Before listing all the necessary procedures to start the programme, we remind you that
world language assistants are divided into two cohorts, depending on the
organization funding your participation:

- Ministry cohort: those who receive their monthly stipend directly from the Ministry
of Education, Vocational Training and Sports.

- Regional education office cohort: those who receive their monthly stipend directly
from the regional education offices (comunidades autonomas) where their school is
located.

The Placement Letter indicates which organization will provide the monthly stipend: The
Ministry or the allotted Regional Education Office’s Department of Education.

It is essential to know which cohort you belong to, as each have different points of
contact and instructions for completing paperwork, which vary.

Therefore, to facilitate the resolution of any issue or question, it is very important to
communicate with a single point of contact, according to the cohort of the given
office:

- Language assistants belonging to the Ministry cohort may contact
auxiliares.conv@educacion.gob.es.

- Language assistants belonging to the regional education office cohort may
refer to the contact information provided by these offices.

In respect to the monthly stipend:

- Language assistants in the Ministry cohort will receive a monthly stipend through a
bank transfer to their Spanish bank account, according to the procedure indicated in
section C.2.

- Language assistants in the Regional education office cohort will receive
information on this matter from the specific programme coordinators in these offices.

During the months of May, June, and July, the language assistant will receive a
placement letter. This letter is an official document of the allotted placement of a
Language Assistant in Spain, and it is essential in order to be able to complete basic
paperwork, such as applying for a visa, opening a bank account or handling a rental
agreement.

The first step once the placement letter is received is to get in touch with the assigned
school/s and/or contact person. It is important to keep in mind that most schools
are closed during the month of August.
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Language assistants in the Ministry cohort: Please note that you will be sent an
Acceptance document that states that you have officially accepted the position that has
been assigned to you. You will receive this via email, and you must sign it and return it
to the Ministry.

Questions that might be useful to ask the assigned school/mentor:

- Age of the students with which you will be collaborating.

- Number of teachers who teach the target language.

- School calendar.

- School dress code.

- Means of transportation to the school.

- Contact information of your mentor teacher.

- When to arrive, where to go and who to look for.

- If possible, name and contact information of previous language assistants at that
school. It might be useful to get firsthand information about their experiences at that
same location, the teaching methodology, housing, etc.

- Authentic teaching materials that can be used in the classroom.

Please bear in mind that, if you are not a citizen of the EU, you will need to apply for a
visa. You will find all the information related to this process through the Education Office
of Spain in your citizenship country or the international organization through which you
applied. If you are a renewing candidate in the programme, you must renew your TIE
before it expires; for more information, please refer to section C.

This is an example of the placement letter sent by the Ministry and another one from a
regional education office. Each regional education office has its own format for this letter,
but the basic information is the same.
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The assigned school.

Start and end dates for the position.

Hours of class per week and amount of monthly stipend.
E-mail addresses to contact for questions and other issues.
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DOCUMENTS TO BRING TO SPAIN

Placement Letter

Other documents sent by the Ministry or Regional Education Office

Passport or, in case of European citizens, identification card.

\Visa, if required

European Health Insurance Card (EHIC or TSE), for European citizens, or GHIC for
British citizens.

A letter from a guarantor (family, bank...) translated into Spanish to present in case it
is required to rent an apartment.

Background check

Student ID card, if applicable

Credit card, to make payments easier. You should have at least 2500 € available to
cover your initial costs, although you may need more than this to pay a deposit on your
rental, as is usually the case. The October payment may be delayed until December due
to difficulties in opening your bank account or issues with your paperwork.

IAuthentic teaching materials to use in the classroom, such as family photos, tourist
maps and brochures, menus, recipes, coins and bills from your county (if you are not
from the Eurozone), newspapers, magazines, and audio and audio-visual materials.

Background check?

