow with their signatures, their children to be photographed. 

The parents can stop this permission at any time. For this, they have to write a letter to the 
school administration. 
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      12 - Forms Photo Permission School (Appendix 10, page 42) 

 

2. Telephone number and address 

Parents need to give the school their phone number. This is very important. In an emergency 
case, the school calls the parents. It is also important to tell the school ,when the phone 
number or address changes. 

 
13 - Contact details of parents at school (Annex 11, page 43) 

 
3. Permission - What do the children do when the class is over? 

Parents must tell the school which people are allowed to pick up their child, e.g. Sister, 
brother, aunt, uncle, grandma, grandpa. 
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14 - Permission - Who is allowed to pick up the child from school or from Hoert? (Appendix 12, page 44) 
 

There are offers for the children after class. These are, for example, working groups (dance 
workshops, singing in chorus and others), help with homework, additional lessons. 

When a child attends these offers, the parents must tell the school if the child after that 
should go home or to the after-school care (hoard). 

 
15 - permission where to leave after school? (Appendix 13, page 45) 

 
Sometimes teachers are sick or it is very warm in the summer at school. Sometimes the 
lessons are canceled. The parents have to tell the school if their child should stay at school or 
at the hoard. Or if it is allowed to go home. 
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16 - Allowance to leave if lessons fail (Annex 14, page 46) 
 

Assumption of costs + contact details Migration advice centers 

* As part of the so-called "Education and Participation Package", costs may be applied for, for 
example for lunch, but may still be payable per meal. Parents can turn to employees at a 
migration counseling center or dorm center for any questions they may have about taking 
lunch at school, school trips, etc. There is also help in completing the applications.  

Migration Counseling Centers in Prenzlau: 

Migrationsfachdienst Johanniter, Diesterwegstraße 6, 17291 Prenzlau 
• Ulrike-Mareike von Wedel-Lentke, Telefon: 03984 87 80 900 
• Kerstin Zablocki, Telefon: 03984 8780902  Mobil: 0173 6196194  

 
Migrationsberatungsstelle ASB 
Frau Wolf, Grabowstraße 58, 17291 Prenzlau, Tel. 03984 83 33 80 
 
 
 

 
 
 
 



18 
 

Part 2 
 
                                                                           

Material list, 
Applications & Forms 

 

 
 
 
 



19 
 

 

APPENDIX Material list for 1st class 

Dear Parents, 
Here you find the material list for the next school year. Please get all the ticked materials list 
for your child. The number of the matching ruling can be found as a number or letter 
combination on all the writing materials. 
Yours sincerely 
 
School is 
ticking off! 

For the pencil case: 
(change number or color if necessary) 

 

Check as 
appropriate, 
change 
number if 
necessary 

2 fillers 
Replacement cartridges for filler

 

 

 1 Fine Liner black 

 

 

 2 sharpened pencils 

 

 

 Colored pencils (various colors) 

 

 

 A small sharpener for the pencil case 

 

 

 1 large sharpener with catch cup 

 

 

  
Eraser 
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  1 ruler (Plastic), 15 cm  

 

 

 

glue stick  

 

 
A pair of scissors   

 

 Block with blotter A5

 

 

 1 block of colored paper, A3

 

 

 Dough 

 

 

 For the subject German:  
 1 exercise book A5, ruled 1

 
 

 

 

2 exercise books A5, ruled 1

 

 

 1 copybook with house A5  
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 3 book covers A5, color red 

 

 

 1 folder, Farbe rot 

  

 

 For the subject Mathematics:  
 2 notebooks with small boxes  A5, ruled f  

 

 

 2 issues A5 without lines  
 3 book covers A5, color blue 

 

 

 Calculating machine with 100 balls 

 

 

 Number cards from 0 to 10 (10x8 cm) 
 

 

 

1folder, color blue  
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 For the subject Art:  
 1 drawing block A4, color white  
 1 drawing block A3, color white  
 1 large binder A3 

 

 

 

Paintbox        

 

 

Various brushes (round and flat)    

 

 1 newspaper as a base  
 1 water cup  
 1 cloth (for cleaning)  
 

Colored paper        

 

 kitchen roll  
 Apron or old T-shirt to protect clothing from 

paint stains 
 

  
For the subject sports: 

 

 a sports bag or backpack  
 1 pair of sneakers with a light sole  
 1 pair of sneakers with a solid sole  
 Long and short sportswear (for indoors and 

outdoors) 
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For other school subjects: 
 
If necessary, 
tick, number 
and colors 
with colored 
pencil 

1 stapler, color yellow with 10 lined sheets (for 
English) 

  

 

If necessary, 
tick, number 
and colors 
with colored 
pencil 

2 staplers, color green + orange 

  

 

 2 bookmarks  
 1 homework book

 

 

 The homework book is available from the 
school. 

