CHILDREN’S CENTRE (CPE)
RULES ON ADMISSION TO AND OPERATION OF THE CPE ESTABLISHMENTS
(CRÈCHE, DAY NURSERY AND STUDY CENTRE)
- Approved by the CCPE on 18 January 2008 -
- Adopted by the SAC on 18 April 2008 -
*  *

*

The Children’s Centre (CPE) comprises a Crèche, a day nursery (“Garderie”) and a Supervised Study and Recreation Centre (hereinafter referred to as the “Study Centre”). It aims to provide parents who are far away from their country of origin with easier access to care facilities for their young children upon their arrival in Luxembourg.
It provides parents with peace of mind while they carry out the duties for which the Institutions and bodies recruited them, taking into account their individual working hours and constraints and their diverse languages and customs.
The Garderie and the Study Centre are run by the administration of the Commission of the European Communities while the Crèche
 is run by the administration of the European Parliament, both in accordance with the directives of the Luxembourg Social Activities Committee (SAC). It is assisted by the Children’s Centre Committee (CCPE), the composition of which is laid down in its rules.



ARTICLE 1
Role of the Crèche, the Garderie and the Study Centre
1.1. Crèche
The Crèche aims to provide for children’s basic needs (for food, hygiene and rest) and ensure their emotional well-being, recognising the importance of continuity in children’s relations with adults. An educational plan has been drawn up and is available to parents for consultation.
1.2. Garderie and Study Centre
The Garderie and Study Centre aim to oversee and foster children’s development. In addition, the Study Centre gives children the psychological and pedagogical support they need to do their homework and, through educational activities, fosters the development of the children attending the centre.
Study Centre staff supervise and assist in the completion (but not the correction) of the homework set by the School and recorded in the child’s homework book.


13.
In the interests of the children and the smooth running of the Crèche, Garderie and Study Centre (“the establishment(s)” below when referred to generically), regular contact is maintained between parents and staff.
ARTICLE 2
Admission
2.1. Eligibility
Admission to the three establishments is restricted to the children of officials and other staff of the European Institutions and bodies in Luxembourg which are members of the SAC and contribute to the various operating costs of the establishment concerned. Children of the teaching staff of the CPE and the European School are included in this category. For the purpose of contributions to costs, the staff of the European School, Garderie and Study Centre are deemed to be Commission staff.
If there are places left over after all the applications by those referred to in the above paragraph have been accepted, other applications for admission from staff having an individual contract governed by private law, national civil servants on secondment and others can be considered.
For the Garderie and the Study Centre, children must be enrolled for a full school year, except for exceptional temporary arrangements (cf Articles 3.6 and 4.4).
Staff having a contract under private law or one covered by the Conditions of Employment of other Servants who wish to enrol their children in the Garderie or Study Centre must provide proof of having, on the probable date of the child’s admission, a contract for at least one year or for an indefinite period.
2.2. Ages
In principle, children are admitted to the Crèche from the age of three months up to and including the age of 42 months.
Children may be admitted to the Garderie from the age of three years, provided they are toilet-trained and able to express themselves clearly.
Children graduate from the Crèche to the Garderie in September, January and after Easter. No children transferring from the Crèche can be admitted to the Garderie during the summer holidays.
The Study Centre takes children of school age but under 14 years of age on the date on which the school year began.
2.3. Departments responsible
Decisions on admission are taken by the relevant managing Institution, in accordance with the criteria set out in these rules.
The relevant administrative department may, however, seek the advice of the CCPE, particularly if parents contest a decision that goes against them.
ARTICLE 3
Priorities for admission
3.1.
For the children of officials and other staff and the teaching staff of the CPE and European School
, the priorities for admission are as follows:


Priority 1:
-
A single parent
 having sole responsibility for the child’s upbringing and education.


Priority 2:
-
Parents who both work full-time.
-
One parent working full-time and the other at least half-time.
Priority 3:
One parent working full-time and one parent who works less than half-time or is unemployed.


3.2.
For the Garderie and the Study Centre, if one parent works only half-time the child is admitted only for the period when that parent is working.
3.3.
Within each priority category, applications are classified by the relevant administrative department according to the family’s income level (as known by the relevant administrative department on the date the case is dealt with) and the number of children dependent on and in the care of the parent who makes the application. For the Crèche, the date on which the administrative department received the full application is taken into consideration if family circumstances are equal.


