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AUXILIARS DE CONVERSA

DIRECCIÓ GENERAL D’ ORDENACIÓ  EDUCATIVA I POLÍTICA LINGÜÍSTICA



ABOUT THE PROGRAMME

This  programme  is  established  in  collaboration  with  el 

Ministerio de Educación, Formación Profesional y Deportes, 

which  is  responsible  for  selecting  and  organising 

participants in Autonomous communities.

This programme goes from  October 1st 2025 and ends on 

May 31st 2026.

Cuota Conselleria and Cuota Ministerio.



OBJECTIVES

To promote foreign languages, in this case English, to improve 

communicative skills, but mainly oral skills will be promoted.

To support foreign language public school teachers who are carrying 

out contents using this foreign language.



To assist in the practice of the oral communicative competence of our 

students.

From the very first moment, use ONLY THE TARGET LANGUAGE with all 

your assigned students. Everywhere, any time.

Collaborate with all the teaching staff and participate in the activities.

Contribute with ideas to promote the learning of communicative abilities 

within the classroom.

Respect the educational centre’s procedures and protocols. 

Contribute with sociocultural aspects from your country of origin.

DUTIES OF LANGUAGE ASSISTANTS



OTHER ROLES AND 
RECOMMENDATIONS

Work in tandem/collaboration with the teacher in the classroom.

Depending on the educational center and following the 'Content and 

Language Integrated Learning' (CLIL) methodology, you will also 

participate in the transmission of other contents such as ‘Arts & 

Crafts’, Music or Physical Education, among others. All the subjects 

taught in the target language.

Ask your mentor for help whenever you need it.

Make  contact  with  schools  in  your  own  country  to  organise 

communication among students (penpals, classroom language, etc).



It is not up to you to deliver the main content of the class.

You can neither attend students alone nor give grammar lessons. 

You are not responsible for correcting written work or tests.

You must not correct exercises or exams alone, it must always be 

alongside the subject teacher.

You cannot assess students.

WHAT LANGUAGE ASSISTANTS 
SHOULD NOT DO

You must not be without a teacher in the classroom.



The mentor is your reference person at school.

Your mentor will tell you everything about the school’s 

organization, staff, timetable, etc.

The mentor will help you with the administrative formalities.

This role reports information and incidents monthly to the Senior 

Management Team.

CHARACTERISTICS  AND DUTIES OF 
THE MENTOR



SCHEDULES OF LANGUAGE ASSISTANTS

Direct attention to

students in the classromm

12 HOURS

Coordination 

meetings

1 HOUR

Other tasks:

Oral l inguistic support for 

teachers

Activities related to European 

programmes

Extra- curricular activities 

More direct attention to 

students or coordination

3 HOURS

16 HOURS PER WEEK

I t i s not the role of language assistants to supervise students during breaks or 

lunchtime. The schedule will be decided by the school i tself. On the f i rst few

days, i t i s recommended you only observe your school mentor giving classes, not 

teach them yourself.



DUTIES REGARDING YOUR 
TIMETABLE

We have recommended to the educational centres that your timetable 

should  be  spread  over  at  least  4  days  per  week  but  this  is  only  a 

recommendation.

Respect and fulfil your timetable.

Do not be absent without previously communicating it.

Give the Senior Management Team a medical sick note to justify your 

absence.



DAYS OFF

Any absences must be notified and justified to the Mentor 

and/or the Senior Management Team as soon as possible.

The Senior Mangement Team will notify the contact person at 

Conselleria of any unjustified absences or repeated delays.



ADMINISTRATIVE 
PROCEDURES

ONLY LANGUAGE ASSISTANTS 
“CUOTA  CONSELLERIA”



PAPERWORK

OVICE:

1. Timetable

2.Sexual Offences Record from your local authorities or from the 

Ministry of Justice in Spain (obviously with no previous offences).