 

 1 folder (if possible, please 
paste a picture of the child) 

 

 Label all books with the name of the child. 
Please use the second line for this. 

 

 Label all materials with the name of the child.  
 Breakfast and school milk:  
 
 
 
 
 
ggf. 
Ankreuzen 
und Betrag 
ergänzen. 

The children can drink milk at school. That's 
optional. There is whole milk, fruit milk or 
chocolate milk. 
Whole milk costs ……….... € 
Chocolate milk and fruit milk cost ……….... € 
 
The milk money will be paid on Monday for the 
next week. The class teacher collects the money. 

 

 Please check with your child every day the 
pencil case and the satchel, if all necessary 
materials are in it. 
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 In the satchel should be daily: 
•Books and exercise books 
•Pencil Case 
•Breakfast 
•Handkerchiefs 
• payment cards 
• folders 

 

 Please pack the satchel with the notebooks with 
your child every day, Books and folders, which 
are in the homework book (timetable). 

 

 Please look into the homework book daily. The 
teachers write in there information. Please sign 
these messages so the teacher knows that, you 
have read them. 

 

 Please pick up and say goodbye to your child in 
the schoolyard, not in the classroom. 

 

ggf. 
Ankreuzen 
und Betrag 
ergänzen 

A fee for materials, paper and copying will also 
be charged: ………….. € 

 

  



25 
 
 

Appendix 1 - FORM FOR permission photo school enrollment (elementary school Artur 
Becker) 

 

Wir sind damit einverstanden, dass ein Einschulungsfoto von der Klasse unseres  
Kindes (Name)  __________________________________________ im Nordkurier (lokale Zeitung) 
veröffentlicht wird. 
 
Ja    
Nein   
 
Unterschrift Eltern _________________________________________ 
 
 
 
We agree that an enrollment feast photo of the class of our 
Child (name) __________________________________________ published in Nordkurier (local newspaper). 
 
Yes   
No   
 
Signature of parents _________________________________________ 
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Annex 2 - APPLICATION for reimbursement of parents' share in the purchase of the 
schoolbook. 

https://www.prenzlau.eu/sixcms/media.php/569/Antrag%20auf%20Schulbucheschaffung%20-
%20Mittel%20aus%20Schulsozialfonds.pdf 

 
 

https://www.prenzlau.eu/sixcms/media.php/569/Antrag%20auf%20Schulbucheschaffung%20-%20Mittel%20aus%20Schulsozialfonds.pdf
https://www.prenzlau.eu/sixcms/media.php/569/Antrag%20auf%20Schulbucheschaffung%20-%20Mittel%20aus%20Schulsozialfonds.pdf
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28 
 
 

Annex 3 - Confirmation form of receipt of the school rules (Artur Becker elementary school) 
 

 
 

Bestätigung über den Erhalt der Hausordnung Confirmation of receipt of house rules 
 
 

 
Name des Schülers Name of the student: .......................................................... 
 
 
Hiermit bestätige ich den Erhalt der Hausordnung. I hereby confirm the receipt of the house 
rules. 
 
___________________________________   _________________________________ 
Unterschrift Eltern Signature     Datum Date 
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Annex 4 - Request for care in the hoard 

 

 
https://www.prenzlau.eu/sixcms/media.php/569/Antrag%20auf%20Betreuung%20des%20Kindes.pdf 
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Annex 5 - APPLICATION for assumption of childcare costs 
 

Landkreis Uckermark 
Jugendamt 
Jugendförderung/Kita 
Karl-Marx-Straße 1 
17291 Prenzlau  

AZ: 51.1804/ 
Antrag auf Übernahme des Teilnahmebeitrages/Kostenbeitrages für eine Tageseinrichtung gemäß § 90 Abs. 3 Sozialgesetzbuch 
Achtes Buch (SGB VIII) 

 Erstantrag   Folgeantrag         Bitte in DRUCKBUCHSTABEN ausfüllen! 
1. Antragsteller(in)  
Name, Vorname  

Anschrift 
 
 

Telefon (freiwillige Angabe)  
2. Kind(er), für das/die eine Übernahme beantragt wird 
2.1 Kind 
Name, Vorname(n)  
Geburtsdatum/Geschlecht   männlich   weiblich 
wohnhaft in der Uckermark seit  
Art der Einrichtung  Tagespflege  Krippe  Kindergarten  Hort 

Umfang der Betreuungsstunden 
bis Schuleintritt:  bis 6 Std. tgl.  mehr als 6 Std. tgl. 
bei Hort:   bis 4 Std. tgl.  mehr als 4 Std. tgl. 