3.4.
The above priorities and criteria are also observed for other applications for admission under the second paragraph of Article 2.1.
3.5.
The waiting lists drawn up by the relevant administrative departments will follow the above priorities.
3.6.
As an exceptional and temporary measure (cf Article 4.4), provided places are available and the administration has given its prior agreement, children who are not registered and who have a parent working in one of the European Institutions or bodies referred to in Article 2.1 may be admitted for a limited period. This temporary arrangement shall not last less than five working days or more than one month. 


In that event, the parent in question should apply in writing to the relevant administrative department, specifying the reasons for and duration of the exceptional temporary arrangement requested. The administration must give prior agreement for any extension of this period. No requests for exceptional temporary arrangements can be accepted without the necessary supporting documents.

The temporary arrangement will be billed according to the calculation used for registration for the summer holidays.
It is not available for the Crèche.


3.7.
As an exception, and provided places are available, account may be taken of other situations requiring the parent who is not an official to be available full-time or part-time, such as studying or actively seeking work. Supporting documents must be provided.


ARTICLE 4
Registration procedure
4.1
Applications for admission or readmission (Annex 1), duly completed and signed, together with any annexes to them, must be submitted to the secretariat of the establishment concerned at least three months before the probable date of entry. Submission of an application implies that the parents accept these rules and any emergency measures that might be adopted by those in charge of the various establishments.
The application must be accompanied by the following documents:


•
the medical form (except for the Crèche, for which a document is to be provided subsequently);
•
the personal details form (Annex 2);
•
the child’s birth certificate;
•
a certificate from the Institution employing the parent who is applying and, if applicable, the other parent, specifying their status (official
 or other staff), number of dependent children and whether they work full-time, three-quarter time or half-time;
•
a certificate (or any other documentary evidence) of the composition of the household and the place of residence of the parent(s) (for priority 1);
•
the parents’ salary statements.


The application for admission must give the names of at least two dependable people of at least 16 years of age who should be contacted in the event of an accident to the child and/or the absence of the parents, and who are authorised to collect the child if necessary. Parents should note that it is helpful if they list all the people who may collect their children.


No incomplete applications will be considered. Except in special circumstances, the administrations of the three establishments may reject late applications and/or those received after the three-month deadline.
4.2.
Applications for admission (or readmission to the Garderie and Study Centre) must be submitted by the parent who is an official, other staff member or member of the teaching staff of the CPE or European School. If both parents are officials or other staff of the Institutions or bodies referred to in Article 2.1, the application must be submitted by the parent to whom family allowances are paid.
4.3. Parents must inform the relevant administrative department in writing of any change in their family, financial, or professional circumstances as soon as possible, and within two weeks at the latest. This declaration will not necessarily affect the child’s right to attend the establishment in question for the current school year, unless the official or contractual link with the European Institutions or bodies is terminated.
Account will be taken of any change from the month when the application is received
.
As regards the amount of the contribution, this will be updated only if the change in the family, financial or professional circumstances of the parents lasts three months or more. 


Any change in frequency of attendance from what was specified in the application for admission must be notified in writing at least two weeks in advance to the secretariat of the establishment concerned and will take effect only from the 1st day of the following month.


The administrative departments of the Garderie and the Study Centre may, as a matter of course, verify the information used to determine the parents’ financial contribution and make any adjustments required, which will be backdated to 1 January of the year in question. As regards the Crèche, the administration shall update the amount of the contribution once a year (February/March) backdated to 1 January.
4.4. Concept of exceptional temporary arrangements
a)
Exceptional coverage during European School holidays
The registration forms sent to parents during the year give a deadline for registration. No further applications will be accepted after this deadline.
b)
Exceptional coverage during European School holidays is:
-
subject to prior approval by the administration;
-
limited to one month (consecutive calendar days) and shall not last less than five working days.
c)
 “Pedagogical Days” are limited to children who regularly attend the CPE (those who are registered under an exceptional temporary arrangement are not taken).
4.5. Provisions concerning the Crèche
Registration is generally full time. However, as an exception, parents may request part-time arrangements. The administration shall give its agreement only if the part-time timetable fulfils all of the following conditions:
a) the official/other agent must be on parental leave, family leave, leave on personal grounds (CCP) lasting no more than 6 months, or be working part-time;
b) the timetable must be arranged according to the educational requirements and the organisational rules of the Crèche;
c) the timetable arrangements for the child must be in line with the work of the official/other agent;
d) places must be available.
Any requests for part-time arrangements must be submitted to the administration at least two months prior to the date on which attendance would change. The application must clearly state the type of attendance chosen. Only one change will be accepted per year, and it must be made at least six month following the initial agreement.

