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WELCOME!!
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FACULTY OF LAW. INTERNATIONAL TEAM

Each Comillas School/Faculty has its own International Office. The staff in each faculty-level International Office 

will take care of your enrolment, documents or certificates and orientation before, during and after your mobility 

with us.

International team at the Faculty of Law (Calle Alberto Aguilera, 23. East wing, 2nd floor, next to the 

Dean’s Office, known as “Decanato” in Spanish):

Prof. Dr. José Luis Rey Pérez

Vice Dean for Research, International, Institutional and Economic Affairs

jlrey@comillas.edu

Prof. Dr. Jorge Alexander Portocarrero Quispe

Academic Advisor 

japortocarrero@icade.comillas.edu

Ms. Esther de Santos Biezma

International Exchange Coordinator – Dean’s Office, 2nd floor

internacional.der@comillas.edu

Ms. Julia Meijide Latorre

International Officer – Dean’s Office, 2nd floor

internacional.der@comillas.edu

mailto:jlrey@comillas.edu
mailto:japortocarrero@icade.comillas.edu
mailto:internacional.der@comillas.edu
mailto:internacional.der@comillas.edu
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FACULTY OF LAW. ACADEMIC OFFER (UG)

E-1 JGP Degree in Law (Joint Global Program)

E-3 Double Degree in Law & Business

Administration and Management

E-3 Analytics Double Degree in Law & Business

Analytics

E-5 RR.II. Double Degree in Law& International

Relations

E-5 FIPE Double Degree in Law& Philosophy, 

Economics and Politics

• You can mix courses from different undergraduate degree 

programs and years (mainly 4th and 5th year courses).

• A Bachelor's Degree in Spain usually requires a minimum of four

years full-time study (five years for Double Degrees).
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TEACHING METHOD, CLASSES AND EXAMS AT 

COMILLAS

• Teaching system: 100% face-to-face (both classes and exams).

• Face masks are optional on campus.

• Spaces and situations where face masks would be recommended: symptomatic people in 

shared/public spaces.

• Spaces where face masks are mandatory due to a spike in cases of flu, Covid-19 and 

other respiratory illnesses: In hospital emergencies or primary care centres, including 

the waiting room.

• If you experience COVID-19 related symptoms or have been a close contact with someone 

who has tested positive for COVID-19, you are still allowed to attend your classes, but 

please wear a face mask. Please be cautious, limit going out of the home and contact 

health professionals for testing and treatment. 

• Absences due to COVID-19 will be handled similarly to absences due to other health-

related issues. You should contact your professors to discuss how you can stay up to date 

in your courses.

• If you have symptoms, seek emergency medical attention or phone 112. COVID tests 

available at pharmacies. Madrid COVID-19 Information Number: +34 900 102 112.

https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html


Academic calendar 2023-2024

Spring / Second Semester / SEM 2: 

• Compulsory Orientation sessions: 11th January 2024. 

• Classes: 15th January – 26th April 2024. 

• Exams period (first attempt): 

• Second semester: 29th April – 22nd May 2024.

• Extraordinary exam period (resit**): 10th June – 28th June 2024.

**Only if you fail a course either in fall or spring semester. Ask your home 

coordinator if you have to do the resit at Comillas or they offer you another option.

Distance exams are not allowed. Examination timetables will be available in 

late March. Do not plan your travel back before your last exam, no exception 

will be made. 

TRANSCRIPTS OF RECORDS: at the end of each exam session, we will send 

the official Transcript of Records to your home coordinators by email. Dates: 

Autumn Semester: February. Spring semester: June. Resit exam: July.

Faculty of Law. International Team

ACADEMIC CALENDAR. EXAMS

https://sp.upcomillas.es/centros/facultades/derecho/Paginas/default.aspx?RootFolder=%2Fcentros%2Ffacultades%2Fderecho%2FDocumentosDerecho%2FRELACIONES%20INTERNACIONALES%20%28GRADO%29%2FIncoming%20Students%2FCalendario%20Acad%C3%A9mico%20%2D%20Academic%20Calendar&FolderCTID=0x012000A72D11AF23B5574AB1748F95BB9ADD79&View=%7b7DC93079-1448-41AF-94FC-04AE82983581%7d
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KEY INFORMATION FOR EXCHANGE STUDENTS

Read it carefully!

Written in English and in 

Spanish!

Spanish Grading System (5-10)

Make sure you identify the 

student representative/delegate 

or “delegado de clase” for each 

course. Ask him/her to add you 

to their Whatsapp group.
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STEPS FOR OFFICIAL ENROLMENT

Phase II

• Courses Pre-Registration: 4th to 18th December 2023:

✓Add your preferred list of courses

✓Check your provisional course schedule on “see schedule”. Avoid timetable 
clashes! 