Einschulung bzw. Versetzung in die 5. 
Klasse  

 Einschulung am: 
 Versetzung in die 5. Klasse am: 

Name (und Anschrift) der Einrichtung 
 
 

Name (und Anschrift) des Trägers der 
Einrichtung 

 
 

Höhe des Elternbeitrages € Kostenentscheidung als Kopie beifügen 

2.2 Kind 
Name, Vorname(n)  
Geburtsdatum/Geschlecht   männlich   weiblich 
wohnhaft in der Uckermark seit  
Art der Einrichtung  Tagespflege  Krippe  Kindergarten  Hort 

Umfang der Betreuungsstunden 
bis Schuleintritt:  bis 6 Std. tgl.  mehr als 6 Std. tgl. 
bei Hort:   bis 4 Std. tgl.  mehr als 4 Std. tgl. 

Einschulung bzw. Versetzung in die 5. 
Klasse  

 Einschulung am: 
 Versetzung in die 5. Klasse am: 

Name (und Anschrift) der Einrichtung 
 
 

Name (und Anschrift) des Trägers der  



32 
 
 

Einrichtung  
Höhe des Elternbeitrages € Kostenentscheidung als Kopie beifügen 

2.3 Kind 
Name, Vorname(n)  
Geburtsdatum/Geschlecht   männlich   weiblich 
wohnhaft in der Uckermark seit  
Art der Einrichtung  Tagespflege  Krippe  Kindergarten  Hort 

Umfang der Betreuungsstunden bis Schuleintritt:  bis 6 Std. tgl.  mehr als 6 Std. tgl. 
bei Hort:   bis 4 Std. tgl.  mehr als 4 Std. tgl. 

Einschulung bzw. Versetzung in die 5. 
Klasse  

 Einschulung am: 
 Versetzung in die 5. Klasse am: 

Name (und Anschrift) der Einrichtung 
 
 

Name (und Anschrift) des Trägers der 
Einrichtung 

 
 

Höhe des Elternbeitrages € Kostenentscheidung als Kopie beifügen 

2.4 Kind 
Name, Vorname(n)  
Geburtsdatum/Geschlecht   männlich   weiblich 
wohnhaft in der Uckermark seit  
Art der Einrichtung  Tagespflege  Krippe  Kindergarten  Hort 

Umfang der Betreuungsstunden bis Schuleintritt:  bis 6 Std. tgl.  mehr als 6 Std. tgl. 
bei Hort:   bis 4 Std. tgl.  mehr als 4 Std. tgl. 

Einschulung bzw. Versetzung in die 5. 
Klasse  

 Einschulung am: 
 Versetzung in die 5. Klasse am: 

Name (und Anschrift) der Einrichtung 
 
 

Name (und Anschrift) des Trägers der 
Einrichtung 

 
 

Höhe des Elternbeitrages € Kostenentscheidung als Kopie beifügen 

 
3. Eltern des Kindes/der Kinder 
3.1  Mutter    Vater des Kindes/der Kinder: ________________________________ 
             (auch bei getrennten Haushalten bitte vollständig ausfüllen) 

Familienstand  verheiratet    eheähnliche Gemeinschaft 
 allein stehend    getrennt lebend 
 geschieden    verwitwet 
 ___________________________________________ 

sorgeberechtigt  ja    nein 
Name, Vorname  
Geburtsdatum  

Anschrift 
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wohnhaft in der Uckermark seit  
3.2  Mutter    Vater des Kindes/der Kinder: ________________________________ 
             (auch bei getrennten Haushalten bitte vollständig ausfüllen) 

Familienstand  verheiratet    eheähnliche Gemeinschaft 
 allein stehend    getrennt lebend 
 geschieden    verwitwet 

sorgeberechtigt  ja    
nein 

Name, Vorname  
Geburtsdatum  

Anschrift 
 
 

wohnhaft in der Uckermark 
seit  

3.3  Mutter    Vater des Kindes/der Kinder: 
________________________________ 
             (auch bei getrennten Haushalten bitte vollständig ausfüllen) 