4.6. Registration of disabled children
Applications for children with a disability or a serious illness will be passed on to the medical service for an opinion, in order to devise an appropriate approach together with the Institutions’ social welfare officers and any other services involved.
ARTICLE 5
Parental contribution
5.1.
The parental contribution is payable from the date that the child is admitted, even if the child does not attend until after that date. It is deducted from the salary of the parent who registered the child.


With regard to the Crèche, late withdrawal (less than two months before the planned start date - cf. Article 14) is deemed to be cancellation of registration.
Once an individual bill is drawn up for the payment of the parental contribution, bank details will be required from the person owing the money.

The amount of the parental contribution is calculated on the basis of the scale laid down by the Social Activities Committee and is reviewed periodically. It takes into account:

•
the net income
 of the parents, plus or minus any maintenance received or paid;
•
the number of children dependent on the parents and of whom the latter have legal custody;
•
the frequency of attendance.
Parents registered as stable, unmarried couples are treated in the same way as married couples with regard to their financial contribution.
For the Garderie and Study Centre, the prices of meals are fixed (12 meals/month for primary school students and 8 meals/month for secondary school students)
There is no charge for the meals in November.
5.2. 
In the case of children attending the Garderie and the Study Centre during the European School summer holiday period, the parental contribution is based on the number of half-days for which the child has been registered plus the number of meals consumed (see rates on the CPE/OIL website).


Where the child has been absent for justified reasons, the cost of meals will be reimbursed, provided that the absence lasted at least five consecutive working days (see Article 6.2.2 of the rules for the reimbursement procedure) .

5.3. 
Provisions concerning the Crèche

During part-time attendance, the parental contribution shall be as follows:


Type of attendance/Percentage applied to the parental contribution
3 full days
60%
4 full days
80%
5 mornings
60%
5 afternoons
40%
The parental contribution will be updated only if the change in the family, financial and/or professional circumstances of the parents lasts three months or more. 


In the case of parental leave lasting more than one month, during which the child will not attend the Crèche, payment may be suspended. The child will lose his/her place, but may return as soon as a place in the appropriate age group becomes available, provided that the parents make such a request at least two months ahead of time.
The administration will attempt, wherever possible, to place the child in the same Crèche.


5.4. 
If the parent who has a contractual link with the Institutions has a fixed-term contract, the management may ask for a financial guarantee not exceeding three months of the parental contribution.


ARTICLE 6
Absence of the child
The absence of a child for whatever reason must be reported immediately, in writing (email), to the management of the establishment concerned, no later than 11.00 a.m. on the day of the absence (state the name of the child and the relevant staff member).


6.1.

Illness
6.1.1.
Crèche, Garderie and Study Centre:
For absences due to illness, covered by a medical certificate and longer than five consecutive working days, a refund will be paid from the sixth working day (one working day = 1/20th of the monthly fee). The request for a refund must include a medical certificate giving the reason for the absence and be sent to the secretariat of the establishment concerned within 30 calendar days of the child’s return.
For the Crèche, during the summer months, absences due to illness will not be reimbursed beyond 10 working days.



6.2.

Absence for other reasons
6.2.1.
Crèche:
Reimbursements for annual leave will amount to an automatic 10%
 reduction of the monthly contribution.
In the case of part-time attendance, the percentage reduction applied will be determined in proportion to the type of attendance chosen (for example, 5% for half-time attendance).
For absences of at least five consecutive working days due to parents going on mission, a refund is payable, provided that a refund request was submitted to the Crèche secretariat within 30 calendar days of the child’s return.