✓Courses confirmation (waiting list): By the 22nd December 2023

Phases II & 
III

• Official Enrolment* / Add&Drop Period: 15th – 31st January 2024:

✓Change your course selection, if you need it. Avoid timetable clashes! 

✓Complete the required data and upload a copy of your private health
insurance or your EHIC card 

Phase IV

• Official Enrolment. Online Application Submission: 15th – 31st January 2024:

✓Click on Phase IV: "Online submission of your application”.

✓Enter the code received in your Comillas email account. Click on “sign 
application”. 

✓No changes will be allowed after submitting your phase IV by 31st January 
(except deleting courses with your University authorisation by 15th February).

* Link to the online application: enter your Comillas username and password (received by email). 

http://www.comillas.edu/intercambio/entrante


General considerations:

• TIMETABLES: subject to changes. Check your phase II regularly and your Comillas email for any update.

• Maximum 36 ECTS per semester (including the Spanish language course). You can mix courses from different 

years (4th or 5th) and degrees within the Faculty of Law. 

• No minimum number of ECTS. Consult with your home coordinator at your University.

• ATTENDANCE IS COMPULSORY (maximum 20% absence).

• Provisional access to all your approved courses on Moodle before enrolment.

• Comillas Law Faculty. Course Catalogue for Exchange Students. Click on the course titles to read the syllabus of each 

course (check the pre‐requisites)

• Diploma in Legal Studies in Spain  (OPTIONAL, minimum 20 ECTS from the list. Fee: 40€ + shipping fees). If you are 

interested in registering for this diploma, please select it in your Phase II during the enrolment period by 31st January 

(see screenshot below): “Solicito la inscripción en el Diploma en Legal Studies in Spain.”
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STEPS FOR OFFICIAL ENROLMENT

https://sp.upcomillas.es/centros/facultades/derecho/Paginas/default.aspx?RootFolder=%2Fcentros%2Ffacultades%2Fderecho%2FDocumentosDerecho%2FRELACIONES%20INTERNACIONALES%20%28GRADO%29%2FIncoming%20Students%2FCourses&FolderCTID=0x012000A72D11AF23B5574AB1748F95BB9ADD79&View=%7b7DC93079-1448-41AF-94FC-04AE82983581%7d
https://sp.upcomillas.es/centros/facultades/derecho/Paginas/default.aspx?RootFolder=%2Fcentros%2Ffacultades%2Fderecho%2FDocumentosDerecho%2FRELACIONES%20INTERNACIONALES%20%28GRADO%29%2FIncoming%20Students%2FCourses&FolderCTID=0x012000A72D11AF23B5574AB1748F95BB9ADD79&View=%7b7DC93079-1448-41AF-94FC-04AE82983581%7d
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STEPS FOR OFFICIAL ENROLMENT

*Phase IV will not be available until you complete Phase III

Step-by-step guide available here

Official Enrolment

https://sp.upcomillas.es/centros/facultades/derecho/Paginas/default.aspx?RootFolder=%2Fcentros%2Ffacultades%2Fderecho%2FDocumentosDerecho%2FRELACIONES%20INTERNACIONALES%20%28GRADO%29%2FIncoming%20Students%2FCourses&FolderCTID=0x012000A72D11AF23B5574AB1748F95BB9ADD79&View=%7b7DC93079-1448-41AF-94FC-04AE82983581%7d


Courses Pre-registration/Selection (Phase II): Click on “see schedule”. 

Sample of your provisional course schedule once you have added your courses. Avoid timetable 

clashes!
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STEPS FOR OFFICIAL ENROLMENT

Room: E-302. “E” = East Wing. 3… = 3rd floor. / “O” = West Wing.

Name of the professor.

Link to the Campus map.

IMPORTANT. TIMETABLE CHANGE:
Comparative Contract Law and International Contracts: 
From 15th January until 21st February: Wednesday, 16:30 - 18:30. Room: E-302
From 28th February until the end of the semester: Wednesday, 18:30 - 20:30. 
Room: E-302

https://sp.upcomillas.es/centros/facultades/derecho/Paginas/default.aspx?RootFolder=/centros/facultades/derecho/DocumentosDerecho/RELACIONES%20INTERNACIONALES/Incoming%20Students/Building%20(maps%20and%20access)&FolderCTID=0x012000A72D11AF23B5574AB1748F95BB9ADD79&View=%7b7DC93079-1448-41AF-94FC-04AE82983581%7d


Spanish language course for exchange students (6 ECTS): 

• Compulsory online level test (before 21st December). Level, timetable and classroom notified by email (to your Comillas email 

address).