Familienstand  verheiratet    
eheähnliche Gemeinschaft 

 allein stehend    
getrennt lebend 

 geschieden    verwitwet 
 ___________________________________________ 

sorgeberechtigt 
 ja    

nein 
Name, Vorname  
Geburtsdatum  

Anschrift 
 
 

wohnhaft in der Uckermark 
seit 

 

 
4. Weitere Personen im Haushalt 

Name, Vorname Geburtsdatum Verhältnis zum 
Antragsteller 

Art des 
Einkommens 

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
5. Was Sie beachten sollten 
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Bei Vorliegen der Voraussetzungen beginnt der Zeitpunkt der 
Übernahme des Teilnahmebeitrages/Kostenbeitrages mit dem Monat, in 
dem der Antrag gestellt wurde. Um den Anspruch nicht zu unterbrechen, 
ist spätestens im Folgemonat nach Ablauf des Bewilligungszeitraumes 
ein Folgeantrag zu stellen. 

 
 
 

6. Belehrung 

Zu den Angaben von Tatsachen sind Sie gemäß §§ 66 ff. 
Sozialgesetzbuch Erstes Buch (SGB I) und § 97 a SGB VIII verpflichtet. 
Die Datenerhebung erfolgt auf der Grundlage des  § 90 Abs. 3 und 4 SGB 
VIII. 

 
7. Datenschutzrechtliche Einwilligungserklärung 

Mit meiner Unterschrift gebe ich meine Einwilligung, dass das Jobcenter 
über meine Verhältnisse Auskunft geben darf, soweit es für die 
Entscheidung meines Antrages erforderlich ist. Diese Einwilligung kann 
jederzeit widerrufen werden. 
 
 
 ___________________________________  _________________________ 
   Ort, Datum      
 Unterschrift 

 
8. Erklärung des Antragstellers/der Antragstellerin 

 Ich erkläre, dass die vorstehenden Angaben wahrheitsgemäß und 
vollständig gemacht wurden. 

 Ich weiß, dass wissentlich falsche Angaben oder das vorsätzliche 
Verschweigen von rechtserheblichen Tatsachen im Sinne des § 263 
Strafgesetzbuch (StGB) strafbar sind und verfolgt werden können und zu 
Unrecht erhaltene Beträge zurückgefordert werden. 

 Bei einer anderen Behörde wurde kein weiterer Antrag auf Übernahme 
des Teilnahmebeitrages/Kostenbeitrages gestellt. 

 Ich verpflichte mich, alle erforderlichen Unterlagen und Belege zu 
meinem Antrag einzureichen und jegliche Änderungen in den 
Einkommens- und/oder Familienverhältnissen unverzüglich mitzuteilen. 

 Ich bin damit einverstanden, dass im Falle einer Bewilligung des Antrages 
auf Übernahme des Teilnahmebeitrages/Kostenbeitrages die Beiträge auf 
das Konto des Trägers der Einrichtung überwiesen werden. 

 Ich bin damit einverstanden, dass anfallende Rückforderungen mit dem 
Träger der Einrichtung verrechnet werden. 
 
 
  ___________________________________  _________________________ 
   Ort, Datum      
 Unterschrift 
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9. Kontrollliste für Antragsteller(in) 

Bitte reichen Sie alle zutreffenden Unterlagen vollständig (in Kopie und 
ggf. in die deutsche Sprache übersetzt) ein. Noch nicht vorliegende 
Belege können nachgereicht werden. 
 

 Kostenbeitragsbescheid(e)/-mitteilung(en) über die Höhe des 
Elternbeitrages für die Kindertagesbetreuung 

 Bescheid(e) über die Feststellung eines bedingten Rechtsanspruchs auf 
Betreuung Ihres Kindes/Ihrer Kinder in einer Kindertagesstätte 

 Urkunde über die gemeinsame elterliche Sorge (Sorgeerklärung) 
 Aufenthaltstitel (Aufenthaltsgestattung, Fiktionsbescheinigung, 
Grenzübertrittsgestattung, Duldung etc.) 