3.NIE / TIE (copy)

4.Bank certificate (open a Spanish bank account) 

5.‘Declaración Responsable’ signed for the payment

6.‘Modelo de Domiciliación bancaria’ fill in and sign it

•Don’t send anything by e-mail. (give it to your mentor)

•You do not have to communicate anything to the Ministry of Education in Madrid.



https://sede.mjusticia.gob.es/es/tra 
mites/certificado-registro-central

Bring it from you home country

Renewing people have to ask it for it here, in Spain 

(in person or online):

SEXUAL OFFENSES NEGATIVE RECORD



ADMINISTRATIVE PROCEDURES 
PRINCIPAL + MENTOR

Step number 1: Real date of arrival + mentor’s name + timetable + Sexual 

Offences Record (with no offenses at all).

Step number 2: Bank details and the following documents:

PROPER: FASTER WAY TO DO IT

NIE / TIE photocopy

Declaración responsable(Annex II) 

Proper receipt

WITHOUT PROPER:

Domiciliación Bancaria 

Bank certificate

NIE

Declaración responsable(Annex II)

Step number 3: Favorable monthly report. COMPULSORY. 

Unexcused absences entail a reduction

Step number 4: Renewal procedure



NIE

FOREIGNERS IDENTIFICATION NUMBER. NIE is NOT the passport number 

NIE: essential to receive the grant

If you have a VISA you have a NIE. If your NIE is not in the visa, contact the 

consulate where you got it. Every visa has a NIE linked to it.



LA from the European Union
When applying for a NIE, you will receive a (green) CITIZEN REGISTRATION CERTIFICATE and it 

should be applied  for as a student. Once you arrive to Spain, you have 3 months  to apply for this 

certificate.

How to apply for it?: Pay the corresponding fee and 

provide the following documents:

-Spanish Residency Certificate 

(EMPADRONAMIENTO).

-Original and photocopy of the passport or ID card.

-Original and photocopy of the ‘carta de 

nombramiento’.

-2 photocopies of the printed official model (EX-18) 

completed and signed.

-Proof of the payment of the corresponding fee. 

(Model 790 cod 012).



OUTSIDE OF THE EU LA
Even if you already have a NIE on your VISA, you need a TIE (TARJETA DE IDENTIDAD DEL 

EXTRANJERO), to be able to keep your bank account opened and to legalise your situation in 

Spain.

Once you arrive to Spain, you will have 90 days to get it since your arrival to the country. 

You will need you Spanish Residency Certificate (certificado de empadronamiento)

How  to  apply  for  it?:  Pay  the  corresponding  fee  and 

provide the following documents:

-Spanish Residency Certificate (EMPADRONAMIENTO)

·Original and photocopy of the passport with the entry 

stamp or the control mark within the VISA.

·3 recent passport size colour photographs with a white 

background.

·Original and photocopy of the ‘carta de nombramiento’.

·2 copies of the printed official model (EX-17) completed 

and signed.

·Proof of the payment of the corresponding fee (Model 790 

cod 012).



SOME EXAMPLES INCLUDING THE NIE



BANK ACCOUNT

Account number: ES + 22 numbers

Ex of an IBAN: ES76 2077 0024 0031 0257 5766

You need a Bank certificate which must include the following information:

•Bank details (signed certificate by the bank)

•IBAN (bank account information = ES + 22 numbers)

•Your name and surname

•Your NIE

VERY IMPORTANT! Make sure the IBAN details correspond with the

information entered on OVICE platform and that these correspond also to the 

details written on the document called “Domiciliación Bancaria”.



https://www.gva.es/es/inicio/procedimientos?id_proc=22648

PROPER PROCEDURE

https://www.gva.es/es/inicio/procedimientos?id_proc=22648
https://www.gva.es/es/inicio/procedimientos?id_proc=22648
https://www.gva.es/es/inicio/procedimientos?id_proc=22648


PROPER PROCEDURE

To access Proper, you need two kinds of digital certificates



https://youtu.be/WJwCKMAw50k

Fábrica Nacional  de 
Moneda  y Timbre

https://www.sede.fnmt.gob.es/certificados/persona-fisica

DIGITAL CERTIFICATE

http://www.sede.fnmt.gob.es/certificados/persona-fisica
http://www.sede.fnmt.gob.es/certificados/persona-fisica
http://www.sede.fnmt.gob.es/certificados/persona-fisica


