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IMPLEMENTING PROCEDURES  

FOR THE RULES ON ADMISSION TO AND OPERATION  

OF THE CPE ESTABLISHMENTS 

 

(GARDERIE AND STUDY-AND-RECREATION CENTRE) 
 

 

 

 

CHAPTER I 

ARRANGEMENTS FOR ASSIGNING CHILDREN TO THE SITES IN KIRCHBERG AND 

BERTRANGE/MAMER 

 
1. SCHOOL PUPILS 

 

 Pupils are assigned to the Garderie or the Study-and-Recreation Centre attached to the 

European School (ES) that they attend. 

 The European School I in Luxembourg (Kirchberg) comprises the following sections and/or 

native languages: DE, EN, FR, BG, ES, ET, FI, LT, LV, NL, PL, PT and SV1. 

 The European School II in Luxembourg (Bertrange/Mamer) comprises the following sections 

and/or native languages: DE, EN, FR, CS, DA, EL, HR, HU, IT, MT, RO, SK and SL1. 

 

 At the CPE, children are in principle assigned to the language group corresponding to their 

language section at the European School. 

 

2. PRE-SCHOOL CHILDREN 

 

For reasons of pedagogy and administration, pre-school children are placed in the Garderie 

located on the site of the European School where their future section and/or schooling language is 

located. 

 

- Special case: DE, EN and FR sections 

 The admission rules set by the two European Schools apply. 

 Details of the enrolment policy for the European Schools in Luxembourg may be consulted on 

the school websites: 

 ES Luxembourg I (Kirchberg): http://www.euroschool.lu/luxschool/home.php 

 ES Luxembourg II (Bertrange/Mamer): http://www.eursc-mamer.lu/ 

                                                 
1 BG-Bulgarian, CS-Czech, DA-Danish, DE-German, EL-Greek, EN-English, ES-Spanish, ET-Estonian, FI-Finnish, FR-

French, HR-Croatian, HU-Hungarian, IT-Italian, LT-Lithuanian, LV-Latvian, MT-Maltese, NL-Dutch, PL-Polish, PT-

Portuguese, RO-Romanian, SK-Slovak, SL-Slovene, SV-Swedish 

 

 

http://www.euroschool.lu/luxschool/home.php
http://www.eursc-mamer.lu/
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- Special case: admission rules for children with several dominant languages 

Pre-school children with more than one dominant language, where these languages have 

corresponding language sections at both European Schools, are enrolled in the same language 

section as that foreseen by their parents for the nursery school. If the parents change their mind 

about the section or language when the child is about to enter nursery school, meaning a change 

in school site, the child will automatically be placed in the Garderie at this new site. The 

Garderie’s administrative department must be notified of this change as soon as the child is 

enrolled at the school. 

 

 

CHAPTER II 

LANGUAGES FOR COMMUNICATING WITH THE CPE’S ADMINISTRATIVE 

DEPARTMENT 

 

Documents are drawn up by the CPE’s administrative department in French and English, and where 

necessary in German. 

To facilitate the processing of requests, and particularly to speed up processing times, the CPE’s 

administrative department asks that messages and documents (or their translation) also be sent in one 

of these three working languages. For judgments and other official documents issued in the EU 

Member States, a translation is requested. The translation must be certified as true to the original and 

stamped, dated and signed by a sworn translator. 

 

 

CHAPTER III 

USE OF PHOTOS AND VIDEOS TAKEN AT THE CPE  

 

In the course of their work and for communication purposes (for the “CPE Newspaper” and for 

display in the CPE buildings), the CPE’s administrative and educator teams sometimes take and use 

photos and videos showing the children attending the CPE. 

 

At the end of each calendar year, the CPE will delete the photographs and video recordings from the 

previous school year. 

 

Parents give their consent to this use of photos and videos in writing with the re-enrolment request, 

and have the right to withdraw this permission at any time on written request to cpe@ec.europa.eu.  

 

 

CHAPTER IV 

USE OF ELECTRONIC DEVICES AT THE CPE  

  

During their stay at the CPE, children may not use any electronic devices (mobile phones, tablets, 

etc.).   

The use of a mobile phone is permitted where necessary, but recreational use of mobile phones (for 

games, photos, and videos) is not allowed. 

