Emergency situation action manual for incoming
international students
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Introduction
In keeping with our international vocation, the International Relations and Cooperation
Service of Universidad Carlos III de Madrid, in collaboration with the Labor Risk Prevention
Service, have prepared this Emergency Situation Action Manual for international exchange
students (henceforth IES).
One of the main reasons IES select where they will carry out their studies is the country’s
safety. Spain is among the countries with the lowest crime rates in Europe (43.2 criminal
infractions per 1000 inhabitants, whereas the European average is 64.9. In Madrid, the rate
is 60.6 according to 2016 figures from the Ministry of the Interior). Nonetheless, risks are
more pronounced in the bigger cities. Knowing how to anticipate these risky situations could
prevent more than one unnecessary scare.
At present, 20% of all students at UC3M are international. That is why we have prepared this
manual, to provide information on certain situations the IES may have to face during their
stay at the university. While it is true that accidents cannot be foreseen, their effects can be
reduced if we know how to act at every minute. The objective of this manual is to set out
general action guidelines when faced with the most common emergency situations.
The specifics of each situation make it complicated to apply the recommendations in this
manual literally. They must be interpreted, adapted and applied according to the situation
that comes up. However, by reading them, we will know how to handle emergencies
effectively and in an organized way, avoiding stressful situations and saving significant
resources. Additionally, we can turn to these pages to keep a situation under control and
avoid improvised actions.
We hope this manual will not have to be put to use, but should the case arise, we hope it is
of great help to our IES.
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1.-General recommendations for incoming students
In your first weeks in Spain, and to make acting in the event of possible emergency situations
easier, we recommend that incoming IES:
1. Leave a copy of your national ID with someone in your native country who you can
contact to avoid problems if the original is lost or stolen.
2. Carry your scanned passport in your cell phone and leave the original at your
residence in Spain.

3. Register at your home country’s embassy or consulate upon arrival in Spain. Check
this directory to find information on yours.

4. Provide the UC3M International Office with emergency contacts (name, telephone
number and address), both in Spain and in your native country.

5. Be aware that there are two emergency telephone numbers available 24 hours a day,
365 days a year.

THROUGHOUT THE
EUROPEAN UNION

112
AT UC3M

91 624 9999
2.- Emergencies or crisis situations
Crisis situations may arise both on and off the University campus, requiring totally different
approaches to what you should do.

2.1 Emergencies or crisis situations on UC3M campuses
The University’s Labor Risk Prevention service provides an open access public information
website for the entire university community (objectives, organization, instruction manual
and health and safety guidelines, etc.).
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Emergency website

Additionally, the International Office on each campus can help you when you are faced with
any emergency situation:
International Office on Getafe Campus

Building 8 (Dean’s Office/Rectorado), office 8.0.21
C/ Madrid, 126, 28903 Getafe (Madrid)
incoming@uc3m.es, Telephone number (+34) 91 624 95 50
General hours: from Monday to Thursday: from 11:30am to 2:00pm and
from 4:00pm to 6:00pm
Friday: from 11:30am to 2:00pm
International Office on Leganés Campus