DIGITAL CERTIFICATE

www.accv.es

Agencia de Tecnología y Certificación Electrónica

963866014

http://www.accv.es/


PROPER PROCEDURE



PROPER PROCEDURE



PROPER PROCEDURE



Download the proof of Proper and upload it to OVICE

PROPER PROCEDURE



PROPER PROCEDURE ONTO OVICE



PROCEDURES OF OVICE



DOMICIL IACIÓN  BANCAR IA

https://ceice.gva.es/documents/162640785/0/Model_domiciliacio_bancariaV1%2B%282%29.pdf/79abb90d-cba9-5402-5e18-cf27aab5195f?t=1728381998115


DOMICIL IACIÓN  BANCAR IA

https://ceice.gva.es/documents/162640785/0/Model_domiciliacio_bancariaV1%2B%282%29.pdf/79abb90d-cba9-5402-5e18-cf27aab5195f?t=1728381998115


DOMICIL IACIÓN  BANCAR IA

https://ceice.gva.es/documents/162640785/0/Model_domiciliacio_bancariaV1%2B%282%29.pdf/79abb90d-cba9-5402-5e18-cf27aab5195f?t=1728381998115


ANNEX II



GRANT PAYMENT

Grant payment:

It will be paid monthly in arrears (that means that you will be 

paid the next month).

First payment:

Conditioned by the delivery of all documentation onto OVICE 

platform.

Try to have all the documents as soon as possible.

Without favorable monthly report, payment will not be 

received.



OVICE PROCEDURES

Monthly follow-up is required 
for obtaining the payment

Payment will be linked to the OVICE follow-up procedure. If this 

procedure is not carried out, the payment will NOT be received.

The follow-up must be taken between the 25th and the 28th 

of each month.

It is compulsory to communicate unexcused absenses and resignations.



WEBSITE

https://ceice.gva.es/es/web/ensenanzas-en-lenguas/auxiliares-de-conversacion


VERY IMPORTANT PROCEDURES 
THROUGH THE YEAR

APPLICATION

TO HAVE A LANGUAGE 
ASSISTANT 

(FOR CENTRES) 

RENEWAL/NEW 
APPLICATION FOR 

LANGUAGE 
ASSISTANT ROLE  

RENEWAL 
APPLICATION FORM 

PROCEDURE TO OBTAIN A LANGUAGE ASSISTANT IN A CENTRE

(MARCH-APRIL) (FEBRUARY-MARCH) (APRIL-MAY)

(FOR CENTRES)

https://dogv.gva.es/es/resultat-dogv?signatura=2025/23089
https://www.educacionfpydeportes.gob.es/servicios-al-ciudadano/catalogo/general/99/998188/ficha/998188-2025.html
https://ovice.gva.es/oficina_tactica/#/tramita/10007/10006


Always take your NIE /TIE and the health card to your doctor’s appointment.

All language assistants are insured from the 1st of October till the 31st of May.

Health insurance: ASISA

Repatriation insurance and Civil liability: EVEREST

HEALTH, REPATRIATION AND 

CIVIL LIABILITY INSURANCES

The language assistant will receive a portfolio of services to their email

with the instructions to download the app of ASISA. If you do not receive

this, please contact: auxiliaresvalencia@asisa.es

mailto:auxiliaresvalencia@asisa.es
mailto:auxiliaresvalencia@asisa.es
mailto:auxiliaresvalencia@asisa.es


HEALTH INSURANCE-ASISA: 91 200 02 00 (from Monday to Friday,

from 9am til 7pm, English service). Emergency calls 24h - 900 900 118

Customer service of ASISA 24h - 900 10 10 21

General queries: auxiliaresvalencia@asisa.es

REPATRIATION AND CIVIL LIABILITY-EVEREST: cristina.zambudio@asterra.es

HEALTH, REPATRIATION AND 

CIVIL LIABILITY INSURANCES

mailto:auxiliaresvalencia@asisa.es
mailto:auxiliaresvalencia@asisa.es
mailto:auxiliaresvalencia@asisa.es


CONTACT

e-mail contact for general enquiries: 

auxiliars@gva.es

Urgent situations:

961 970 709

961 970 160

961 970 965

mailto:auxiliars@gva.es


We wish you 
all the best!

Thank you very much for your attention
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