According to section eleven of Article 1 of Law 26/2015, of 28 July, amending the
protection system for children and adolescents, adding section 5 to Article 13 of Organic
Law 1/1996, of 15 January, on the legal protection of minors, on the partial amendment
of the Civil Code and the Law of Civil Procedure, language assistants must present
this certificate on their first day of school. This certificate is issued by the central
registry for sex offenders or by the criminal record office of the language assistant’s
country, verifying having not been convicted by final judgment for any crime against
sexual freedom and indemnity. The language assistant will have to contact their regional
education office to verify the type of certificate that will be required.

1 Translator's note: the Spanish phrase for this is certificado de penales or certificado de antecedentes
penales OR Certificado de antecedents de delitos de naturaleza sexual. Depending on your country and
state, there are various certificates with differing names that may qualify for this: Police Clearance Certificate,
Certificate of Good Conduct, Certificate of Sexual Offenses, etc.



1. Registration and Residence Permit in Spain (both cohorts) 2

Schools receiving language assistants have been instructed to help them with any
questions that they may have regarding the procedures set forth in this chapter of the
guide.

The following procedures may vary depending on the local immigration office (Oficina de Extranjeria)
or police station, so it will be necessary to ask for specific instructions when applying for the
documents listed below. These will vary based on whether the assistant is a citizen of the European
Union (EU) or not and will allow them to obtain their Non-national Identification Number (NIE).

Language assistants from member countries of the European Union: how
to obtain the EU REGISTRATION CERTIFICATE

The first step to take upon arriving is to apply for an EU Registration Certificate at the
immigration office (Oficina de Extranjeria) or police station in the assigned city or town.

You can reqguest an appointment, before arriving in Spain, for the Immigration Office or
Police Station in the province where you will be residing.

A Spanish telephone number is required when making the appointment. A telephone
number from abroad can be used by adding in front of it the symbol + or two zeros. You
will receive the verification code needed to confirm the appointment by email.

To request this certificate, it is necessary to pay the corresponding fee and provide the
following documents:

v Application form EX-18 in duplicate, duly completed and signed.

v’ Valid identity document (if it is expired, a copy of it and of the renewal application
will have to be provided). The original document must be presented upon
submitting the application.

v’ Original and photocopy of the Placement Letter.

v Proof of payment of the corresponding fee.

Once the application is submitted and the fee has been paid, a Registration Certificate
will be issued, which will include name, nationality, address, date of registration and Non-
national Identification Number (NIE). This number will be required by the bank to
open a Spanish bank account, which will allow the language assistant to receive
their monthly stipend.

2 Translator's note: the TIE refers to the Tarjeta de Identidad de Extranjero or the Foreigner Identity Card.

The NIE refers to the Numero de Identidad de Extranjero, or the Non-national Identification Number.
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Language assistants from countries outside the European Union: How to

obtain the Non-national Identity Card (NIE)

The Non-national Identity Number (NIE) usually appears on the visa, but upon arrival in
Spain it is mandatory to apply for a Residency Card (TIE) since the stay will be longer
than six months and it is necessary to present it to open a bank account. (If your stay is
shorter than six months you do not need to apply for a TIE).



Upon arrival at your destination, you must apply at the corresponding immigration office
(Oficina de Extranjeria) or police station for the TIE.

It is possible to make an appointment, before arriving in Spain using a different VPN, for
the corresponding immigration office (Oficina de Extranjeria) or police station in the
province where you are going to reside.

The TIE is the document that proves that non-nationals have obtained a residence permit
or authorization to stay in Spain for a period of more than 6 months.

To apply for the TIE, the corresponding fee must be paid (around 16 euros) and the
following documents provided if applying for the first time:

v' Application form (EX-17), in duplicate, duly completed and signed.

v’ Original and photocopy of the passport or travel document (with the border
entry stamp made at the checkpoint), and visa.

v' Three recent passport-size photographs (4x3 cm) in colour with a white
background.

v' Original and photocopy of the Placement Letter.

v Proof of payment of the corresponding fee.
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If the language assistant is renewing in the programme, it is necessary to renew the
TIE in order to legally reside in Spain.

