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• Guides

• Presentations and resources​

• Monthly stipend​

• Immigration (NIE: EU Registration or TIE)

• Healthcare​

• Absences, leaves, and related issues​

ORIENTATION AND 
ADMINISTRATIVE PROCEDURES

https://www.educacionyfp.gob.es/mc/accion-exterior/usa-nuestros-recursos/publicaciones/guias.html


GUIDES

LANGUAGE ASSISTANTS GUIDE

The content of this presentation is available in greater detail 
in the Language Assistant Guide found on the Ministry's 
website:​
https://sede.educacion.gob.es/publiventa/descarga.action?f_codigo_agc=2268

0&request_locale=en

Please, read it closely and familiarize yourself with its 
content.​

SECTIONS OF THE GUIDE
• Necessary Procedures to Begin the Program
• Duties of the Language Assistant
• The Spanish Education System
• ​Frequently Asked Questions
• Useful Addresses

https://sede.educacion.gob.es/publiventa/descarga.action?f_codigo_agc=22680&request_locale=en


MENTOR TEACHER'S GUIDE
You will also find the mentor teacher's guide on the 
Ministry's website.
In it, your mentor teacher and other teachers will find 
information about your role as a language assistant 
and advice on how to help you best.

SECTIONS OF THE GUIDE
• Preparations before the arrival of the language 

assistant
• The functions of the assistant and of the mentor 

teacher/classroom teacher
• Working with the assistant in the classroom
• Overview of functions

GUIDES



The program website also contains presentations that might 
be useful, such as:​

• The Spanish Educational System: Elementary 
Education, High school Education, and Official 
Language Schools​

• Language Assistant duties​
• Classroom activities proposals for different 

educational levels​
• Prior language assistants’ experiences

Auxiliares de conversación extranjeros en España (Convocatoria 2022-2023) | 
Ministerio de Educación y Formación Profesional (educacionyfp.gob.es)

PRESENTATIONS AND RESOURCES

https://www.educacionyfp.gob.es/dam/jcr:806a9df3-9438-4f5d-afa2-ec95e6cc0d6c/aacc-ext-2022-experiencias.pdf
https://www.educacionyfp.gob.es/servicios-al-ciudadano/catalogo/general/99/998188/ficha/998188-2022.html


You must complete various procedures in order to:

• Receive your monthly stipend
• Get your Foreigner Identification Number (NIE) using 

your EU Citizen Registration Certificate or the TIE if you 
are not an EU citizen​

• Receive health insurance if you do not have a European 
Health Insurance Card (TSE)

ADMINISTRATIVE PROCEDURES



Step 1: YOUR SCHOOL WILL INFORM US 
ABOUT YOUR ARRIVAL:

When you start in your school, you must 
sign a document called “Hoja de 
Incorporación”.

The school will fill the form out and attach 
the incorporation document.

MONTHLY STIPEND - I

Access to the form

https://docs.google.com/forms/d/e/1FAIpQLSels1YOeSs6TRNUlGSevHiEOjvBliMwU3ptCBVQNwrCs0IMEw/viewform?usp=pp_url


Step 2: SIGN THE SPOT ACCEPTATION 
DOCUMENT

The Language Assistance Program requires you to 
officially accept your assigned spot by signing and 
attaching a document you should have received by 
email:

Access to the form

https://docs.google.com/forms/d/e/1FAIpQLScHID0d1XQKRsxhj68-VPlabUQgnI-0HdTOb1uZPqa6lsakDQ/viewform?usp=pp_url


Step 3: OPEN A BANK ACCOUNT

Required documents:
• Letter of Appointment from the Ministry
• Passport or equivalent identity document
• NIE (Foreigner Identification Number) 

Most banks in Spain request this 
Foreigner Identification Number to open a 
bank account

MONTHLY STIPEND - II



Step 4: INFORM THE MINISTRY ABOUT YOUR BANK ACCOUNT DETAILS

The account number must have this format:

TWO (2) letters: ES and 22 digits
Example: ES 76 2077 0024 0031 0257 5766

Your bank account information must be provided to the Ministry managers through the 
Profex platform as soon as possible. Instructions on how to do this should have been 

sent to you by email.

In order for you to receive your October stipend as quickly as possible, it is necessary 
for the Ministry to receive your bank details before October 15th

• It is possible that, due to the complexity of this process, the first monthly stipend may be delayed.

• Payments for each month will be made during the first 15 days of the following month.

• Do not close your Spanish bank account until after you have received your last payment.

MONTHLY STIPEND - III



• Applying for a NIE
o FOREIGNER IDENTIFICATION NUMBER.
o If you have a Visa, then you already 

have a NIE in your passport.

• Where to get it?
o At the immigration office or police 

station.