  

mailto:cpe@ec.europa.eu
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CHAPTER V 

PARENTAL CONTRIBUTION 

 

1. The parental contribution is based on the scale laid down by the Social Activities Committee 

(CAS). This scale is reviewed periodically and takes into account, in particular: 

 the net income2 of the household or parents, irrespective of their marital situation, received in 

Luxembourg or elsewhere, and possibly increased or reduced by any maintenance received or 

paid; 

 the number of dependent children in the parents’ legal custody; 

 the frequency of the child’s attendance; 

 the amount net of tax; 

 the secretarial allowance or any other flat-rate allowance received by the parent(s); 

 the allowance received by the parent(s) for dependent children in the parents’ legal custody; 

 the allowance paid and/or received elsewhere; 

 the crisis levy; 

 the maintenance allowance; in the event that the maintenance allowance is not received, a 

statement to this effect is required from a lawyer; 

 the national salary and daily allowances paid by the institution to national experts on 

secondment. 

 

 

2. Parents, guardians and parents of blended families are treated in the same way as married couples 

with regard to their financial contribution. 

3. The tariffs for the parental contribution are set out according to the CPE rules. There are two types 

of full-time attendance at the Study-and-Recreation Centre: 

 - primary full-time attendance: from two days a week – afternoons and lunch. 

 - secondary full-time attendance: from two days a week – afternoons. 

4. Documents sent to the CPE’s administrative department to justify an absence, or in connection 

with a request for temporary enrolment in exceptional circumstances, should not include medical 

data. Only the duration of the child’s illness or the family’s inability to care for the child must be 

certified. 

 

                                                 
2   Net income: 

Net income of a person with a contractual relationship with European institutions, agencies or bodies:  

Net income from the payslip plus any allowances received from other sources, as well as any maintenance received 

from other sources, minus allowances of a temporary nature (e.g. installation allowance, severance payments, etc.) 

and maintenance payments paid.  

Net income of the seconded national expert:  

Total professional income, allowances received in Luxembourg or elsewhere, plus allowances and/or maintenance 

payments received in Luxembourg or elsewhere, minus maintenance payments paid by the latter.  

Net income of a person without a contractual link to European institutions, agencies or bodies:  

Net income from the payslip plus any benefits in kind or other benefits, including maintenance received from other 

sources.  

Income of a self-employed person:  

Income calculated solely on the basis of the tax certificate (or equivalent) for the previous year and referring to a 12 

month period. 
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The CPE’s administrative department undertakes to treat the relevant documents as strictly 

confidential, to process them solely for the purposes of the request concerned, and to destroy them 

once the matter has been closed. 

 

5. Article 5 of the Rules on admission to and operation of the CPE establishments sets out an internal 

verification procedure. This internal verification procedure includes the possibility of: (i) checking 

the data used to determine the financial contribution; and (ii) making any adjustments required, 

backdating them if appropriate. 

 

 The CPE administration does not carry out systematic checks on each file. However, parents are 

required to declare, within 10 working days, changes in their family, financial or professional 

situation. This declaration must be made to the managing services by email. This declaration must 

include supporting documents (oil-cpe-participation-parentale@ec.europa.eu).   

Based on the verification standards of the CPE, and in the interests of sound administrative 

management, the managing service carries out an annual check of records of households whose 

financial situation has remained unchanged for several years. The parents concerned will be duly 

informed and provided with an explanatory letter and any necessary reminders. 

 

 

CHAPTER VI 

ARRANGEMENTS FOR ENROLMENT/RE-ENROLMENT 

Capacity and available spaces permitting, an enrolment and a re-enrolment campaign takes place 

during school year n for the school year n+1. 

For the start of the school year in September, re-enrolment is only possible during the period of the 

re-enrolment campaign. After this period, a new application for registration must be completed. 

 

The starting date of attendance for new enrolments is always the first day of the month that the CPE 

is open, except for September, as the date of the start of the school year is determined by the 

European Schools’ calendars. 

 

The starting dates in January and April are for children who were unable to start at the Garderie in 

September. These starting dates are organised subject to the availability of places. 

 

If there is not enough capacity, re-enrolment applications are dealt with in the following order:  

1. applications for the Garderie and the primary section of the Study-and-Recreation Centre;  

2. applications for the secondary section of the Study-and-Recreation Centre, depending on the 

class attended and the age of the child. 

 

For re-enrolments and new enrolments, if there is a lack of capacity, a waiting list may be created. 

This waiting list will be managed for each site by structure and by mode of attendance, based on 

places available, according to the pedagogical framework and depending on the languages 

understood by the child. 
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CHAPTER VII 

CATERING 

 

The catering providers offer a standard dish, a vegetarian dish, and a special dish for children with 

allergies3. A packed-lunch system is not available at the CPE. 

 

 

CHAPTER VIII 

SCHOOL AND SUMMER HOLIDAYS 

 

The Garderie and the Study-and-Recreation Centre are open during all the European School holidays. 