Einkommen: 
 letzten 3 Netto-Lohn-/Gehaltsbescheinigungen (auch bei Neben-

/Zuverdiensten) 
 Spesen 
 Gratifikationen (Weihnachtsgeld o. Ä.) 
 Urlaubsgeld 

 bei Selbständigkeit (Einkommensteuerbescheid, Einnahmen-
Überschussrechnung, Gewinn- und Verlustrechnung, Bilanzierung, 
Betriebswirtschaftliche Auswertung, Bewilligungsbescheid zum 
Existenzgründungszuschuss etc.) 

 Elterngeld 
 Arbeitslosengeld I-Bescheid(e) von der Agentur für Arbeit 
 Arbeitslosengeld II-Bescheid(e) (mit allen Berechnungsbögen!) 
 Sozialhilfebescheid(e) 
 Bescheid(e) über die Gewährung von Leistungen nach dem AsylbLG 
 Krankengeldnachweis(e) (auch Kinderpflegekrankengeld) 
 Rentennachweis(e)  
 Ausbildungsvergütung 
 BAföG-/BAB-Bescheid(e) 
 Kindergeldnachweis(e) (wie aktueller Kontoauszug) 
 Kinderzuschlag 
 Unterhaltsnachweis(e) (wie aktueller 

Kontoauszug)/Unterhaltsvorschussbescheid(e) 
 Wohngeldbescheid(e) 
 Einkünfte aus Vermietung/Verpachtung 

 Bescheid(e) über Arbeitsgelegenheiten mit Mehraufwandsentschädigung, 
über Maßnahmen zur Aktivierung und beruflichen Eingliederung, 
Weiterbildungsmaßnahmen etc. 

 ______________________________________________________________________ 
Ausgaben: 
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 Mietbescheinigung (aktuelle Aufschlüsslung - abzüglich 
Heizung/Warmwasser) 

 aktuelle Belege über Hauslasten (Jahreskontoauszug mit mtl. Zinsen 
[keine Tilgung!], Grundsteuer B, Wasser, Abwasser, Abfallentsorgung, 
Schornsteinfeger, Wohngebäudeversicherung etc.) 

 Fahrkosten oder Kilometerangabe zur Arbeitsstätte (einfache Fahrt) und 
Bestätigung (Unterschrift und Stempel) des Arbeitgebers 

 berufsbedingte Ausgaben/Beiträge für Berufsverbände 
 Unterhaltsleistungen (aktueller Kontoauszug) 
 Versicherungsbeiträge 
 ______________________________________________________________________ 

 

10. Sprechzeiten Jugendamt 

Montag 08:00 – 12:00 Uhr 

Dienstag 08:00 – 12:00 Uhr und 13:00 – 17:00 Uhr 

Mittwoch geschlossen 

Donnerstag nach vorheriger Vereinbarung 

Freitag 08:00 – 11:30 Uhr 
 

 
https://www.uckermark.de/index.phtml?object=tx%7C1897.13&ModID=10&FID=553.57.1&sNavID=1897.79&La=1 
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Annex 6 - Request for a legal claim (childcare time> 4h)  
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https://www.uckermark.de/index.phtml?object=tx,1897.13&ModID=10&FID=553.120.1&sNavID=1897.77&La=1   
 

https://www.uckermark.de/index.phtml?object=tx,1897.13&ModID=10&FID=553.120.1&sNavID=1897.77&La=1
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Appendix 7 - FORM Apology for illness 

 
If your child is ill, he can not go to school. 
Please tell the school at 8 o'clock that your child is ill. 
The parents have to take care that their child makes up for the missed lessons and does the 
homework. 
 
…………………………………………………………………………………………………… 
 
 
Entschuldigungsschreiben für die Schule 
 
Mein Kind (Name) my child (name)................................………………………  

Klasse class ...............................…………… 

konnte vom (Datum) .........................… bis ……………................... 

nicht zur Schule kommen.  Could not go to school from ........................... to ….…………….. 

Sie / Er war krank. She/he was sick. 

Meine Tochter / Mein Sohn hatte: (bitte ankreuzen)  
 Fieber fever 
 Erkältung cold 
 Bauschmerzen stomach pain 
 Durchfall diarrhea 
 sonstige Krankheit any other disease, welche which one: 
 
 ...............................................................................................………………………………………. 
 
