
A warm welcome - we’re glad you’re here! 
We hope that you’ve had a good journey to Münster and that you’ve had no troubles finding 
your accommodation and the way to the school. Please read this Information for Students 
carefully; it contains a lot of useful things about the school and life in Münster. If you need any 
help or if you have any complaints about anything, please speak to a member of staff a.s.a.p.  
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F R O N T  O F F I C E  
4 t h  f l o o r  S e r v a t i i p l a t z  
!  opening hours: Monday to Friday 9 - 13 and 14 - 17 
"  email: office@kapito.com 

➡  Questions about your booking 
➡  General information 
➡  Course fees, extensions, etc.  
➡  Tandem language exchange

ACCOMMODATION OFFICE 2 n d  f l o o r  S e r v a t i i p l a t z  
!  opening hours: Monday to Friday 15 - 16 
"  email: zimmer@kapito.com 
Questions about your accommodation, airport transfer service, 
health insurance, opening a bank account and visa

S C H O O L  D I R E C T O R S  
4 t h  f l o o r  S e r v a t i i p l a t z  

If you’d like to change your course, please talk to Anne (A1, A2) or 
Hansgerd (B1, B2, C1)

H O M E W O R K  &  L E A R N I N G  S U P P O R T  
Study supervision in the afternoons in room S2, 4th floor

S O C I A L  A N D  C U LT U R A L  P R O G R A M  
Questions regarding our social and cultural activities

G e o r g

Hansgerd

A n n e

S a r a

S i g r u n

N i c o

C h r i s

S a b r i n a

K a t h r i n

L a r a

mailto:office@kapito.com
mailto:office@kapito.com
mailto:zimmer@kapito.com
mailto:zimmer@kapito.com





Version 26 - 2020 �  von �2 13

Classes

On the first day of your course you will be placed in a class after 
completing a placement test and interview. If you feel that you’ve 
been placed in the wrong class, please talk to your teacher or the 
school directors Anne or Hansgerd.

Course Level

The courses are oriented towards the European Reference 
Framework, ranging from levels A1 to C1. For completing the levels 
A1 to B2 you’ll need about 720 course lessons (36 weeks with 20 
lessons per week). Level C1 varies.  

A1 = 8 weeks | A2 = 8 weeks | B1 = 8 weeks | B2 = 12 weeks | C1 = 8 weeks + more

Course Structure

If for any reason (e.g. illness) you’re unable to attend class, please 
contact the front office by phone or email, or inform your teachers. 
Please remember that we can’t give you an attendance certificate if 
you miss more than 20 % of the course lessons.

Attendance

When you have completed your course, and if you have attended 
regularly (at least 80%), you’ll be given a graded attendance 
certificate. 

Certificate

Lessons are from 9:00 to 10:30 and from 11:00 to 12:30. Please be 
there on time. The Intensive Course lessons take place additionally 
on two afternoons per week, usually  from 13:30 to 15:00.

Punctuality

You’ll be given some homework every day and usually you should be 
able to handle it without problems. If problems do occur, however, 
please talk to your teacher. Moreover, our teacher Georg is available 
for homework support in the afternoons.

Homework

If you have registered directly with KAPITO (i.e. not through an 
agency), please pay the remaining amount of the course fees at the 
start of your course. You can pay the rent directly to your hosts or to 
us.

Payment






Every two weeks you’ll take short tests in class in order to prove the progress you’re making. In 
addition you can apply for the following official telc examinations (please note the deadlines!): 
Start Deutsch 1, Start Deutsch 2, Deutsch B1, Deutsch B2 as well as TestDaF. 

If you’d like to register for an exam in our office, please fill out the registration form and pay the 
exam fee in cash. You can also obtain the TAN for the TestDaF in our office. 
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Exams

Our courses take place in two buildings: 

Rooms
Servatiiplatz 9 
4th floor  | Front office and rooms S1 - S5 
3rd floor  | Room S7  
2nd floor | Accommodation office and rooms S8 - S12

Wolbecker Straße 1 
(corner of Friedrichstraße, entrance right of New York Burger) 
2nd floor | Rooms W1 - W16