6.2.2.
Garderie and Study Centre:
No refunds are paid for absences during European School holidays, with the exception of for summer holidays. In the latter case, costs will be reimbursed provided that the justified absence lasted at least five consecutive working days and notification was given in writing at least five working days in advance.
Only reimbursements for absences for school trips for winter sports, or to the seaside or countryside will be paid, provided three weeks’ notice is given.


ARTICLE 7
Working hours
7.1.

Opening hours in general
The three establishments follow the calendars and timetables of the European Institutions and bodies in Luxembourg and of the European School.
The establishments are open throughout the year from Monday to Friday inclusive, except for the public holidays laid down by the European Institutions and bodies.
If European Institutions and bodies observe different holidays, only the children of the parents affected will be accepted, provided there is a minimum of 15 children for the Crèche and 50 for the Garderie and Study Centre
.
Parents must keep strictly to the opening and closing times to ensure the smooth running of the establishments concerned.
In the event of repeated failure to observe this timetable, the management concerned reserves the right, after notifying the parents, to refuse to admit a child for the day in question.
Subject to Article 13 below, children who are regularly collected late, or are collected excessively late, will be excluded from the establishment concerned, following written notice by the management.
Any additional costs for child care will be charged to the parents concerned.
7.2.

Specific provisions
7.2.1.
Crèche
The Crèche is open from 8 a.m. to 7 p.m. (at the very latest) except on Fridays, when it closes at 6.30 p.m.


Except in special cases, children must arrive by 9 a.m. Under no circumstances may they be brought or collected during mealtimes or during the rest period (from 11 a.m. to 3 p.m. approximately). 
There are three kinds of part-time attendance:
a)
3 full days per week;
b)
4 full days per week;
c)
5 half-time days consisting of either 5 mornings or 5 afternoons (no combinations permitted).
The rules on part-time attendance are drawn up by the Crèches and disseminated by the administration.
Where the rules are not abided by, the administration may, after having warned the official/other agent, require payment in full of the parental contribution, or even refuse to take the child.
Children should have their breakfast and evening meal at home. The Crèche provides lunch and light snacks in the morning and afternoon.
7.2.2.
Garderie: see the Annex.
7.2.3.
Study Centre: see the Annex.
7.2.4. To assist in planning and organisation during the school holidays, parents are requested before each holiday period to complete a form stating the periods when the child will attend the Centre. This form is provided before the holidays.
No additional children will be accepted after the deadline.
ARTICLE 8

Special arrangements for children in the secondary school 
who attend the Study Centre
During the last week of June and the first week of July, the CPE organises activities and/or excursions for secondary school children who are properly registered. A meeting is held with parents to explain the activities organised, give them the timetable and ask them to enrol their children. The Study Centre will only accept children participating in these activities during this period.
ARTICLE 9
Reception and departure of children
When children arrive they should be handed over personally to a member of staff. The person who comes to collect the child must make sure that the relevant staff member is aware the child is leaving.
When excursions are organised, children must leave from the CPE and be collected at the end of the excursion from the CPE.
Children must arrive at least half-an-hour before the departure time for the activities. Any children registered for the activity who arrive late will not be admitted to take part in the said activity.
If an individual who is not listed on the registration form comes to collect the child, that person must present to the management of the establishment concerned an authorisation duly dated and signed by the person(s) legally responsible for the child.
Individuals authorised to pick up children must be a minimum of 16 years old.
If there is any doubt, the management reserves the right to make any inquires it deems necessary before handing over the child.
If the child has not been collected by closing time, the management of the establishment concerned will take the appropriate measures, i.e. it will contact the people named on the family information sheet. If a child has not been picked up by the authorised person(s) by 7 p.m. (6.30 p.m. on Fridays), the additional working time will be charged to the parent in question at the hourly rate set out in the framework contract for temporary workers covering supervisors and kindergarten teachers.
Furthermore, in cases of persistent lateness, the provisions of Article 13(2) shall apply.