IMMIGRATION PROCEDURES - I



http://www.seat.mpr.gob.es/portal/delegaciones_gobierno/extranjeria/extranjeria_ddgg.html

IMMIGRATION PROCEDURES - II

IMPORTANT REGIONAL ADDRESSES:

Delegación del Gobierno en la Comunidad Autónoma de Andalucía

Delegación del Gobierno en la Comunidad Autónoma de Aragón

Delegación del Gobierno en la Comunidad Autónoma del Principado de Asturias

Delegación del Gobierno en la Comunidad Autónoma de las Islas Baleares

Delegación del Gobierno en la Comunidad Autónoma de las Islas Canarias

Delegación del Gobierno en la Comunidad Autónoma de Cantabria

Delegación del Gobierno en la Comunidad de Castilla-León

Delegación del Gobierno en la Comunidad Autónoma de Castilla-La Mancha

Delegación del Gobierno en la Comunidad Autónoma de Cataluña

Delegación del Gobierno en la Comunidad Autónoma Valenciana

Delegación del Gobierno en la Comunidad Autónoma de Extremadura

Delegación del Gobierno en la Comunidad Autónoma de Galicia

Delegación del Gobierno en la Comunidad Autónoma de Madrid

Delegación del Gobierno en la Comunidad Autónoma de la Región de Murcia

Delegación del Gobierno en la Comunidad Foral de Navarra

Delegación del Gobierno en la Comunidad Autónoma de País Vasco o de Euskadi

Delegación del Gobierno en la Comunidad Autónoma de La Rioja

Delegación del Gobierno en la Ciudad de Ceuta

Delegación del Gobierno en la Ciudad de Melilla

http://www.seat.mpr.gob.es/portal/delegaciones_gobierno/extranjeria/extranjeria_ddgg.html
https://www.mptfp.gob.es/portal/delegaciones_gobierno/delegaciones/andalucia/servicios/extranjeria.html
https://www.mptfp.gob.es/portal/delegaciones_gobierno/delegaciones/aragon/servicios/extranjeria.html
https://www.mptfp.gob.es/portal/delegaciones_gobierno/delegaciones/asturias/servicios/extranjeria.html
https://www.mptfp.gob.es/portal/delegaciones_gobierno/delegaciones/illesbalears/servicios/extranjeria.html
https://www.mptfp.gob.es/portal/delegaciones_gobierno/delegaciones/canarias/servicios/extranjeria.html
https://www.mptfp.gob.es/portal/delegaciones_gobierno/delegaciones/cantabria/servicios/extranjeria.html
https://www.mptfp.gob.es/portal/delegaciones_gobierno/delegaciones/castillaleon/servicios/extranjeria.html
https://www.mptfp.gob.es/portal/delegaciones_gobierno/delegaciones/castillalamancha/servicios/extranjeria.html
https://www.mptfp.gob.es/portal/delegaciones_gobierno/delegaciones/catalunya/servicios/extranjeria.html
https://www.mptfp.gob.es/portal/delegaciones_gobierno/delegaciones/comunidad_valenciana/servicios/extranjeria.html
https://www.mptfp.gob.es/portal/delegaciones_gobierno/delegaciones/extremadura/servicios/extranjeria.html
https://www.mptfp.gob.es/portal/delegaciones_gobierno/delegaciones/galicia/servicios/extranjeria.html
https://www.mptfp.gob.es/portal/delegaciones_gobierno/delegaciones/madrid/servicios/extranjeria.html
https://www.mptfp.gob.es/portal/delegaciones_gobierno/delegaciones/murcia/servicios/extranjeria.html
https://www.mptfp.gob.es/portal/delegaciones_gobierno/delegaciones/navarra/servicios/extranjeria.html
https://www.mptfp.gob.es/portal/delegaciones_gobierno/delegaciones/paisvasco/servicios/extranjeria.html
https://www.mptfp.gob.es/portal/delegaciones_gobierno/delegaciones/larioja/servicios/extranjeria.html
https://www.mptfp.gob.es/portal/delegaciones_gobierno/delegaciones/ceuta/servicios/extranjeria.html
https://www.mptfp.gob.es/portal/delegaciones_gobierno/delegaciones/melilla/servicios/extranjeria.html


IMMIGRATION PROCEDURES - III

INFORM THE MINISTRY OF YOUR NIE
• Once you have your NIE, please send 

your NIE to the Ministry through the 
Profex platform, following the 
instructions you received by e-mail. 

• You need to get your NIE before the 
end of the year in order to receive 
your monthly stipend.

INFORM YOUR BANK OF YOUR NIE
• Once you obtain your NIE, inform 

the bank immediately.​
• Ask your bank whether your 

account number will change after 
receiving your NIE.

• If your account number changes, 
modify it through Profex and 
inform the Ministry about the new 
account number using the 
following  email address: 
auxiliares.conv@educacion.gob.es

mailto:auxiliares.conv@educacion.gob.es


IF YOU ARE AN EU CITIZEN

You will receive your NIE when you request your EU REGISTRATION 
CERTIFICATE.

EU REGISTRATION CERTIFICATE - I



• Where to apply: At the immigration office or police station near 
your assigned city or town.