• If you took the level test, this course will be automatically added to your online selection (phase II). If you do NOT want the 

course “Spanish”  to appear on your transcript/you do not need the credits, delete it from your Phase II (add&drop

period). 

• Schedule: From 2:30 to 4:00pm twice a week. Monday & Wednesday or Tuesday & Thursday.

• Classes will start during the week of the 15th January depending on your level.

• Contact email: info.idiomas@comillas.edu

Other language courses: You will need to take a level test and check availability.

Cultural activities: register in the activity at the Cultural Activities department (in Spanish ‘Unidad de Arte y Estética, 

Comillas Arte’), then inform us so that we can add it to your phase II (‘Cultural Elective’). You can only obtain  2, 4 or 6 ECTS for 

Cultural Activities. If you sign up for an activity, please send us a confirmation email by 31st January to add it to your 

enrolment (phase II): internacional.der@comillas.edu

Faculty of Law. International Team

STEPS FOR OFFICIAL ENROLMENT

mailto:info.idiomas@comillas.edu
https://www.comillas.edu/comillas-arte
mailto:internacional.der@comillas.edu


To access the university website search www.comillas.edu

To access the academic resources, please click in the locker 
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INTRANET / MOODLE / BLACKBOARD

To access 

Moodle, 

please click 

on the blue 

"M" and enter 

your Comillas 

e-mail and 

password.

http://www.comillas.edu/


Download it and get your ONLINE student ID!

Advantages:

• Check your timetable;

• Check your marks;

• Show your online student ID card;

• Printing service on campus.
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COMILLAS APP / STUDENT ID CARD

https://www.comillas.edu/app/
https://play.google.com/store/apps/details?id=net.universia.ucomillas&hl=es
https://apps.apple.com/us/app/ucomillas-pontificia-comillas/id1241906308


Link to our section for incoming students
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ONLINE SPACE FOR EXCHANGE STUDENTS. FACULTY OF LAW

Check the Comillas IT services! Doble factor con MS 

Authenticator. STIC

https://www.comillas.edu/icade/facultad-de-derecho/incoming-derecho/
https://sp.upcomillas.es/centros/facultades/derecho/DocumentosDerecho/RELACIONES%20INTERNACIONALES%20(GRADO)/Incoming%20Students/IT%20services%20(Moodle,%20Intranet)/Doble%20factor%20con%20MS%20Authenticator.%20STIC.pdf


Attention to Diversity Unit (“Comillas Contigo”): This department runs a disability 

support program (academic adjustments). Contacts: contigo@comillas.edu

Cultural Activities (“Comillas Arte”): trips and cultural experiences (debates, theatre, 

visual arts, music, etc.) that help you integrate into life at Comillas. Website. Contact: 

arte@comillas.edu

Sports Unit (ground floor): You can also sign up for the gym or pre-register on the 

Sports website, with the new app “My Fitness App”. E-mail: deporte@comillas.edu / 

Website

UNITY (ICADE International Students Association):

https://www.facebook.com/comillas.unity/

Library: 

ICAI building (Calle Alberto Aguilera, 25), 5th floor (online student card for registration).

Faculty of Law. International Team

STUDENT SERVICES ON CAMPUS

https://www.comillas.edu/comillas-contigo/
https://www.comillas.edu/comillas-contigo/
mailto:contigo@comillas.edu
https://www.comillas.edu/comillas-arte
mailto:arte@comillas.edu
mailto:deporte@comillas.edu
https://www.comillas.edu/es/deportes
https://www.facebook.com/comillas.unity/
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STUDENT SERVICES ON CAMPUS
Attention to Diversity Unit (Disabilities, learning support, adjustments/accommodations).
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STUDENT SERVICES ON CAMPUS

Read it carefully!

Written in English 

and in Spanish!

Information in 

Spanish

https://view.genial.ly/6524eea988869600119b01c5


❑Compulsory Orientation Sessions: attend our welcome sessions in January;

❑Certificate of arrival: If your home institution requires a confirmation of arrival, please come to 

the Law Faculty with your form to get it signed;

❑Official Enrolment (Phases I, II, III and IV): You have to submit your whole application; 

Deadline: 31st January.

❑Health Insurance: Exchange students must have comprehensive health and liability insurance 

before their arrival, and valid for the entire period of their stay in Spain. You must upload proof of 

your insurance upon arrival.

❑Changes to the E+ Learning Agreement (LA): If you wish to make any changes to your LA, 

please contact the Mobility Coordinator at your home university. Then bring the signed document 

to the Faculty of Law to get our signature too.