The administration reserves the right to prohibit access to the facilities to people whose behaviour could be prejudicial to the other students, supervisory staff or the infrastructure.
ARTICLE 10
Children’s apparel
Parents are responsible for ensuring that, on arrival, children and their clothes are clean enough for them to mix with the other children.
Children must have rainwear and young children must have a sun hat when appropriate for the season and the weather. Changes of clothing (trousers, boots, underclothes, socks, etc.), clearly marked with the child’s name, should be brought for children attending the Crèche or the Garderie.
It is strictly forbidden for children to bring to the CPE valuable or dangerous objects or toys.
It is forbidden to bring sweets to any of the three establishments.
Provisions for the Crèche
Wearing jewellery is strictly forbidden.
ARTICLE 11
Liability
The managing Institution arranges insurance cover for the children and the staff.
Parents should note that the three establishments’ liability begins only at the moment when the children are handed over to a staff member and ends at the moment when they are collected.
Excursions organised by the three establishments are also covered by these insurance policies.
Any risks which might arise on the most direct route between the European School and the place where the child is looked after are also covered.


It is strongly recommended that parents take out third party insurance.
ARTICLE 12
Medical provisions
Children who have a temperature, are ill or have parasites will not be admitted to any of the establishments. Children with an infectious or contagious disease will only be readmitted on presentation of a medical certificate stating that they have recovered.
Any contagious disease or parasitic infestation must be reported immediately to the management of the establishment concerned. In addition, and in the interests of the child, parents must inform the medical service and the management of the establishment concerned of any other cases of contagious disease in the family.
Children with a food or other allergy will only be admitted on presentation of a certificate from an allergy specialist with details of the type of allergy and any measures that must be taken to deal with it.
Medicines can be administered only on presentation of the doctor’s prescription and written authorisation on the relevant form, available from the staff of the establishment concerned.
Parents authorise the medical service, the management of the establishment, or nurses to take all medical or surgical measures that might be required by the condition of the child due to illness or an accident while they are attending the establishment, and in particular:
1.
in emergencies, to have the child transported immediately to the nearest hospital with a 24-hour casualty department;
2.
in other cases, where necessary, to ensure that the child receives the necessary treatment.
If it is deemed necessary, the parents or the people authorised to collect the child will be informed and will be required to fetch the child as quickly as possible. If it is impossible to contact any of these people, or if none of them are available, the management of the establishment concerned reserves the right to take any necessary measures.
The Crèche provides for a paediatrician to visit at least once a week and examine children at the nurse’s request.
No special meals are prepared with the exception of special meals for children who have food allergies or intolerances duly demonstrated by a certificate from an allergy specialist.



ARTICLE 13
Provisional suspension or expulsion
Any child whose behaviour could be prejudicial to the other students, supervisory staff or infrastructure may be provisionally suspended by the relevant administrative department without prior authorisation from the CPE Committee. The relevant administrative department shall inform the CCPE of its decision immediately. The Committee shall then decide whether there is a need to discuss the matter at a meeting.
The relevant managing Institution reserves the right, after consulting the CCPE, to expel any child whose behaviour could be prejudicial to the other children, supervisory staff or infrastructure. If children are absent frequently and/or for extended periods without good reason, or if these rules are repeatedly flouted, children may be expelled irrespective of their priority status and without entitlement to reimbursement.
ARTICLE 14
Cancellation of registration
The secretariat of the establishment concerned must receive written notice at least 30 days in advance if a child is to be withdrawn. The parental contribution is payable until the end of the period of notice.
The relevant administrative department of the Garderie and the Study Centre must be informed in writing of any suspensions due to paid leave, leave on personal grounds, or for any other duly-notified reason, at least 30 days before the child is to leave.
The duration of the suspension may not be less than one month.
The parental contribution shall be due even if the child does not return to the Garderie or Study Centre after the agreed period.
ARTICLE 15
Acceptance of the rules
An application for admission or readmission implies that the parents accept these rules.


ARTICLE 16
Entry into force
These rules cancel and replace the rules hitherto in force.
They have been adopted by the SAC after consulting the CCPE.
This Regulation shall enter into force on 1 September 2008.

	ANNEX

	OPENING HOURS OF THE GARDERIE
	
	OPENING HOURS OF THE STUDY CENTRE

	For children who do not attend school (three- and four-year-olds)
	
	
	
	

	Monday
	8 a.m.
	7 p.m.
	
