
 
 

Checklist for parents-to-be who are employed by the University of Passau 
 
 

During pregnancy 

What? When? Where? How? 

Notify Human 
Resources of 
your pregnancy 

At the earliest 
opportunity 

Human Resources 
Division 

Please provide Human Resources with a copy of the 
pages of the maternity log indicating the expected due 
date (please black out any diagnoses indicated for 
privacy reasons). Your doctor may ask you if you need a 
separate doctor’s note: you do not, as it is not required 
by the University. If you get one anyway, the University 
will not reimburse you for any costs incurred for the 
note. 

Get advice on 
reconciliation 
of family and 
working life 

During 
pregnancy 

Human Resources 
Division 
 
Equal Opportunities 
Office 

The University offers various concepts for reconciling 
family and working life. The Equal Opportunities Office 
will gladly advise you. Specific questions are also 
answered by the Human Resources Division. For more 
information see: www.uni-passau.de/familie 

Change tax 
category 

Ideally before 
the birth of 
your child 

Tax Office 
(Finanzamt) 

For married couples, changing the tax category can be 
beneficial. You may wish to consider using to use the 
services of a professional tax adviser. 

Look for a day 
care place 

Ideally at the 
beginning of 
the pregnancy 

Enrol directly with the 
day care centre 

The nursery of the University of Passau, Campuskinder 
e.V., supported by the Student Services Association of 
Lower Bavaria/Upper Palatinate, is located at 
Innstrasse 47. For other day care centres see: 
www.passau.de 

Apply for 
parental leave 

Seven weeks 
before the start 
of parental 
leave 

Human Resources 
Division 

If you are the father and wish to take paternal leave 
directly after birth you need to apply at latest by seven 
weeks before the start of parental leave – do not wait 
until after the birth of your child! You need to apply for 
parental leave in writing and must decide bindingly on 
the periods. You may also state your request to work 
part-time. The forms can be found under ‘Elternzeit, 
Sonderurlaub und Teilzeit’: http://www.uni-
passau.de/bereiche/beschaeftigte/personal-von-a-bis-z/ 

Apply for 
maternity pay 
(employees) 

In the seventh 
week before 
the expected 
due date 

If insured with a 
public health insurer: 
Health insurance 
company 
If insured with a 
private insurance 
company: 
Bundesversicherungs
amt Online 
application form: 
http://www.bundesv
ersicherungsamt.de/
mutterschaftsgeld.ht
ml 

Maternity pay: 
You need a certificate stating the calculated due date 
and a certificate from the State Finance Office 
(Landesamt für Finanzen – Dienststelle Landshut 
(Bezügestelle)) for the calculation of the maternity 
benefit.  
 
Employer’s contribution to maternity benefit: 
Your maternity pay confirmation is sent to you by your 
health insurance company or by the German Federal 
(Social) Insurance Office. Please forward a copy of it 
immediately to the State Finance Office (Landesamt für 
Finanzen – Dienststelle Landshut (Bezügestelle))  for 
the calculation of your maternity benefit. 

Confirm 
paternity 

Ideally before 
the birth of 
your child 

Registrar’s Office, 
Youth Welfare Office, 
District Court or 
Notary Public 

If you are the father, are not married to the mother and 
wish to be listed as the father in your child’s birth 
certificate you must confirm paternity. Your declaration 
is effective only if the mother consents to it. Both 
declarations need to be notarized. 

 
 
 

http://www.uni-passau.de/familie
http://www.passau.de/


 

 
 

After pregnancy 

What? When? Where? How? 

Apply for the 
birth certificate 

Within the first 
week after birth 

Registrar’s Office 
(Standesamt) 

The registrar’s office is responsible for issuing birth 
certificates. You can either apply for it in person or via 
the hospital. You should present the birth certificate as 
soon as possible to the Einwohnermeldeamt (residents’ 
registration office). 

Notify HR of the 
birth 

As soon as possible 
after birth 

Human Resources 
Division 

Present as copy of the birth certificate to the human 
resource division as soon as possible to ensure that the 
maternity protection period after birth can be 
determined. 