Examination dates and fees 2020 
- dates subject to change -

Start Deutsch 1 und Start Deutsch 2 
fee: 70 €

31.1. , 27.3., 29.5., 31.7., 25.9. und 20.11.2020

Deutsch B1 und Deutsch B2 
fee: 120 €

27.2./28.2., 23./24.4., 25./26.6., 27./28.8., 22./23.10. 
und 17./18.12.2020 

Deutsch C1 Hochschule 
fee: 160 €

30./31.1., 26./27.3., 28./29.5., 30./31.7., 24./25.9. 
und 19./20.11.2020

TestDaF-Prüfung 
fee: 195 €

13.2., 22.4., 3.6., 22.7., 10.9. und 10.11.2020

TestAS 
fee: 110 €

3.3., 25.4., 6.6. und 24.10.2020

Important: 
If you’d like to take an official exam, please make sure to register at your earliest convenience 
as the exams tend to be booked out quickly! Furthermore, please respect the deadlines for 

the exams. You can ask our staff in the office for all deadlines.
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Serv ice

Our social and cultural activities take place in the afternoons or 
evenings. You’ll find an overview of the planned activities in the front 
office or on the KAPITO app (available for free at the Google Play 
Store). Please keep an eye on the notice board in the corridor in case 
of changes at short notice and for information about other events. 
Important: Students participate in the social and cultural activities at 
their own free will and at their own risk as KAPITO does not assume 
liability for any damages. 

Social & Cultural 
Program

Monday to Friday from 14:00 to 16:00 you can participate in our 
learning support, which takes place in room S2. There you have the 
opportunity to do your homework under the supervision of our 
teacher Georg. He’ll be happy to answer your grammar-related 
questions and supply you with additional exercises so that you can 
practice. This service is included in all courses, i.e. it’s free of charge.

Learning 
Support

KAPITO offers private language exchange with German language 
partners for free. If you’d like to take part in this tandem programme, 
you can fill in a contact form in the front office. Then we’ll include you 
in our tandem databank. We do the same with Germans from 
Münster who want to brush up a foreign language. Once we find a 
suitable language partner for you, we provide both of you with your 
contact details so you can plan your meetings. Tandem is about 
having fun in conversation. 

Tandem Language 
Exchange

Would you like to print, copy or scan several pages? On Wolbecker 
Straße there are a couple of low-priced copy shops, e.g. at 
Wolbecker Str. 18 (Sehnsucht Design). KAPITO does not provide a 
copier for students! If you only need to print or scan a few pages, 
there’s a printer and a scanner in room S3. There you can print or 
scan single documents for free. Please only use the paper you really 
need so that we can prevent waste of paper. Thanks!

Printer 
Scanner 
Copier

The front office is open Monday to Friday from 9 to 13 and from 14 to 
17. Please note that the office is closed from 13 - 14! Front Office
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Room S3 on the 4th floor features several computers which you can 
use between 12:30 and 17:00 each afternoon. There you can also 
access the internet. Please don’t use the computers for more than 30 
minutes if there are other students waiting to use them as well.  

KAPITO also provides WiFi in both buildings. You can get the 
password in the front office.

Computer & 
Internet (WiFi)

It is strictly prohibited to use illegal websites and to effect illegal 
downloads or uploads on the KAPITO network as well as in your 
accommodation! In Germany it is prohibited to up-/download 
protected material (movies, series, music, etc.). If you effect an illegal 
download, you will most probably receive a very expensive written 
warning from a lawyer. The incurred costs must be paid by you! 
KAPITO and/or your hosts are NOT responsible for any  such 
damages that were caused by you using our internet access!

ATTENTION 
PLEASE

From Monday to Friday from 15 to 16 you can get information and 
counsel l ing about everyth ing to do wi th the KAPITO 
accommodations: see Chris and Sigrun in Büro Unterkunft on the 
2nd floor of Servatiiplatz.  

Accommodation

If you’re from a non-EU country and if you haven’t already taken out 
health insurance for foreign travel, you  must do so within the first 
seven days of your stay in Germany. For any questions concerning 
health insurance, please see Chris in Büro Unterkunft on the 2nd floor 
on Servatiiplatz.

Health 
Insurance

Did you lose or find something at KAPITO? Please contact us in the 
front office. If you’ve lost something while outside, you should go to 
the Fundbüro at the Stadthaus 1, room 113 at Klemensstr. 10 (Tel. 
0251-4923333).

Lost & Found









Version 26 - 2020 �  von �7 13

Loca l  Author i t ies

Usefu l  In fo rmat ion

If you’d like to register your residency in the city of Münster, you must 
go to the Bürgerbüro (Citizens’ Advice Bureau).  

