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1. Travel to Spain.

2. First steps in Spain.

3. First day at school.

4. Absence procedure.

5. Education system in Región de Murcia.

6. Role of the language assistant.

7. Guide and useful links.
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Travel to Spain

1. Passport/ ID card

2. Criminal record certificate.

3. Student’s card, if you have one.

4. Letter of Acceptance.

5. VISA

6. Two or three months expenses
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EU-CITIZENS



First steps in Spain: documents needed

- NIE (Foreigner´s Identity Number) for EU

Citizens

- Bank Certificate (with full name, NIE and

Spanish IBAN)

- Annex IV

- Annex V

EU-CITIZENS
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How to apply for the Foreign Identity card (NIE) for the FIRST TIME

1st Request an appointment online at:

https://icp.administracionelectronica.gob.es/icpplus/citar?p=30&locale=es

2. Under “Provincia Seleccionada“, select “Murcia“

EU-CITIZENS
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How to apply for the Foreign Identity card (TIE)
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How to apply for the Foreign Identity card (NIE)

● Click “Descargar impreso rellenado”

● Go to the nearest bank and pay it 

.

EU-CITIZENS
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In the Language assistants’ guide

Page 11
(see www.programaseducativos.es) 

you will find the link for the

Ex-18 form

http://www.programaseducativos.es/


3rd Check and prepare the required documents before going to your appointment:

- Proof of appointment.

- Official Letter of Appointment (original and photocopy).

- European Health Insurance card (original and photocopy), it must cover all your stay in Spain. In case you do not have 

one, you must be provided with a private healthcare insurance policy that covers hopistalization and medical specialists.

- Passport or Identity card (original and photocopy) with entry stamp, sign or control mark made at the border post.

- Receipt of the payment of 012 tax fee (model 790).

- EX18 form, Solicitud de inscripción en el Registro Central de Extranjeros y Residencia cuidadano de la UE, is 

available at any Police Station or can be downloaded at 

https://www.inclusion.gob.es/documents/410169/2156469/18-Certificado_residencia_comunitaria.pdf

EU-CITIZENS
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NON EU-CITIZENS

Apply for TIE (Tarjeta de identidad de extranjeros) for non-European citizens

First steps in Spain: documents needed

TIE document allows you to stay in Spain legally as a student in this 

programme for the same period of time as stated in your acceptance letter.

Your TIE will show your identification number NIE, your personal data, a 

photograph, your fingerprint, the validity and the reasons for your stay in 

Spain.

Your visa must contain the NIE.
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How to apply for the foreign 

identity card (TIE)

1st Request an appointment 

online at:

https://icp.administracionelectronica.gob.es/icp

plus/citar?p=30&locale=es

- Under “Provincia Seleccionada“, 

select “Murcia“.

- In the next drop-down, select

“POLICIA-TOMA DE HUELLAS 

(EXPEDICIÓN DE TARJETA) INICIAL, 

RENOVACIÓN Y DUPLICADO Y LEY.
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How to apply for the foreign 

identity card (TIE)

2nd fill the Ex17 form:

- On the next page, download and fill out 

the EX-17 form.

- https://www.inclusion.gob.es/documents/

410169/2156469/17-Formulario_TIE.pdf

- Scroll Down and ask for the Appointment 

(using Cl@ve is easier to get an 

appointment).
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https://www.inclusion.gob.es/documents/410169/2156469/17-Formulario_TIE.pdf


3rd Download and fill out the application fee form:

- Before going to your appointment, you will need to pay the 012 tax fee (model 790) in the amount of 16,08 € (September 

2025). This model is available in any Police Station and can be filled out online at 

https://sede.policia.gob.es/Tasa790_012/ImpresoRellenar.

- Fill it out with your personal data.

- Click the section labelled “TIE que documenta la primera concesión de la autorización de residencia temporal, de 

estancia o para trabajadores transfronterizos“.
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3rd Download and fill out the application fee form:

- Select to pay in cash (“en efectivo“) as payment option and leave the IBAN data blank.

- Finally, press “Enviar”, a PDF will be automatically generated that you will need to print.

- Go to the nearest bank with the printed pages and pay the fee in cash.
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4th Check and prepare the required documents before going to your appointment:

- Proof of appointment.

- EX-17 form, Solicitud de Tarjeta de Identidad de Extranjero (TIE)

- Official Letter of Appointment (original and photocopy).

- Passport (original and photocopy) with entry stamp, sign or control mark made at the border post.

- 2 recent, passport sized pictures, with white background (size 3x4 cm).