 
...............................  ……………………………………………….. 
Datum date   Unterschrift der Eltern sign 
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Annex 8 - APPLICATION for  leave of absence / education 

(maximum 3 days  application with the class teacher, for more than 3 days  application 
with the school administration) 
 
 
 
Sehr geehrte Frau Dear Mrs. ...............................................................  
Sehr geehrter Herr Dear Mr. ..............................................................., 
(Name des Klassenlehrers oder Schulleiters / name of teacher or headmaster of school)  
 
Ich beantrage die Freistellung meiner Tochter / meines Sohnes I apply a school exemption for 
my  
 
son /my doughter (name) ..................................................................... 
 
vom Unterricht für die Zeit vom from ..............................................    bis to 
......................................................... . 
 
 
Begründung justifications: 
 .............................................................................................................................................................................
...... 
 
 .............................................................................................................................................................................
...... 
 
 .............................................................................................................................................................................
..... 
 
 .............................................................................................................................................................................
..... 
 
 ………..................................................................................................................................................................
...... 
 
__________________________________  _________________________________________________ 
Ort, Datum date    Unterschrift der Eltern sign 
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Annex 9 - FORM "Get information on leave of absence" (Pestalozzi School) 
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Appendix 10 - FORM Photo permission 
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Appendix 11 - FORM Contact information of parents 

Name des Kindes name oft he child: _____________________________________________________ 
Geboren am birth: ________________________________ 
 
Erziehungsberechtigte legal guardian 
 Mutter mother Vater father 

Sorgeberechtigt? 
custody? 

Ja  yes      
Nein no    

Ja  yes      
Nein no    

 Falls NEIN, Nachweis durch Negativbescheid beifügen! 
If not, school/hoard need a notification by Youth welfare office (Jugendamt) 

Familienname surname:   

Vorname first name:   

Anschrift adress:   

Telefon:   

Mobil:   

Ggf. Telefon auf Arbeit:   
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Appendix 12 - FORM Pick-up Permission - Who is allowed to pick up my child from school / 
after-school? 

Mein Kind besucht den Hort My child goes to Hort.:  Ja yes   Nein no  
Abholberechtigte – Wer darf mein Kind abholen? (z.B. Verwandte, Nachbarn...) Bitte Namen 
und Telefonnummer aufschreiben! Wo is allowed to pick my child? (relatives, neighbours…) 
Please write down name and number. 
Familienname: Vorname: Telefonnummer: 
   
   
   
 
Auskunftberechtigte – Wer darf über mein Kind Auskunft geben, zum Beispiel etwas über 
Krankheiten sagen? (z.B. Großeltern, Lebenspartner...) Who is allowed to provide 
information about my child?  
Familienname: Vorname: Telefonnummer: 
   
   
   
 
 
 
 
 
 
  



45 
 
 

Appendix 13 - FORM Permission to leave school (Pestalozzi School) 

Damit wir als Schule unserer Fürsorge- und Aufsichtspflicht nachkommen können, bitten wir Sie 
um eine schriftliche Erlaubnis.  
 
Name des Kindes:_________________________________________________ 
 
Nimmt mein Kind an einer schulischen Veranstaltung außerhalb des regulären Unterrichts teil 
(wie z.B. Förderunterricht, Hausaufgaben-Betreuung, AG’s etc.)  
  darf es im Anschluss nach Hause entlassen werden  
  besucht es im Anschluss den Hort  
(Bitte Zutreffendes ankreuzen.) 
 
______________________________________________________ 
Datum und Unterschrift Eltern  
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Appendix 14 - FORM Permission to leave when lessons fail (Becker School) 

Sehr geehrte Eltern, 
bitte teilen Sie uns mit, ob Ihr Kind bei Ausfall von Unterrichtsstunden vor dem offiziellen 
Unterrichtsbeginn bzw. nach dem offiziellen Unterrichtsende betreut werden soll oder nach 
Hause gehen darf.  
 
Name des Kindes:_________________________________________________ 
 
  Mein Kind soll betreut werden.  
  Mein Kind darf nach Hause gehen.  
(Bitte Zutreffendes ankreuzen.) 
 
______________________________________________________ 
Datum und Unterschrift Eltern 
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Space for notes: 
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Thanks a lot! 
... the Prenzlauer Grundschulen "Artur Becker" and "Johann Heinrich Pestalozzi" as well as the 
city of Prenzlau for the provision of information and documents. 
... the volunteer interpreters for their great commitment! 
 
For corrections and additions please contact (E-mail) the editor. Thank you! 
 
* Texts marked with * are taken from the multilingual parents' letters of the RAA Brandenburg - 
https://raa-brandenburg.de/Publikationen-Materialien 
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