Adress of the Bürgerbüro: Stadthaus 1, Klemensstr. 10 
Opening hours: Monday to Thursday 8:00 – 18:00 & Friday and 
Saturday 8:00 – 12:00  

Website: www.stadt-muenster.de/buergerservice

City 
Registration 

Office

If you have questions about bureaucracy and paperwork, such as:  
- registration at the Bürgerbüro 
- opening a bank account 
- information about the application for the residence permit 
please see Sigrun in the Büro Unterkunft on the 2nd floor of 
Servatiiplatz or write an emmail to zimmer@kapito.com. 

Bureaucracy

When you’re ill and need to see a doctor, we recommend for 
example the Hausarztzentrum Münster close by KAPITO. Several 
male and female doctors work here. The current opening hours can 
be found at their website: www.integrative-medizin.de 
Address: Hausarztzentrum, Schaumburgstr. 1

Doctors

UKM Universitätsklinikum: Domagkstr. 5 
Website: http://klinikum.uni-muenster.de

Hospitals Clemenshospital: Düesbergweg 124 
Website: www.clemenshospital.de

Raphaelsklinik: Loerstr. 23, 
Website: www.raphaelsklinik.de

At the branches of the Deutsche Post (Domplatz and Berliner Platz) 
you can send letters and parcels as well as buy envelopes, packaging 
and stamps. 

Hauptzollamt: Linus-Pauling-Weg 1-5, Tel. 0251-48140 
Zollamt Eulerstraße: Eulerstraße 7, Tel. 0251-6204040

Postal Service 
& Customs
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Publ i c  Transportat ion :  Bus
As a high school student or university student you receive a discount on the monthly bus 
tickets. In the front office you get a pink form that you can fill out and hand in at mobilé or the 
Stadtwerke CityShop to buy your ticket. Please note that we don’t sell tickets at KAPITO! 

Points of sale: 
Mobilé, Berliner Platz 22 (opposite train station) 
Stadtwerke CityShop, Salzstraße 21

PRICES Single ticket Weekly ticket Monthly ticket

Regular fare 2,90 € 
(bus: 3,30 €) 28,00 €

78,00 €
Student fare 49,00 €
90-Minuten-Ticket 2,20 € (max. daily price 4,90 €)

additional ticket information at www.stadtwerke-muenster.de

You can get this form in the front office. 
You only need to fill out the front page, 
we’ll fill out and stamp the back page. 

☞ This is where you write your data and 
address in Münster.

☞ For „Einstiegshaltestelle“  you write the 
name of the bus stop where you get on the 
b u s i n t h e m o r n i n g . F o r 
„Austiegshaltestelle“ you write either 
„Hauptbahnhof“ or „Eisenbahnstraße“. For 
„Linie“ you give the number of your bus 
line. It’s sufficient if you only write one bus 
line as this information is for statistics only. 
Your ticket is valid in price area 0, i.e. you 
can take any bus within Münster’s city limits. 

TRANSFER FROM/TO AIRPORT - There are shuttle buses from/to the Airport Münster/
Osnabrück (FMO). More information can be found at: www.fmo.de/service/an-abreise
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Publ i c  Transportat ion :  Tra in

B icyc l ing  in  Münste r

You don’t live in Münster and commute here by train? At the service desk of the train station 
you can obtain a form for a discount on the monthly train ticket for students. We’ll fill out and 
stamp that form at the front office, then you go back to the train station and buy the 
discounted ticket. 

Would you like to travel around Germany? Great offers can be found at www.bahn.de  

Münster is a bicycle city. Each day more than 100,000 of 
Münster’s inhabitants ride their bikes around the city. If you’re in 
Münster for a longer period of time, it might be worthwhile to 
buy a second-hand bike and sell it again at the end of your stay.

Once per month (every 2nd Saturday) there’s a big bicycle market on 
Hafenstraße where you can buy and sell second-hand and new bikes 
at a reasonable price.  
Opening hours: 10 - 15

Fietsenbörse 
Hafenstr. 62

You can also rent a bike here: 
Radstation am Hauptbahnhof, Berliner Platz 27a, www.radstation.de 
Swapfiets, Aegidiistraße 46, Münster www.swapfiets.com (long term 
rentals)

Bike Rentals

In the Jib on Hafenstr. 34 there’s a bike workshop where you can 
repair your faulty bike on your own. Prices are very low. (3 € plus 
material, Mon - Thu 15:00 to 19:30)  
www.muenster.de/stadt/jib/offene-werkstaetten.html 
You can also have your bike repaired at the Radstation next to the 
train station.