An extension of studies must be requested in advance and once granted, the renewal
of the TIE is requested.

The application period to apply for a TIE is one month from the date of notification of the
extension being granted.

The official application form EX 17 must be completed during the 60 calendar days prior
to the expiration date of the validity of the authorization. It may also be submitted within
90 calendar days thereafter. If the presentation is made on time, the initial stay
authorization remains valid, until the resolution of the extension request.

If an assistant has entered Spain with a student visa for up to six months and does not
obtain a TIE, but wishes to renew in the programme, they must request an extension
of stay, with the application form EX-00.

Pending receipt of the new TIE, it is possible to leave Spain upon request of a return
autharization, with the application form EX-13.

Important: Language assistants that would like to renew should not leave Spain without
having applied for their TIE renewal and Return Authorization (Regreso). After your TIE
has expired, language assistants should not leave Spain to travel to Schengen area
countries.

Information regarding the new Immigration Law (Real Decreto 1155/2024 of
November 19): Language assistants may only renew their visa authorization for
one year. If they wish to remain in the program for a third year, they must return
to their home country and begin the process for a new visa.

2. Opening a bank account in Spain and the monthly stipend (Ministry
cohort)

The language assistants in the Ministry cohort must open a bank account in Spain as
soon as possible to receive their monthly stipend via direct bank deposit and provide
the banking information to the Ministry office with this format:

IBAN Bank account
ES+2 digits 20 digits
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https://www.inclusion.gob.es/documents/410169/2156469/00-Formulario_estancia.pdf
https://www.inclusion.gob.es/documents/410169/2156469/13-Formulario_autoriz_de_regreso.pdf

This bank account information, together with the NIE, must be provided to Ministry
supervisors through the Profex platform (according to the instructions received) as soon
as possible, so that payments are not delayed.

In some banks, a temporary bank account may be open without a NIE by presenting a
passport or equivalent identification document and the placement letter. However, you
need to remember that obtaining a NIE is necessary in order to participate in the
programme and live in Spain.

When opening the Spanish bank account, it is important that you specify that you will
receive a monthly stipend through an educational programme. This will help to avoid
bank fees. Most banks charge fees for maintaining accounts and sometimes could freeze
them if no movements are made.

Important: if you do not provide a Spanish bank account number before October 10",
the payment for your first month may be delayed by up to two months, even as late
as December.

If you have opened a bank account without a NIE, when you obtain the NIE (see
section 1.C), you must provide this number to the bank immediately, otherwise, they
may freeze your account.

After obtaining the NIE, it is likely that the bank account number will automatically
change. You should ask the bank about the possibility of this happening. If the bank
account number does change, provide your new bank details through the Profex
platform and immediately communicate your new bank details to the Ministry at
auxiliares.conv@educacion.gob.es. In the email you must include the following
information: first and last name, autonomous community (region of Spain) of
destination, name of the bank and new account number in addition to sending a bank
account holder certificate.

Important: It is necessary to check your bank account details often during the first few
months to avoid issues.

For payments received directly from a regional education office, the instructions received
by the community supervisors must be followed to a tee.

3. Health Insurance (both cohorts)

All language assistants have the right to healthcare during their stay in Spain, which is
provided in two modalities:

Healthcare provided by Spanish Social Security for language assistants with a
European Health Insurance Card or for British language assistants with Global
Health Insurance Card

The language assistant must request a European Health Insurance Card (EHIC/TSE),
or a Global Health Insurance Card (GHIC) for British citizens, in their country before
coming to Spain.

- How to Receive Medical Assistance
If medical care is needed, you should go to a local health centre or to the emergency

room of a state hospital. You will receive medical assistance in the emergency services
of the public health system.
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If your health is in such a state that you cannot travel to a medical centre, you may
request home health care by calling your medical centre or by calling 112 (Spanish
emergency phone number).

- Medication

The primary care physician or specialist will prescribe the medication that he or she
considers necessary using the official prescription form. Medication can be bought at any
pharmacy by presenting the prescription.