Apply for 
maternal leave 

As soon as possible 
after birth 

Human Resources 
Division 

If you are the mother and wish to take parental leave 
following the maternity protection period, you must 
apply for parental leave at least seven weeks before 
the parental leave starting date. This must be done in 
writing and you must decide bindingly on the start and 
end dates. You may also apply for part-time 
employment. The forms can be found under ‘Elternzeit, 
Sonderurlaub und Teilzeit’: 
http://www.uni-passau.de/bereiche/beschaeftigte/personal-
von-a-bis-z/ 

Apply for 
maternal pay 
after birth 
(employer) 

As soon as possible 
after birth 

Health insurance 
company 

The registrar’s office issues a birth certificate with the 
addendum ‘Gilt nur für die Hilfe bei Schwangerschaft 
und Mutterschaft’ (‘Applies only for aid in connection 
with pregnancy and maternity’). Send this document to 
your health insurance company. 

Apply for family 
insurance 

As soon as possible 
after birth 

Public or  
private health 
insurance 

The child is co-insured with one working parent. If you 
have private health insurance, you have to apply for 
private health insurance for the child. 

Apply for 
parental 
benefit 
(Elterngeld or 
ElterngeldPlus) 

After birth; 
parental benefit 
can be backdated 
for a maximum of 
three months 

Zentrum Bayern 
Familie und 
Soziales (ZBFS) 

You can fill in the application online and send it with the 
listed documents to the relevant Elterngeldstelle (pay 
office for Elterngeld parental benefit). The form is 
available online: 
 www.elterngeld.bayern.de/elterngeld/onlineantrag/ 
To find out which Elterngeldstelle is responsible for 
you, visit: 
www.zbfs.bayern.de/behoerde/regionalstellen/index.php 
One of the documents listed is your income statement 
(Verdienstbescheinigung), in which your employer lists 
the income paid in the past twelve months. You have to 
send this document – with the request to have it 
returned to you (‘mit der Bitte um Rücksendung’) to 
Landesamt für Finanzen – Dienststelle Landshut 
(Bezügestelle); once it has been returned to you, you 
must forward it to the relevant Elterngeldstelle. 

Apply for child 
benefit 

After birth 

Landesfamilien-
kasse  beim 
Landesamt für 
Finanzen 
Postfach 100264 
95448 Bayreuth 

Get the application form (Kindergeldantrag) from: 
https://www.lff.bayern.de/formularcenter/ 
Send the completed and signed application form to the 
Landesfamilienkasse (address on the left) at the State 
Office for Finances (Bayreuth). You can also get your 
Kinderfreibetrag (child tax allowance) entered at the 
same time, but you will have to request this, as it is not 
done automatically. 

http://www.elterngeld.bayern.de/elterngeld/onlineantrag/
http://www.zbfs.bayern.de/behoerde/regionalstellen/index.php


 

We recommend that you get the official administrative formalities out of the way during your 
pregnancy. Also, fill in as much as you can of the application forms for maternity benefit, parental 
benefit and child benefit before the baby’s due date. 
Did you know that … 
… you accrue holiday entitlements even while on maternity leave? 

Periods of absence from work due to employment prohibitions and within the protective periods 
laid down in the Maternity Protection Act (Mutterschutzgesetz; MuSchG) are counted as periods at 
work. You continue to accrue holiday entitlements during these periods away from work and have a 
right to your full annual holiday, without reduction. If you have not used up your holiday 
entitlement prior to the start of the protective periods or periods under employment prohibition, 
you can take your holidays after the protective or prohibition periods have lapsed in the same year 
or in the following year. Your remaining holiday entitlement can also be used after the end of your 
parental leave. 

... you can have the term of your contract extended by family-related periods off work if you are 
employed as a 'Wissenschaftliche Mitarbeiterin' or 'Wissenschaftlicher Mitarbeiter'? 
The contract term is extended by the period of time that employees have been off work due to 
parental leave or the maternity protection periods (§ 2 sec. 5 of the Academic Fixed-Term Contracts 
Act; Wissenschaftszeitvertragsgesetz; WissZeitVG). However, this rule does not apply to those 
whose employment is financed using external (or 'third-party') funds. 
Example: A 'Wissenschaftlicher Mitarbeiter' has a three-year employment contract. He works 
regularly during the first and third year, but during the second year he takes parental leave and 
stays home. His employment contract is extended by one year after he gives written notice to the 
Human Resources Division.  