Building 2 (Sabatini), office 2.0.D11
Avda. Universidad, 30, 28911 Leganés (Madrid)
internationaleps@uc3m.es, Telephone number (+34) 91 624 59 28
General hours: from Monday to Thursday: from 9:00am to 6:00pm and
Friday: from 9:00am to 3:00pm
The University also has a number of international student associations which can provide
information and support to incoming IES:
Erasmus Student Network ESN UC3M: https://www.esnuc3m.org/
BEST: http://www.bestuc3m.es/
Chinese student association: https://www.aecuc3m.com/
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2.1.1 Types of emergencies or crisis situations:
1. Need for psychological support: Arriving at a university in a new country and in different
surroundings is a change international students must face. On occasions this situation may
generate anxiety or worry which require specialized help.
The Psychological and Educational Psychology Guidance Service of UC3M assists students
to successfully overcome any difficulties or problems they may encounter throughout their
time at the university. Different self-help resources based on student interests are also
available.
A student may request a personal appointment with a psychologist for counseling and
assistance. Additionally, courses and workshops to improve students’ abilities are organized
throughout the school year.
Location:
Getafe Campus: Services Building (building no. 2). Ground floor.
Leganés Campus: Betancourt Building (building no. 1). Office 1.0.I.02C
The first appointment is free of charge and may be scheduled by calling 91 8561219, or by
going in person to the Information Center on campus:
To make a second appointment with the psychologist and to see him/her as many times as
needed during the course requires a single payment of 25€. This can be done in person at
the center or through the following link:
Registration to receive psychological/educational psychology counseling
Check the Psychological and Educational Psychology Guidance Service of UC3M webpage for
their office hours.
2. Emergency due to illness or accident. The University has a Health Center on the Getafe
and Leganés campuses where international students can go on certain occasions, such as
emergency situations, minor accidents, etc.
Check the UC3M Health Center webpage
GETAFE CAMPUS
Location: Building no. 10 (Campomanes Building) Office 10.0.23B
Telephone number: 91 624 93 93
Hours: From 8:30am to 12:00pm from Monday to Friday
LEGANÉS CAMPUS
Location: Building no. 2 (Sabatini Building) Local 2.0.A10
Telephone number: 91 624 59 59
Hours: From 12:30pm to 4:00pm from Monday to Friday
Nevertheless, as a general rule, in case of illness or when there is an emergency off campus,
international students should go to medical centers or hospitals.
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a) STUDENTS WHO HAVE A EUROPEAN HEALTH CARD

These students may go to any public health center or hospital.
The public health centers closest to the campuses are:

Getafe Campus (School of Social Science and Law, and of Humanities)

Health center (C.S.)

Address

Telephone number

C.S. Las Margaritas

C/de Magallanes, 6

91 682 22 62 / 22 94

C.S. Sánchez Morate

Calle Huelva (unnumbered) (behind the Sport
Center)

91 683 25 26 / 27 54

Leganés Campus (School of Engineering)

C.S. Santa Isabel

C.S. Dr. Mediguchía
Carriche

C/ Santa Isabel la Católica, Esq. C/ Velasco (in

91 693 12 12

the city center)
Plaza de la Comunidad de Madrid
(unnumbered) (next to the the “Cubierta”

91 688 09 33

event center)

C.S. Maria Jesús Hereza-

C/ Jesús Miguel Haddad Blanco 2, on the

Cuéllar

corner of Avd. del Mediterráneo

91 680 46 61

Puerta de Toledo Campus (Center for Postgraduate Studies)
C.S. Paseo Imperial
C.S. Lavapiés

C/ de Toledo 180, Madrid

91 364 07 62

C/ de Embajadores 41, Madrid

91 527 27 45
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The public hospitals closest to the campuses are:
Getafe Campus
Hospital

Address

Telephone number

UNIVERSITARIO DE
GETAFE

Ctra. de Toledo, Km 12,500

91 683 9360

Leganés Campus
SEVERO OCHOA

Avda. Orellana s/n

91 481 8000

Puerta de Toledo Campus
CLÍNICO in MONCLOA

Av. de Valladolid, 83. Madrid

91 595 70 00

B) STUDENTS WHO HAVE PRIVATE INSURANCE
Those students who have private insurance should go to the center designated by their
insurance. Alternately, they may go to any public health center or hospital where they
will be given a bill and where they must pay any medical expenses.
3. Access to medication
Students who must undergo medical treatment while they are in our country are advised to
bring sufficient medication to cover the length of their stay.