❑Search accommodation in Madrid.

❑Transportation: Order your monthly pass card “abono joven” (metro, buses, trains). 8€.

❑Healthcare in Madrid. Locate your closest healthcare centre (“centro de salud”) in Madrid. 

Dentist in Madrid (English speaking). Private insurance: HM hospital or Quirónsalud.

❑Required legal procedures upon arrival (NIE, TIE).

Faculty of Law. International Team

CHECKLIST UPON ARRIVAL

https://www.citylifemadrid.com/madrid-neighborhoods/
https://www.citylifemadrid.com/getting-around-madrid-public-transport/#2-how-to-get-your-personal-public-transport-card
https://www.citylifemadrid.com/healthcare-in-spain/
https://centrossanitarios.sanidadmadrid.org/
https://www.citylifemadrid.com/healthcare-in-spain/
https://www.comillas.edu/en/international-relations-service/formalities-foreigners-student


EU Students:
Stay longer than 3 months: you must register at the Registro Central de Extranjeros (NIE) within three 

months from the date of entry into Spain. Further information here CITYLIFE: Check also the following link. 

Non-EU Students:

Non-UE students coming to Comillas WITH student visa: 

• Stay less than 6 months: for 180-day stays/visa, you should not perform any procedure.

• CITYLIFE: Check also the following link. 

Non-UE students coming to Comillas WITHOUT the necessary student visa:

• Authorization of Stay for Study Purposes (for stays over 3 months): students without the necessary visa, 

who are allowed to enter in Spain with his/her passport, must apply for an initial student authorization from 

Spain within the first 50 days from the arrival date. Link to the application and instructions (in Spanish)

• For further information: informacionextranjeria.madrid@correo.gob.es

• If you need some support, send an email to info@citylifemadrid.com (FREE email consultation with a group of 

lawyers).

*Non-EU students coming from Universities in EU countries. If you have a residence permit for studies in 

another EU country, you do not need to apply for a visa. But you will have to submit some documents before your 

arrival (deadline: 30 days). Please contact us for further information (internacional.der@comillas.edu )

Faculty of Law. International Team

IMMIGRATION

https://www.comillas.edu/en/tramites-para-alumnos-extranjeros/
https://www.citylifemadrid.com/spain-immigration-guide/
https://www.citylifemadrid.com/spain-immigration-guide/
https://sp.upcomillas.es/centros/facultades/derecho/Paginas/default.aspx?RootFolder=%2Fcentros%2Ffacultades%2Fderecho%2FDocumentosDerecho%2FRELACIONES%20INTERNACIONALES%20%28GRADO%29%2FIncoming%20Students%2FTIE%20%2D%20NIE&FolderCTID=0x012000A72D11AF23B5574AB1748F95BB9ADD79&View=%7b7DC93079-1448-41AF-94FC-04AE82983581%7d
mailto:informacionextranjeria.madrid@correo.gob.es
mailto:info@citylifemadrid.com
mailto:internacional.der@comillas.edu
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IMMIGRATION

Source: Citylife

https://www.citylifemadrid.com/spain-immigration-guide/
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INTERNATIONAL OFFICE. SUPPORT

If you have any questions, please contact us at the Faculty of Law (known as “ICADE”). 

Location: Alberto Aguilera, 23 (East Wing, 2nd floor): internacional.der@comillas.edu 

Office hours: 

• Monday to Thursday: from 9:00 to 14:00 /15:00 to 16.30.

• Friday: from 9:00 to 13:30.

Link to our online International Student Orientation Package created by our Central 

International Relations Service Team (known as “SRI”).

We are here 

to help you!

mailto:internacional.der@comillas.edu
https://www.comillas.edu/en/estudiantes-recibidos-incoming/


11:45 –12:30 Student Services Fair & Chocolate Break. 

Location: O-107, O-108, O-109. Calle Alberto Aguilera, 23

12:30 – 1:30p.m Specific Social Activity for Law Exchange Students.

Location: Conferences Room (in Spanish “Sala de Conferencias”). Faculty of Law, 

ICADE. Calle Alberto Aguilera, 23

• You will be divided into groups.

• Get the list of questions/activities and a campus map.

• You have to come back to the meeting point by 1.30pm to hand in your answers.

• We will send an email to the winners on Friday!

3:00 – 4:00p.m.–Walking Tour. Meeting Point: Plaza Isabel II, Ópera (please sign 

up via the online form circulated by email).

Faculty of Law. International Team

GHYMKANA (QUIZ)



ENJOY YOUR STAY!!

Faculty of Law. International Team
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