How to fill out the online form to apply for the Kita-Voucher

Your address - building number here
Child’s first name here.

Your address - Street name only here

Child’s last name here.

Flat extra address info, ie. Vorderhaus, Hinterhaus, etc.

Your address - post code here

Child’s birthdate: day, month, year

Child’s gender

Child’s citizenship, choose country from pull-down menu
X

This question asks if the child is cared for in an institution (like a group home) day and night.

X

This question asks if the child is cared for in a foster home.

Select the date from which the child should start in the kindergarten.

Check “Ja” if you would like your child to
start in the kita as soon as possible. Then
check “wegen Zuzug nach Berlin” below

X

If both parents are working/studying, choose the
full-time voucher option. Then enter the time you
want to bring/pick-up your child each day. The
full-time voucher allows you up to 9 hours per day.
If only one parent is working/studying full-time,
you may only apply for a part-time voucher (Teilzeit).

X
Check “Ja” if at least one parent is not from Germany
X
Check “Nein” if German is NOT the language you speak with your child
X
Check “Nein” if your child has no disabilities

X
Check “Nein” if you are not living in a shelter

On the next pages you’ll enter the information about the child’s parents/guardians.
Choose mother or father from the pull-down menu

X
Choose “Ja” if the person has physical custody of the child.

X
Choose “Nein” if both parents have power of attorney.

Mother’s or father’s first name

Mother’s maiden name, if applicable. Otherwise leave blank.

Choose “Ja” if the child’s address is the same as yours.
Address will then be auto-filled.

Mother’s or father’s last name

Mother’s or father’s email address

Daytime telephone number.
Mother’s or father’s birthdate.

Check the option below that best describes your current
work/study situation:

Employee
Apprentice/Trainee

			Self-employed/Freelance
Trainee as part of studies
Training as part of job
University student
Taking part in further education for career change
		

Professional training course

			

Training paid by the Ministry for Employment

					
		

Taking part in an “Integration Course”

Full-time, intensive German language classes

Registered with the Job Center/Ministry for Employment as looking for work
Shift work
Unemployed
Enter work/study start and end time

Total travel time each day to/from work/school

Leave blank

Choose “Ja” to indicate that your child will need a bit of extra
attention at the Kita, due to lack of German skills.

Enter this text in the field to explain why extra attention will be needed. It says that
the child doesn’t speak German.
This is important because the Kitas get extra funding to compensate for the extra
help needed to assist non-German speaking children.
Not checking this option may result in the Kita refusing your child a spot that was
originally offered.

This window will come up, listing the parent’s info entered in the previous pages. To add another parent (important if both parents want to be able to pick-up,
drop-off the child), click the large blue button “Eine weitere Person zum Kind XXX erfassen”. Then you will go through the same pages as before and can add al l
of the info for the second parent.

After both parents’ information has been entered, this window will come up, listing both parents names. You now have the possibility to enter information for
other children for which you need a Kita-Voucher. To do this, click on the blue button “Ein weiteres Kind erfassen”.
Then you’ll go through the same pages as at the very beginning, where you entered the info for the first child.
Once you’ve entered all parents and children’s information, the final page will show everyone’s names and you can click the button to submit the form. Then you
can download and print the .pdf confirmation. This must be signed by the parents and brought to the Jugendamt in your area. You can also send it by email.
Other documents you must send in along with the form:
- Copy of child’s Birth certificate
- copy of both parent’s passports or national id cards
- copy of the registration/Anmeldung certificate
If you are applying for 9+ hours, or if your child is under 1 year old, both parents must include proof that they don’t have time to care for the child themselves
during the day.
You both must send either a copy of your work contract, showing working hours and salary, copy of registration for studies at a university, copy of proof of internship or training programme, or a copy of registration for full-time German language classes. All of these must clearly show the days and hours you are busy
with the classes or work.
Website with links to the Kita Gutschein department of each Jugendamt. Click on your area, and you will find the office’s email address, or you can also book an
appointment: https://service.berlin.de/dienstleistung/324873/