Repairs

Important  in format ion  about  b icyc l ing  in  Münster  
Please make sure to lock your bike properly so it won’t get stolen, and pay attention to where 
you parked it! In addition, please remember the traffic regulations for cyclists: always keep 
right, stop at red traffic lights, don’t ride your bike in the pedestrian zones, never ride at night 
without lights. Furthermore, there’s a drink-drive limit for cyclists as well, currently at 1.6 ‰.

http://www.swapfiest.com
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Long-d i s tance  Busses

Tour i s t  In fo rmat ion

Supermarkets

Mobi le  Phones

L ibra r ies

Would you like to travel through Germany on a low budget? There is one big company called 
Flixbus who offers low-priced trips in modern long-distance coaches.  
Ticket prices begin at 5 €. Website: www.flixbus.de

Syndikatplatz 3 – Here you’ll find information about tourist attractions, current exhibitions and 
events, theatrical productions and much more.  
Opening hours: Monday to Friday from 10 to 18 and Saturday from 10 to13

Close to KAPITO there are some supermarkets where you can buy groceries: 
Rewe: Alter Steinweg 26, Netto: Wolbecker Str. 11, SuperBioMarkt: Münster Arkaden

In Germany there are many different providers. The biggest ones are: Telekom, E-Plus, O2 
and Vodafone. There are also many low-priced providers that offer starting sets and full 
packages including anytime minutes, text messages and Internet access. It’s worthwhile 
comparing the various offers! If you need advice, you can find some mobile phone shops on 
Salzstraße (e.g. Base) and on Ludgeristraße (e.g. Saturn). 
Aldi Talk: alditalk.de, Blau: blau.de, Congstar: congstar.de, Vodafone: vodafone.de, O2: 
o2online.de, Telekom: t-mobile.de 

On the 4th floor at KAPITO you’ll find a small reference library with exercise books. You can 
have a look at these books in the library, but unfortunately it is not possible to borrow them 
and take them home with you. If you’d like to borrow books, we recommend the following 
libraries: 
Stadtbücherei Münster, Alter Steinweg 11, www.stadt-muenster.de/buecherei 
You’ll find a wide range of books at the public library as well as work stations and computers. 
In order to register you need your passport and an official proof of residence. They also have 
a piano room there which can be rent for 3 € per hour. The library card costs 3 €. The fee for 
12 months is 18 €, for 3 months it’s 6 €. 
Opening hours:  Monday to Friday from 10:00 to 19:00 and Saturday from 10:00 to 18:00 
Universitäts- und Landesbibliothek (ULB), Krummer Timpen 3, www.ulb.uni-muenster.de 
At the ULB you can make use of a variety of books and learning material. Moreover, the ULB 
is a place for studying and working and features about 100 computer stations with Internet 
access as well as numerous laptop work stations with wi-fi. There is no fee for using the ULB! 
You only need a library card which you can obtain after showing your passport and official 
proof of residence. 
Opening hours: Monday to Friday from 8:00 to 22:00, Saturday/Sunday from 10:00 to 20:00 








Version 26 - 2020 �  von �11 13

L i v ing  w i th  your  hos ts

Your room or apartment has been checked by KAPITO and fulfills the minimum standards of accommodation 
quality. However, each accommodation is different! If something is missing from the room/apartment or if there is 
any kind of problem, please talk to your hosts first – bringing up a  problem solves it most of the times!  

Changing the accommodation is only possible after consultation with KAPITO. 

Here are some basic rules for homestay accommodations 

o The rent includes the costs for house cleaning material and toilet paper.  

o The rent does not include your personal body care products, detergent or – if you booked the room without 
meals – any food from your host.  
Also not included is using the telephone and bike etc..  
Please talk to your hosts before you use things. 

o Please utilise the room’s furniture with care and keep your room/apartment clean.  
The kitchen and bathroom must be left clean after using it as well so that living together is enjoyable for all 
room mates, e.g. cleaning the dishes and pots after cooking and storing them in the cupboard.  

o If you have booked the room without meals, you have to participate in the household chores just like your 
room mates, e.g. cleaning the bathroom floor and the toilet and the kitchen on a weekly basis. 