Medication costs are not included in the health insurance offered. You can save the
receipts for your medicine and the doctor’s note in case you can claim these costs on an
insurance policy in your country of origin. Please note that medication is extremely
affordable in Spain.

- Dental Treatment

Regarding dental care, public health insurance only covers tooth extraction. Depending
on the assigned autonomous community (region of Spain), this coverage may be
increased.

Healthcare provided by a private insurance company for those language
assistants who DO NOT have access to the European Health Insurance Card in
their home countries, or for European language assistants who have already
passed the 3-month period covered by the EHIC.

The Ministry and the regional education offices have signed a policy with a private
insurance company to provide access to healthcare, in the event of sudden or
unexpected accident or illness, during the period of the language assistant’s participation
in the programme.

The language assistants in the Ministry cohort who do not have a European Health
Insurance Card, will have health coverage through a private company. The company will
contact you by e-mail upon arrival in Spain to send you a virtual health card and some
instructions. The physical health card will be sent to the school during the first few weeks
upon your arrival. For information concerning the available medical centers, you can visit
the company's website.

Attention: Please, note that those assistants with private health insurance should NEVER
use public health services.

IMPORTANT

If you were to have any special medical condition, it is strongly recommended that
the language assistant brings to Spain their own medical insurance. Chronic illnesses
are not covered by the health insurance provided.

Neither the private healthcare insurance provided by the Ministry nor the public
healthcare will cover, in any case:

e Total amount of medicines.
e Treatment of chronic illnesses
e Treatment of pre-existing conditions



Language assistants in the regional education office cohorts will receive instructions
in this regard from those responsible for the programme in each regional education
office.

All language assistants, of any nationality, also have a policy that includes repatriation
and accident insurance.

It is advisable to contact the school’s mentor teacher, school leadership team or head of
department for help in finding the best housing situation possible in the area.

Specialised websites, local newspapers, announcement boards, etc., may be valuable
tools in finding adequate accommodation. It should be noted that, if a language assistant
chooses to rent an apartment or flat, he or she will likely be required to sign a contract
and pay, along with the first month's rent, one month's deposit, which will be returned at
the end of the contract period.

Once you have settled at your permanent address in Spain, you may go to the City Hall
or corresponding Municipal Council to register locally. In some autonomous
communities, this may be required. Information on the steps to take and the necessary
documentation can be found on the website of the City Hall of the destination town. If
you do not have definitive housing, there is the possibility of registering in the same City
Hall. The Certificado de Empadronamiento (a Certificate of Residence) may be required
by the local immigration office when applying for a NIE or TIE.

With a few exceptions, the programme begins on October 1%t and ends on May 31°%'.
The language assistant will normally collaborate with their mentor teacher fourteen hours
a week and have the same school holidays as the school calendar. The number of
weekly hours may vary in some regional education offices.

Important for language assistants of the Ministry cohort: the day you join the
school center, the school principal should fill out the Hoja de incorporacidn (language
assistant onboarding form) and sent to the Ministry following the instructions given by
this office. This document is required to process your monthly stipend; for this reason,
we recommend that you remind the school principal as soon as you arrive at the
school. The Hoja de incorporacion which must include your exact start date. This
document must be sent to the Ministry supervisor before October 10th.

Start date: The assistant must start the first week October. If he/she does not do so
on those days, he/she will not be able to start until October 15th.

Assistants who do not start on October 15th will not be able to start until November
1st, and so on. That is to say, starting dates will have to take place on the 1st or 15th
of each month.

Latest starting date permitted: January 1 (or the first day before Christmas
holidays).




Holidays

The assistant must take the holidays stipulated in the school calendar. They do not have
leave days.

Absence Due to lliness

It is necessary to follow the procedure indicated by the school and present a valid
medical proof. In the case of a prolonged illness, assistants will continue to receive the
monthly stipend as long as they remain in Spain and are able to resume their duties
within one month.