4. Emergency due to assault, robbery or aggression
If you are the victim of an assault, robbery or aggression on campus, do not hesitate to go
to Campus Security, or contact them by telephone:
Emergency telephone number: 91 624 9999
Campus security telephone number:
Getafe Campus: 91 624 9812
Leganés Campus: 91 624 9488
Puerta de Toledo Campus: 91 624 9999
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If you feel you are being subjected to sexual harassment, or situations that could lead to it,
be aware that at UC3M there is an Action Protocol, which guarantees confidentiality at all
times.
On the following webpage you may consult the action procedure and a model of the written
complaint that should be submitted
http://www.uc3m.es/ss/Satellite/Igualdad/es/TextoMixta/1371221512979/
5. Emergency in the event of fire
If you detect a fire, clear the area as quickly as possible, closing doors and windows if the
scale of the fire allows. Then inform about the emergency by:
1. Fire alarms located in every building
2. Telephone, calling 91 624 99 99
3. If you are unable to get through to the emergency extension, call 112

6. Emergency in the event of a bomb threat
If the university alerts that there is a bomb threat or you see a suspicious object on
campus, you should contact the following services.

EMERGENCIES: 91 624 99 99
Getafe Campus: 91 624 9812
Leganés Campus: 91 624 9488

Puerta de Toledo Campus: 91 624 9999

7. In the event of an evacuation
If you hear the evacuation signal, which consists of:
• A continuous siren, and/or
• Communication over the loudspeakers.
Follow these instructions:
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• Evacuate all buildings.
• Keep calm and do not stop at the exits.
• Use the established evacuation routes.
• Do not use the elevators.
• Do not go back.
• Do not stop at the exits.
• If you are surrounded by smoke, get down and crawl.
• Close doors behind you.
• Once you are outside, move away from the buildings.
• Follow instructions of emergency personnel.
• It is totally forbidden to enter parking areas to take out cars.

2.2 Emergencies or crisis situations off UC3M campuses
Situations that somehow endanger international students can also arise off campus, and
often the only contact they have is the University.

2.2.1 Emergency due to illness or accident
Where to go in the event of illness or an accident
A) STUDENTS WHO HAVE A EUROPEAN HEALTH CARD
They can go to any center pertaining to the Social Security system. Normally it would
be the one closest to their residence in Spain, but if it is an emergency, then they
should go to the closest one.
You can locate the closest medical center or hospital on the following website:
http://centrossanitarios.sanidadmadrid.org/
B) STUDENTS WHO HAVE PRIVATE INSURANCE
Those students who have private insurance should go to the center designated by their
insurance. Alternately, they may go to any public health center or hospital where they
will be issued a bill and where they must pay any medical expenses.
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2.2.2 Emergency due to assault, robbery or aggression
You should go to the police station nearest the incident or request help from the first local
or national police officer you see.
The police have a service, Foreign Tourist Attention Service (SATE), located at Calle
Leganitos, no.19 in Madrid. The opening hours are from 9:00 to midnight every day of the
year.
Further information https://www.policia.es/denunweb/serv_at_ext.html
There are also police stations where you can be helped in English or that are accessible for
people with reduced mobility.
Further information
https://www.policia.es/denunweb/denuncias_provincia.php?id_region=15&id_provincia=
28#cuerpo
If you need to file a complaint by telephone, there is a Telephone Complaint Service for
foreign tourists.
Further information: https://www.policia.es/denunweb/den_tel_es.html



If you have been the victim of an aggression and are injured, you should go to the
nearest medical center to receive care.
Inform the International Office at UC3M.

3.- Notes on the Spanish legal system
Students are advised to have basic information about Spanish laws regarding detention.
The following actions can be carried out by the police in the event that they need to identify
you or even hold or detain you.

3.1.

Identification

In the event that the police stop you, in most cases, the first thing they will do is ask you for
your documents so that you can be identified.
You may use any official document as identification (National ID, Driver’s license or
passport). You may even do so verbally in which case it is helpful to also provide your
address, the place where the identification being requested is located and the reason you
are not carrying it.

3.2.

Being held

In any case, the police may decide to hold you because they do not believe what you are
telling them or to check that your documents are valid. In these cases, you must be treated
correctly. If not, you can make a formal complaint, and you are under no obligation to
answer any questions that are not related to your identification. They can frisk you, and you
cannot refuse, but it must be warranted.
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3.3.