o In case you have booked dinner: it is not always a cooked meal but often bread, salads, cheese and 
sausage. Please stick to the agreed meal times and inform your hosts if you cannot make it on time. 

o You’re renting the room or apartment for one person, thus please ask permission from your host before you 
invite friends.  
Overnight guests need not be accepted by your hosts; please ask several days before if someone wants to 
stay for a night. If your hosts accept, sometimes an extra fee must be paid. 

o You can pay the accommodation money (for the first 4 weeks maximum) at KAPITO or directly to the host in 
the first days of your stay. If you stay longer than 4 weeks, please pay the rent every 28 days in advance to 
your host (not monthly). 

o Since energy costs are high in Germany, please economise electricity and water and especially heating. If 
you leave the room for school, please turn down the heating and close the window to keep the warmth in the 
room.  

o Your room must be aired at least twice per day to prevent moisture from building up. This must be done every 
day no matter if the weather is warm or cold and even when it rains. 
Airing is very important since houses in Germany are well insulated, and without airing there’s a high chance 
of health-damaging mildew forming on the walls. 

o In case something breaks, please inform your hosts. Damages must be paid by you. We recommend a 
liability insurance for your stay in Germany. 

o Also, you have to take over any additional costs caused by your use of the host’s Internet access, e.g. the 
use of commercial Internet offers or by downloading/uploading copyrighted material. File sharing of films and 
music is severely punished in Germany (about 900 – 8,000 € just for sharing one film). 

Knowing and observing these rules will make living in Germany easier for you. If you do not follow the rules, you 
might have to leave the accommodation arranged by KAPITO and find one on the free market on your own. 

Some more hints 
In Germany every apartment must pay a „Rundfunkbeitrag“ (TV and radio licence, currently 17,50 € per month), 
for that reason you’ll receive a letter from the „Beitragsservice“ after you register at the Bürgerbüro. Please talk to 
your hosts whether they’re already paying that license fee; in case they don’t, you’ll have to pay it. 

The room is reserved for you only for the duration of your course at KAPITO and will then be needed for 
another student. If you want to stay longer in Münster, please make sure to organise another accommodation at 
an early stage for the time after your language course (e.g. have a look at “nadann” or wg-gesucht.de). 



 

KAPITO aims to create a harmonious learning and working environment based on mutual 
respect and equality. 

KAPITO does not condone any discrimination or bullying from either students, staff or host 
families. This includes any behaviour where an individual is unfairly treated due to their gender, 
marriage or civil partnership, gender reassignment, pregnancy or maternity leave, sexual 
orientation, disability, colour, ethnic background, nationality, religion or age. 

Unacceptable behaviour can take different forms including: 
Direct or indirect discrimination, harassment, cyber-bullying 

Some general examples of harassment may include: 
Unwanted physical contact, verbal and written harassment through jokes or gossip, photos 
posted on the Internet, verbal or physical intimidation, exclusion  

KAPITO will take disciplinary action against anybody who behaves like this.  

In the case of students: 

1. In the first instance, the class teacher will speak to the student and explain why the behaviour 
must cease. This will then be reported to the school management. The student will be 
warned that if this unacceptable behaviour continues, further steps will be taken. All of this 
will be recorded in the student’s record. 

2. If the behaviour continues or escalates, it may lead to expulsion from the school. This must 
be made very clear to the student. 

In the case of staff: 

Discrimination of another member of staff is unacceptable and will be subject to staff 
disciplinary procedures. 

In the case of hosts: 

If hosts bully or harass students, this will be dealt with by the Accommodation Officers. 
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Respect fu l  Conduct
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Feedback

Emergency numbers 

Police: 110 
Ambulance / Fire service: 112

If you are dissatisfied with the KAPITO service (lessons, social and cultural programme, 
general school service) or with the arranged accommodation, please do not hesitate to 
contact our office and/or the school management. We will respond immediately to the 
complaint and try to find a satisfactory solution.  
Moreover, you could use our feedback form, which will be given to you at the end of your 
first course week. If KAPITO should be unable to solve your issue, please contact the school 
representative in your country (if you booked through an agency or an organisation) or 
contact one of the following organisations, which have a procedure for helping students with 
complaints:  

- FaDaF (Fachverband Deutsch als Fremdsprache) 
- IALC (International Association of Language Centres)

The KAPITO team wishes you 
a pleasant stay in Münster! :)