	
	
	

	Tuesday
	8 a.m.
	7 p.m.
	
	
	
	

	Wednesday
	8 a.m.
	7 p.m.
	
	
	
	

	Thursday
	8 a.m.
	7 p.m.
	
	
	
	

	Friday
	8 a.m.
	6.30 p.m.
	
	
	
	

	
	
	
	
	
	
	

	Meal times
	 11.30 a.m. – 12.15 p.m. and 12.15 p.m. -  12.45 p.m.
	
	

	Afternoon rest period
	               1 p.m. - 2.30 p.m.
	
	
	

	N.B. the CPE1 is closed from 1 to 1.30 p.m.
	
	
	
	

	For school children
	
	
	
	
	

	
	
	
	
	
	
	

	During term time
	
	
	During term time
	

	
	
	
	
	
	
	

	Monday
	4 p.m.
	7 p.m.
	
	Monday
	4.30 p.m.
	7 p.m.

	Tuesday
	1.30 p.m.
	7 p.m.
	
	Tuesday
	1.30 p.m.
	7 p.m.

	Wednesday
	1.30 p.m.
	7 p.m.
	
	Wednesday
	4.30 p.m.
	7 p.m.

	Thursday
	1.30 p.m.
	7 p.m.
	
	Thursday
	1.30 p.m.
	7 p.m.

	Friday
	1.30 p.m.
	6.30 p.m.
	
	Friday
	1.30 p.m.
	6.30 p.m.

	
	
	
	
	
	
	

	Meal times
	
	Meal times
	

	Tuesday, Wednesday, Thursday, Friday
	1 p.m. - 1.30 p.m.
	
	Tuesday, Thursday, Friday
	1.45 – 2.15 p.m. CPE III

	
	
	
	
	
	
	1.30 – 2.15 p.m. CPE IV

	During school holidays
	
	
	During school holidays
	

	
	
	
	
	
	
	

	Monday
	8 a.m. – 11.30 p.m.
	1.30 p.m. - 7 p.m.
	
	Monday
	8 a.m. – 12.45 p.m.
	2 p.m. - 7 p.m.

	Tuesday
	8 a.m. – 11.30 p.m.
	1.30 p.m. - 7 p.m.
	
	Tuesday
	8 a.m. – 12.45 p.m.
	2 p.m. - 7 p.m.

	Wednesday
	8 a.m. – 11.30 p.m.
	1.30 p.m. - 7 p.m.
	
	Wednesday
	8 a.m. – 12.45 p.m.
	2 p.m. - 7 p.m.

	Thursday
	8 a.m. – 11.30 p.m.
	1.30 p.m. - 7 p.m.
	
	Thursday
	8 a.m. – 12.45 p.m.
	2 p.m. - 7 p.m.

	Friday
	8 a.m. – 11.30 p.m.
	1.30 p.m. – 6.30 p.m.
	
	Friday
	8 a.m. – 12.45 p.m.
	2 p.m. – 6.30 p.m.

	
	
	
	
	
	
	

	Meal times
	11.45 a.m. – 12.15 p.m.
	Meal times
	12.45 a.m. – 13.15 p.m.


Except in special cases, children must arrive by 9 a.m. 
Under no circumstances may they be brought or collected during mealtimes or during the rest period.
Children will be provided with a meal (payment required) and a snack during the morning and afternoon.
Please note that children are to be collected from the European School at the meeting point specified.
� Directly-managed and private Crèches.


� Who have a contract for at least one year or for an indeterminate period on the probable date of admission.


� The father, mother or any other person having legal custody of the child.





� The length of the contract must also be stated.


� Subject to submission of all of the supporting documents.


� NET INCOME





Net income of a person having a contractual link with the Institutions:


Net income on the salary statement corrected to take account of allowances received from another source and with temporary benefits deducted.


Net income of a person who does not have a contractual link with the Institutions:


Net income on the salary statement corrected to take account of benefits in kind or other payments.


Income of a self-employed person:


Income calculated on the basis of the tax declaration from the previous year extrapolated to 12 months.





� This corresponds to the maximum number of days reimbursable in relation to the number of working days in a year.


� These figures will be revised in accordance with changes to the number of staff at the Institutions in Luxembourg.
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