- Certificate of residency (Empadronamiento).

- Receipt of tax payment made at the bank (16,08€)

- Your private health insurance or travel health card (original and copy).

- Original and photocopy of your visa, if it is the case.
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TIE OR NIE?

TIE (Tarjeta de Identidad de Extranjeros – Card of identity for foreigners). It is 

the card.

NIE (Número de Identidad de Extranjeros – Number of identity for foreigners). It 

is the number, you may find it at TIE, visa, Certificate of EU citizen, receipt of 

applications…
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Bank account

First steps in Spain: documents needed

You need a Spanish bank account to receive your stipend.

This bank account has to be linked to your NIE number (not Passport)

You will have to upload to the App a copy of the certificate of bank account

including: full name, NIE and a Spanish IBAN and name of the bank.

IMPORTANT: before November 7th or the payment for October-November

cannot be processed in time
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Annex IV and Annex V

Documents to prepare to upload to the App ARES AUXILIARES

Consejería de Educación y Formación Profesional 
Dirección General de Recursos Humanos, Planificación Educativa e 
Innovación

https://programaseducativos.es/info-auxiliares/



SUMMARY OF DOCUMENTS TO START

1. NIE (at TIE, visa, certificate of EU citizen, oficial receipt of 

application for NIE stamped by the police).

2. Bank certificate including your full name, your NIE and a Spanish

IBAN (it is also valid the Passport number of you send your visa 

with your Passport number and your NIE).

3. Annex IV and V filled, printed, signed and uploaded to the App 

Auxiliares.
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REQUIREMENTS TO START AT SCHOOL

To start the Language Assistants Programme at your school you need to have:

- NIE / Appointment Proof for NIE (*)

- Bank account certificate

- Letter of Acceptance
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(*) If you haven’t got your NIE or Appointment Proof for NIE before

October 10th, please inform your head of studies. They must allow

you go to the Immigration even in school hours, since getting your

paperwork done has priority.
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Absence and licences.

In case of medical absence, assistants must provide a signed medical note to their school within three

days of its issue.

School Principals may grant assistants permission, FOR EXCEPTIONAL AND JUSTIFIED REASONS, for

periods of a week or less, provided that a recovery plan for those periods is agreed.

For a leave period longer than one week, your school will inform the Dirección General de Formación

Profesional e Innovación (auxiliares.conversacion@murciaeduca.es). Then our department will decide

whether to accept it or not and will notify the school.

Absecence procedure
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Colegios de Educación Infantil y Primaria - CEIPs 

Educación Infantil/

Kindergarten

1º ( 3 años)

2º (4 años)

3º  (5 años)

Educación Primaria/

Primary Education (Compulsory)

1º ( 6 años)

2º (7 años)

3º (8 años)

4º (9 años)

5º (10 años)

6º (11 años)

Education System in Región de Murcia.
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Institutos de Educación Secundaria - IES 

Educación Secundaria Obligatoria

Compulsory Secondary School

1º (12 años)

2º (13 años)

3º (14 años)

4 (15 años)

Bachillerato

High School

1º

2º

Formación Profesional Media

Middle level speficic 

Vocational Training Cycles

1º

2º

Formación Profesional Superior

Higher level specific Vocational 

Training Cycles

1º

2º
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Escuelas Oficiales de Idiomas – EOIs and their extensions 
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What you do:

1. To provide conversational practice in the foreign language.

2. To offer an authentic model of pronuntiation and grammar.

3. To share your culture with students and teachers.

4. To collaborate with teachers and create support materials.

5. To voluntarily join school activities that promote foreign language learning.
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What you don’t do:

1. To prepare lessons or plan curricula.

2. To grade students or supervise exams.

3. To be in charge of a class (you will always work with a teacher).

Please read the infographic on the language assistants’ roles at www.prograsmaseducativos.es/info-auxiliaries/
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https://programaseducativos.es/info-auxiliares/
Read the infographic on the teacher's roles


In general your role will be...

Practice conversation

Cultural contents
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Guía del Auxiliar de Conversación en la 

web del Ministerio de Educación y 

Formación Profesional

Guía del Auxiliar de Conversación de la 

Región de Murcia
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https://www.libreria.educacion.gob.es/libro/language-assistants-in-spain-guide-2024-2025_184416/
https://programaseducativos.es/wp-content/uploads/2025/09/1.-Guidelines-for-Language-Assistants-Murcia-25-26.pdf


https://www.educarm.es/home

https://programaseducativos.es/
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Questions?

auxiliares.conversacion@murciaeduca.es
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