If the illness persists for more than a month, or if the assistant needs to return to their
country to continue treatment, the Ministry or the autonomous communities will consider
temporarily or permanently canceling the assistant's participation in the program.

Absence Due to other reasons

It is essential that you follow the set schedule and that you justify your absences, if
there should be any, so that your stay with the school is satisfactory for the entire school
community.

The school leadership school will be responsible for the preparation of the assistant’s
schedule and for its fulfillment. Any absence must be notified to the mentor teacher, vice
principal (jefe de estudios) or principal as soon as possible.

In the case of justified absences, the school will decide how to make up for the
missing days according to their needs. If the absences are not justified, the school
will inform the Ministry or the regional education office.

IMPORTANT: Absences are considered those that occur after the language assistant
has onboarded at the school. In other words, late arrivals are not considered absences
and cannot, under any circumstances, be made up.

If a leave of absence for personal reasons is needed, for a maximum of one week, it
must be requested by the school leadership team. A schedule to make up the missed
classes will have to be set up.

Ministry cohort: If the leave of absence is longer than a week, it must be approved by
school leadership and be communicated to the Language Assistant Programme Division
via e-mail: auxiliares.conv@educacion.gob.es -

The e-mail must indicate the exact dates of the absence. After reviewing the request,
school leadership will be notified of the decision made by the Ministry.

Monthly Stipend

The monthly stipend as compensation for living costs is 800 euros for a fourteen-hours
per week schedule. This amount may vary depending on the cohort that you belong to..

Payments for each month will be made within approximately the first fifteen days of
the following month as long as the administrative procedures allow it. It is possible that
the first deposit will be somewhat delayed because of the initial procedures; in that case,
the payment may be delayed for some weeks. For this reason, the assistant must ensure
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that he/she arrives in Spain with a good amount for living expenses necessary to support
him/her during the first few months.

We remind assistants, once again, that a Spanish bank account number should be
provided before October 10" in order to avoid delayed payments. It is important to
check the account movements in the first few months in order to be aware of any
issues.

Withdrawal and Dismissal

IMPORTANT: If you do not onboard or withdraw from the program, you will NOT be able
to be assigned again during the same school year within the programme.

In case of withdrawal before the end of the programme, the assistant must immediately
notify this via e-mail to:

1. Ministry cohort: renuncias.auxminis@educacion.gob.es, indicating the
exact date of termination.

2. Regional education office cohort: You must write to the program
supervisor, cc-ing the school.

Incidents or conflicts. Action protocol.

All assistants must have the support and advice of a teacher-tutor who will guide them
and offer assistance to facilitate their adaptation to society and the school (finding
accommodation, processing the NIE, the Spanish education system, etc.).

This tutor will be the first point of contact in case of incidents such as requests for tasks
outside their area of responsibility or conflicts related to students, teaching staff, or
families. In the absence of a tutor, the assistant should request assistance in the
following order:

- The head of department or head of studies.
- The contact person in the autonomous community.

- The contact person at the Ministry.
- The agency that manages the program in their country.
The End of the School Year

Before the school year ends, an online questionnaire about the language assistant's
tasks will be sent to the school. Additionally, the principal will give the assistant a
certificate of recognition, indicating the number of hours a week in the programme and
the start and end dates.

Language assistants will have to fill out a questionnaire to evaluate the programme,
in which they will be able to contribute suggestions for improvement for future cycles.
Some regional education offices may require a report to be completed by the language
assistant.
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Renewals

Renewal is not automatic. It should be kept in mind that the Language Assistant
Programme favours mobility and new applications. Renewal criteria vary according
to the applicant's country of origin; thus, renewal cannot be guaranteed for all candidates.

According to the new Immigration Law (Real Decreto 1155/2024 of November 19),
language assistants may only renew their visa authorization for one year. If they wish to
remain in the program for a third year, they must return to their home country and begin
the process for a new visa.

Information providing detailed instructions about the renewal process according to
nationalities can be found on the programme website.
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