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Soest District Council daycare portal 
 

Step-by-step guide to online registration 
 

 
Registration for a childcare place for the kindergarten year 2024/2025 (1.8.2024 to 
31.7.2025) in daycare facilities and for a childminder is possible from 1.10.2023. 
 

The registration process is explained in the following to ensure that your registration is 
successful. 
 
The QR code will take you to the homepage of the daycare portal for the Soest 

Department of Children's Services. Alternatively, you will also find the daycare portal 
at kitaportal.kreis-soest.de. 
 
 

 
 
 
 

 
 
Step 1: Registering in the daycare portal 
 

When you login to the daycare portal for the first time, go to "Login" and click on 
"Create new user account". If you have already created a user account, you can log 
in there at any time and check the status of your registration or add further desired 
facilities. 

 

 
 
 
 

http://www.kitaportal.kreis-soest.de/


Please provide at least the information required in the following fields. 
 
Under "District", please enter where you live or where you are planning to move to (if 
relocating or moving to the area). 

 
When you click on "Register", the daycare portal will send a confirmation message to 
your email address.  
Note: You may have to wait a while to receive your confirmation message. Please also 

check your spam folder.  
 
Then choose a password, and you will be able to log in to the daycare portal at any 
time. 

 
 
Step 2: Check and complete your contact details 
 

When you first register with the daycare portal, you will be taken to the start page. You 
will be asked to check your contact details and add any required information. 
 

 
 
 

Step 3: Pre-register child(ren)  
 
Once you have checked and saved your contact details, you can register your child/ren 
for a childcare place. Go to "Pre-register child(ren)" and click on "Create new child". 

 

 
Please provide at least the required information (marked with an asterisk*). 
 



Select "Requiring inclusive childcare" if your child has been found to require 
additional support due to disability or delayed development. 
 
Once you have provided all the required information, click on  "Save entries". 

 
 
 

Step 4: Adding the desired facilities and/or general daycare  
 
4.1 Registering for a place at a daycare facility 
 

You can choose the daycare facilities that are suitable for you individually. 
 
Go to "Add new facility/facilities" or "Map with facilities". 
 

If you click on "Map with facilities" you can set various filters to search for daycare 
facilities.  
 



Click on "Add new facility/facilities" for a list of daycare facilities.  
 

 
 

Note: Selecting a facility does not complete your child's registration. You will also need 
to provide further information on the care request for each of the selected facilities.  
 
Your selected daycare facilities will be displayed under "Options". Click on the pencil 

icon and add further information on the childcare place at each of the selected facilities.  
 

 
 

Change request: Activate the "Change request" field if your child is already attending 
a daycare facility within the area of responsibility of the Soest Department of Children's 
Services. 
 

Note: You do not need to select this field if you only want to change from a childminder 
to daycare because your child is 3 years old or older. 
 
Comment on the childcare request: You can add further important information for 

the facility management in the comment field, such as your new address, the priority 
of the daycare facility and so on. 
 
 

 
 
 
 

 
 
 
 

 
 
 
 

Click 



Once you have provided all the required information, click on "Save entries". 

 
 

 
After you have made and saved your entries for each desired facility, you will be taken 
back to the overview where you can make further registrations under "Add new 
selection". 

 
 
4.2 Registering for a childminder 
 

To register your child for a childminder, check the box "Register my child for a 
childminder" and confirm with "Add new selection". 
 

 
 
 

Childminders are not listed by name.  
 
 
 



Note: The address of the Soest Department of Children's Services is entered in the 
confirmation of registration. Places with a childminder will continue to be allocated by 
the childminder. Registration through the daycare portal is required for organisational 
reasons. 

 
You can then edit the registration using the pencil icon. 
 

 
Please provide the required information as a minimum (marked with an asterisk*). 

 
All information must be saved with "Save entries". 

 
Comment on the childcare request: Please make an entry in the comment field if, 

for instance, you require the contact details of any childminders. You can also enter 
the names of any childminders with whom you are in contact there.  
 



To complete the registration, please follow Step 5. 
 
 
Step 5: To finish, please check and confirm your registration details 

 
The registrations are listed below each other in the overview. You will see a yellow 
traffic light under "Options" – this means that the registration can still be edited and 
has not yet been confirmed. 

 
If there are no more changes, click on "Final check of registration details and 
confirm". You will then receive email confirmation of the registrations. 
 

 
 
The traffic lights under "Options" will now be green. 
 
Your registrations will appear on the waiting list of the selected daycare facilities. 

There is no waiting list for childminders. Please contact a childminder directly. 
Registration in the daycare portal does not replace the requirement for arranging a 
childcare agreement with the childminder. 
 

Places at daycare facilities are allocated by post, by email or by phone by the 
management staff at the facilities.  
 
Note: 

 
Staff at the daycare facilities would still like to get to know families personally before 
they register. Please note that some facilities make this a prerequisite for admission to 
the facility. 

 
You will find further information on the registration process at: 
www.kreis-soest.de/kita-portal 
 

If you have any questions concerning the daycare portal, please email 
kitaportal@kreis-soest.de or telephone 02921 30-2065). 
 

http://www.kreis-soest.de/kita-portal
mailto:kitaportal@kreis-soest.de