Children are enrolled for a full week according to one of the following three possible types of 

attendance (which may differ from one week to another): 

- full day with lunch: Monday to Thursday from 8:00 until 19:00, and Friday until 18:30; 

- mornings only with lunch: Monday to Friday from 8:00 until 13:30 (no nap); 

- afternoons only without lunch: Monday to Thursday from 13:30 until 19:00, and Friday until 

18:30.  

 

During school holidays, children attend the CPE on their usual site. However, following a decision 

by the CPE’s administrative department, children may also be admitted to the other site during this 

period. 

For a period of four weeks over the course of July and August, a childcare service is available in one 

of the CPE buildings. 

 

1. ENROLMENT 

 

1.1.  School holidays 

For each school holiday period, parents must enrol their child in the Garderie or the Study-

and-Recreation Centre via the e-KidReg application. Parents are informed by email of the 

enrolment dates for each specific period. 

 

The absence of a child during school holiday periods does not entitle parents to a refund, 

unless Article 6 of the Rules are complied with. 

 

1.2. Summer holidays 

Enrolment for the summer holidays must be done via e-KidReg during the specific 

enrolment period, which is communicated to parents by email. 

 

In e-KidReg, the summer holidays are divided into calendar weeks. 

 

Changes and cancellations are possible up until 15 June of the year in question. 

 

 

 

                                                 
3   Children with a food or other allergy will only be admitted on presentation of an individual admission project (PAI: 

projet d’accueil individualisé) with details of the type of allergy and any measures that must be taken to deal with it. 
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Enrolments or changes to enrolments are not possible in e-KidReg outside these dates. Any 

requests received by the CPE’s administrative department by any other means and outside 

these dates will not be accepted, except in unforeseen, serious and justified circumstances. 

The management department reserves the right to assess whether the circumstances in 

question are indeed unforeseeable and serious. 

 

2. SHUTTLE BUSES ORGANISED BY ATSEEE 

 

ATSEEE (the transport organisation for pupils of the European Schools) organises shuttle buses 

during school holidays. Enrolling a child for the shuttle service of ATSEEE has the following two 

implications.  

- The first implication is that the person authorised by ATSEEE is authorised to pick up the 

child from the group in the Garderie or from the assembly hall of the Study-and-Recreation 

Centre. This authorisation, which is to be renewed each school year, will be valid until the 

end of the summer holidays.  

 

-  The second implication is that the parent releases the Interinstitutional Children’s Centre and 

the European Commission from any liability after entrusting the child to the person authorised 

by ATSEEE, and waives any claim of responsibility for any accident involving their child 

which might occur in the course of the journey. 

 

 

CHAPTER IX 

ACTIVITIES ORGANISED BY THE CPE 

 

The CPE organises activities for children throughout the year (except in September). The activities 

take place both on-site and off-site. 

 

Children must be present at least 30 minutes before the start of an activity. 

 

If the activity requires crossing the border, the enrolment for the activity is equivalent to an 

authorisation for the child to leave the country. 

 

The children are not accompanied by a nurse during off-site activities. The decision to register a child 

for an off-site activity is entirely the responsibility of the parents, who must verify that the activity 

does not present a risk for the child. The CPE has taken out insurance that covers the children during 

any off-site trips with educators. 

 

For off-site activities, children must leave from the CPE and be collected there at the end of the 

activity. For security reasons, children may not be collected directly from the bus but only from the 

responsible member of staff inside the CPE complex. 

1. GARDERIE 

At the Garderie, educators inform parents in writing of upcoming activities. Any child not taking 

part in the activity organised by their educator must be collected by their parents or an authorised 

person at the time of departure for the activity (except in duly justified exceptional cases). 
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2. STUDY-AND-RECREATION CENTRE 

At the Study-and-Recreation Centre, these activities take place on Fridays for primary school 

children, except before a holiday period. 

 

Children at the Study-and-Recreation Centre are registered by their parents via e-KidReg for the 

activities of their choice organised for groups in their section. During activities, they are therefore 

not necessarily with the children in their group or with their usual educator. 

 

Registration is possible from the last Monday of the month preceding the month in which the 

activities will take place. If this Monday falls in a week of school holidays or even in the same 

week as the first activity, the beginning of registration takes place on the Monday of the previous 

week. It is possible to cancel or change a registration until Tuesday of the week of the activity 

concerned. The schedule of activities is available for consultation a week before the registration 

period. 

 

Children on the waiting list may end up participating in the chosen activity, in particular if there 

are last-minute cancellations or sick children. For this reason, children on the waiting list will have 

to wear suitable clothing on that day and have the appropriate equipment for the activity if a place 

arises for them. 

 

In order to enable all children to attend activities regularly, each child may participate in up to 

three activities per month, depending on the site and subject to the number of places available. 