Being detained

If being held leads to being detained, you must be informed of this and read your rights,
among which is the right to a lawyer’s counsel. In any case, you have no obligation to answer
any questions; the change in the status does not oblige you to answer except in the
situations mentioned below. Once the process of identification has been completed, you
should be released immediately. If you are not, this is an illegal detention. In any case, you
will be released, whether retained or detained, from the location where you are at that time.
You will not be returned to the place where you were initially retained or detained, nor can
you demand it. Rather, you will most certainly be at the door of a police station or
courthouse, and you must return by your own means.
It is important for you to know that if you are retained or detained, they may not create any
sort of file on you, take any photographs of you or make you take off your clothes or do
pushups. If this happens, you may make a formal complaint.
The police are obliged to inform the judge within the first 24 hours that a person has been
detained. If they do not, it is a crime and you should make a formal complaint, requesting
that the lawyer counseling you during the detention make sure of it. Pre-trial detention
cannot last any longer than is strictly necessary to carry out the inquiries to clear up the
incident. In a period of 72 hours maximum, the detainee must be released or brought before
the judge. However, detention may be prolonged for purposes of investigation, up to a
maximum period of an additional 48 hours, as long as a written request stating grounds is
submitted within the first 48 hours and is authorized by a judge within the subsequent 24
hours. Either authorization or refusal will be adopted by reasoned decision.
If the incident is a minor offence, you cannot be detained unless you have no place of
residence, have not been identified or do not provide sufficient bail when the acting
authority demands it, which in practical terms means that the police do not trust your
personal information to be true. All acts punished in Book III of the Penal Code are offences,
and they generally refer to incidents with a minor penalty (the most common: threats,
insults and injuries where the injured requires no more than one medical visit with no
surgery required). In these cases, your identity and address will be recorded and you will be
summoned by the Pre trial Investigation Court at a later date.
All detainees or prisoners will be informed, immediately and in a way that he/she is
comprehensible, what the charges are, and why they are being detained, as well as what
their rights are. These rights must be read in a lawyer’s presence prior to any statement and
signatures will be requested of both you and your lawyer, and if an interpreter has been
necessary, his/her signature as well. Whether you sign the statement or not is irrelevant; it
will be considered valid as long as a lawyer has been present. Your rights are:
a) The right to remain silent and not make a statement if you do not wish to, to not
answer any of the questions you are asked, or to state that you will only declare
before a judge. In this case, the police may decide that you will not be able to meet
privately with your lawyer because there has been no procedure requiring a lawyer’s
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presence, and so you will have to wait to be taken before a judge to have that
meeting.
b) The right to not testify against yourself and to not confess guilt.
c) The right to designate a lawyer and request counsel’s presence while giving
statements in any police investigation or legal proceeding as well as while subject to
any identification procedure. If the detainee or prisoner does not designate a lawyer,
a public defender will be assigned.
d) The right to have a relative or other person of the detainee’s choosing informed
about the detention and the location where he/she is being held at any given time.
Foreigners shall also have the right for their country’s consulate to be informed of
these circumstances. You do not have the right to a telephone call, as we see in many
films, but you do have the right for the police to call the person you designate and
inform him/her that you are in custody and where.
e) The right to an interpreter at no cost, when a foreigner who does not understand
or speak Spanish is involved.
f) The right to be checked by a forensic doctor or his/her legal substitute and, in
his/her absence, by the doctor of the institution you are in, or by any other who
reports to the state or any other public administration. You should inform your
lawyer if you have requested to see a doctor and have not been allowed to do so.
Transportation will be in handcuffs and in the presence of at least two officers. It is
important in many cases for you to request a doctor and to tell him/her if you have
consumed alcohol or drugs, and if it is possible, for them to perform the necessary
tests to prove it, since this will show the condition you are in and in a trial it may be
cause for attenuating circumstances to be applied which will reduce your sentence.

4.- Other subjects of interest
4.1. UC3M emergency mobile application
Universidad Carlos III de Madrid makes the application “UC3M Emergencies” for Android
and Apple mobile devices available to all students. With this app you have access to a
number of practical functions in the event of an emergency and/or an accident on campus
and in UC3M facilities (call emergencies, locate medical centers, first aid, emergency exits,
etc).
Link to download this cell phone app: https://apps.uc3m.es/uc3mapps/
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