• How to apply: By providing the following documents and 
paying the corresponding fee:

o Original and a photocopy of your complete passport or 
identity document

o Original and a photocopy of the Letter of Appointment as
Language Assistant issued by the Ministry of Education and 
Vocational Training

o Official form (EX-18), in duplicate, fully completed and
signed

o Proof of payment of the corresponding fee

EU REGISTRATION CERTIFICATE - II



Official form EX-18, duplicated, fully completed, and signed. You may find it at:
https://extranjeros.inclusion.gob.es/ficheros/Modelos_solicitudes/mod_solicitudes

2/18-Certificado_residencia_comunitaria.pdf

IMPORTANT: Request to 
register as a student.

EU REGISTRATION CERTIFICATE - III

https://extranjeros.inclusion.gob.es/ficheros/Modelos_solicitudes/mod_solicitudes2/18-Certificado_residencia_comunitaria.pdf


Deadline

• You must apply within three months after arriving in Spain.

• For more information about official forms and 
documentation required for the EU Citizen Registration 
Certificate, see the Language Assistant Guide.

EU REGISTRATION CERTIFICATE - IV

If you have your NIE but you do not have your EU Registration Certificate, 
you are required to obtain it.



IF YOU ARE NOT AN EU CITIZEN

Even if you already have your NIE on your visa, you 
must request a FOREIGNER IDENTITY CARD (TIE) 
on which following number appears:​

FOREIGNER IDENTITY CARD - I 



• Where to apply: At the immigration office or police station near your 
assigned city or town.

• How to apply: By providing the following documents and paying the 
corresponding fee:
o Original and a photocopy of your passport with the border entry 

stamp made at the checkpoint,​ and visa.
o 3 recent color photographs with a white background​.
o Original and a photocopy of the Letter of Appointment as Language 

Assistant issued by the Ministry of Education and Vocational Training.
o Proof of payment of the corresponding fee.
o Official form (EX-17), in duplicate, fully completed and signed.

FOREIGNER IDENTITY CARD - II 



Form (EX-17)

FOREIGNER IDENTITY CARD - III

https://extranjeros.inclusion.gob.es/ficheros/Modelos
_solicitudes/mod_solicitudes2/17-Formulario_TIE.pdf

• Deadline: Within one month after entering 
Spain.

• For more information about the official forms 
and documentation required for the TIE, see 
the Language Assistant Guide.

Select: Estancia por estudios, investigación-
formación, intercambio, prácticas o voluntariado
(Study period, research-training, exchange, 
internships or volunteering.)

https://extranjeros.inclusion.gob.es/ficheros/Modelos_solicitudes/mod_solicitudes2/17-Formulario_TIE.pdf


If you have the European Health Insurance Card (EHIC)

At the health center where you request medical 
assistance, you must present:

• The European Health Insurance Card (EHIC) or a 
replacement certificate.

• A document proving the identity of the holder of 
the EHIC (passport, identity card, etc.).

HEALTH CARE - I



If you do not have the Health Insurance Card (EHIC)

• The Ministry will provide healthcare through an 
insurance policy only for those without an European 
Health Insurance Card (EHIC)​.

• To apply for insurance, you must fill out the form in 
Appendix I of the Guide. Sign it, scan it, and send it to 
auxiliares.conv@educacion.gob.es.

• The Ministry will send you a document (pdf) with your 
policy number and instructions on how to request 
medical assistance in Spain.

HEALTH CARE - II

mailto:auxiliares.conv@educacion.gob.es


ABSENCES AND LEAVES OF ABSENCE

• Your school's mentor teacher, head of studies, or principal 
should be informed of any absence and excuse as soon as 
possible.

• Your school’s management team will inform the Ministry 
or autonomous community (depending on your group) of 
unexcused absences or repeated tardiness.

• If for any unforeseen reason you need a leave of absence, 
for a maximum of one week, you must let your school 
management team know, and generate a make up plan for 
the missed classes.

ABSENCES, LEAVES OF ABSENCE 
AND OTHER MATTERS - I



IN CASE OF ILLNESS
In case of serious illness, you must inform not only your school but 
also the Ministry of Education and Vocational Training.

More information in the 
Language Assistant Guide

ABSENCES, LEAVES OF ABSENCE 
AND OTHER MATTERS - II



CRISIS OR EMERGENCY
We advise you to register at your country's consulate (See addresses at the end of 
the guide).

In case of crisis or emergency, contact:

• Your school

• The Department of Language Assistants in your autonomous community's 
Department of Education or the Provincial Office of Education if you are in Ceuta 
or Melilla

• The Office of Language Assistants of the Ministry of Education and Vocational 
Training

• The consular services of your embassy or call the consular emergency phone 
number

• Your family and close friends

ABSENCES, LEAVES OF ABSENCE 
AND OTHER MATTERS - III



ONLINE COLLABORATION

• If health conditions would stop allowing the presence of 
students in your school, you will collaborate with your 
reference teachers online by preparing didactic 
materials or through virtual classrooms.

• You will have to keep a record of the tasks carried out.

ABSENCES, LEAVES OF ABSENCE 
AND OTHER MATTERS - IV



GOOD LUCK
AND

HAVE A GOOD YEAR!

CONTACT
auxiliares.conv@educacion.gob.es 

https://www.educacionyfp.gob.es/mc/accion-exterior/inicio.html
mailto:auxiliares.conv@educacion.gob.es