 

For secondary school students, the CPE organises end-of-year activities. Only children enrolled 

for the school year under way (excluding enrolment in exceptional circumstances) may participate 

in those activities. 

 

3. SHUTTLES – CPE BERTRANGE/MAMER 

Children who attend the Bertrange/Mamer CPE and usually take the 16:45 shuttle will 

automatically take the 18:15 shuttle on the days on which they participate in off-site activities. 

Parents who want siblings attending the Garderie and/or the Study-and-Recreation Centre to travel 

together must inform the CPE’s administrative department (cpe@ec.europa.eu) at the latest by 

11:00 on the day of the activity. 

Since there is no 18:15 shuttle to the Publications Office and to Gasperich, parents of the children 

concerned (or an authorised person) must collect their children directly at the CPE. 

If, for unforeseen reasons, the return from an off-site activity takes place after the 18:15 shuttle to 

the European School in Kirchberg has already left, children must be collected at the CPE by 

parents or an authorised person. They will be informed where necessary. 

 

 

CHAPTER X 

RESPONSIBILITIES 

 

1. EXTRA-CURRICULAR ACTIVITIES– GARDERIE 

Children attending the Garderie of the CPE who are registered for the extra-curricular activities 

organised by the Parents’ Associations (APEEEL1 and 2) of the European Schools must be 

accompanied by their parents or another person authorised to take them to and from the activities. 

 

 

mailto:cpe@ec.europa.eu
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2. AUTHORISATIONS TO LEAVE THE PREMISES 

2.1 Study-and-recreation centre – primary school groups 

Primary school children attending the Study-and-Recreation Centre may leave the Centre 

unaccompanied if express authorisation has been given by the parents or persons with legal 

responsibility for the child. An electronic authorisation form to allow children to leave 

unaccompanied is available in e-KidReg. 

After sending this form via e-KidReg, parents receive an email from the CPE’s administrative 

department stating the date of effect of the authorisation (this date will be no earlier than the 

second working day after the transmission of the request). 

By giving their authorisation, parents or persons with legal responsibility for the child release 

the CPE’s administrative department from any responsibility, complaint, legal action, 

proceedings, costs, expenses or damages that could arise or be incurred during the child’s 

journey between the CPE and the off-site location of the activity. 

However, if the child must use public roads, the CPE recommends that such authorisations be 

given only for children of 9 years of age or over. 

The CPE cannot be held liable if a child fails to comply with the authorisation(s) given by 

parents. Similarly, the CPE cannot be held liable if the child does not return at the appointed 

time after an extra-curricular activity. For safety reasons, children are not authorised to return 

to the CPE after 18:15. Moreover, we would remind parents that the last shuttle leaves the 

Bertrange/Mamer CPE at 18:15. 

 

2.2 Shuttle bus – CPE Bertrange/Mamer 

In order that their child(ren) can leave the CPE and take an evening shuttle bus, parents must 

complete an authorisation form via e-KidReg (under the ‘Shuttle’ section). This authorisation 

form is for children travelling: 

- to the Kirchberg European School (at 16:45 or 18:15); 

- to the Publications Office (at 16:45); or 

- to Gasperich (at 16:45). 

  

After sending the form via e-KidReg, parents receive an email from the CPE’s administrative 

department stating the date of effect of the authorisation (this date will be no earlier than on the 

second working day after the transmission of the request). 

 

3. ABSENCES 

Parents must inform the CPE by email whenever their child is absent (email to be sent before 

11 a.m. to the educator and to the functional mailbox cpe@ec.europa.eu). 

If the CPE has not been informed of a child’s absence, it shall be exempt from all liability in the 

event of any incidents.  

 

4. COLLECTING CHILDREN 

Parents must collect their children at a reasonable time and should not linger on CPE premises. 

 

 

 

 

 

mailto:cpe@ec.europa.eu
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CHAPTER XII 

PARENTAL AUTHORITY  

  

If the parents separate/divorce, the divorce judgment must be sent to the CPE because it will be 

enforceable notwithstanding any appeal, especially regarding the authorisation for the child to be 

picked up. In the absence of any other formality required in Luxembourg, it is enforceable against 

third parties including the CPE, despite any (other) possible wishes of parents.    

  

Within the limits of the organisational resources available, and taking account in particular of the 

complexity of the situation, the CPE will of course comply with the childcare 

arrangements/accommodation referred to in the judgment in question. However, it is in the first place 

up to parents to comply with judgments. It is also up to parents to agree on practical arrangements 

that are necessary and in the interests of the child. The CPE cannot be held liable for any difficulties, 

especially if these difficulties are the result of a disagreement between parents or of the failure to 

cooperate. 