… family-related periods off work are not counted towards your professional experience? 
This means that interruptions due to parental leave are not counted towards your salary step under 
the TV-L salary scales; however, they do not reduce them, either. What does this mean for you? If 
your period away from work does not exceed three years, your employment contract continues 
right from where you left off when you return to work, which includes being assigned the same 
salary step. If the period(s) away from work amounted to more than three years, you will be 
assigned one salary step below the salary step you had when you started your family-related leave, 
as long as this is not lower than the salary step you were assigned when you were first hired. If you 
work part-time during parental leave, this counts towards your salary step.  

… parental leave doesn't always affect your end-of-year bonus?  
You are entitled to your end-of-year bonus if you are employed on 1 December (§ 20 sec. 1 of the 
TV-L collective bargaining agreement). Maternity protection periods do not reduce your end-of-
year bonus. For parental leave, on the other hand, the following rules apply: During the year in 
which your child was born, parents are entitled to the full end-of-year bonus, if they were entitled 
to remuneration or maternity benefit on the day prior to the parental leave starting date. 

 
… you may be entitled to additional benefits ('Betreuungsgeld' and 'Landeserziehungsgeld') in 

Bavaria?   
Bavaria introduced the 'Betreuungsgeld' as a state benefit. Parents who do not send their child to a 
state-funded crèche/nursery/day care centre are entitled to the Betreuungsgeld benefit when their 
child turns 15 months. This benefit amounts to 150 euros a month and is paid for up to 22 months. 
For more information in German visit www.zbfs.bayern.de/familie/bayerisches-
betreuungsgeld/index.php.  
Additionally, persons living in Bavaria may be entitled to the 'Landeserziehungsgeld' benefit. The 
amount paid is proportional to your income but it does not matter whether you receive 
'Betreuungsgeld' or not. Up to 150 euros per month in Landeserziehungsgeld are paid for the first 
child, up to a maximum of six months. For the online application form, visit 
http://www.zbfs.bayern.de/familie/landeserziehungsgeld/antraege/index.php  

  

http://www.zbfs.bayern.de/familie/bayerisches-betreuungsgeld/index.php
http://www.zbfs.bayern.de/familie/bayerisches-betreuungsgeld/index.php
http://www.zbfs.bayern.de/familie/landeserziehungsgeld/antraege/index.php


 

Legal notices:  
Our check list is based on the following laws and regulations: Mutterschutzgesetz (MuSchG), 
Bundeselterngeld- und Elternzeitgesetz (BEEG), Tarifvertrag für den öffentlichen Dienst der Länder 
(TV-L), Wissenschaftszeitvertragsgesetz (WissZeitVG), Teilzeit- und Befristungsgesetz (TzBfG), Fünftes 
Buch Sozialgesetzbuch (SGB V); it was last revised on 16 June 2016. The check list is merely intended 
as a basic orientation aid and should not be construed as legally binding advice. Please contact the 
relevant section of the Human Resources Division for legally binding information.  
Family services at the University of Passau: www.uni-passau.de/familie.  
Information (in German) for LGBT families from Deutscher Lesben- und Schwulenverband – German 
Lesbians' and Gays' Association: http://www.lsvd.de/recht/ratgeber/sozialrecht.html#c3892  

Contact 
Equal Opportunities Office / Women’s Office 
Rooms JUR 010 and 011 
Administration building 
Innstraße 39 
94032 Passau 
Telephone: +49 851 509 1026 
E-mail: familienservice@uni-passau.de 
www.uni-passau.de/familie 

http://www.uni-passau.de/familie
http://www.lsvd.de/recht/ratgeber/sozialrecht.html#c3892
mailto:familienservice@uni-passau.de
http://www.uni-passau.de/familie

