
Account Set-Up 
 

STEP 1- You will receive an e-mail from Ayotree 

 
STEP 2- Login with username and password given and change your login and password under My 
Profile 
Lacasitadeingles.ayotree.com 

 
 
STEP 3- 
Edit your profile: 

● Fill in all the blanks 
● Upload a picture of yourself (shoulders up, plain background, clean appearance) 
● Upload documents: 

○ A copy of your CV 
○ A scanned copy of your NIE/DNI or appropriate visa 
○ A scanned copy of your passport 
○ A signed copy of the "Clausula de Confidencialidad" Release Form, mentioned above. 
○ A copy of your background check (certificado de delitos de naturaleza sexual). You can acquire 

this  by going to Calle Bolsa 8.  You need to ask for an appointment online and bring 2 copies 
of the form as well as your NIE and a copy of your passport. IMPORTANT: Please rename the 
photo file with your name e.g. “Leila Gherabli Background Check” 

■ https://citaprevia.mjusticia.gob.es/es/reservar/ 



Availability 
 

Step 1- Choose Availability Schedule 

Step 2- Select the day you would like to add the availability to. 

 
 
 
Step 3- Choose your break times between classes. Please keep in mind this will affect the 
amount of classes you can schedule in your available times. 

 
Step 4- Select the available time. 

● When you select these times, a class may be scheduled at any time within these hours. 
● We cannot guarantee the amount of classes that will be scheduled, but you will ONLY be paid 

for the classes you teach during those hours. It may be slow at the beginning, but the more 
hours you are available the more chances you will have for classes. 

● If necessary add two different time slots (morning/afternoon). 
●  If you are teaching presentially in the afternoon/Saturday DO NOT say you are available during 

those times. 
 
Step 5- Your schedule will look something like this, and will save automatically. 



Classes 
 

 
Your Calendar- Here you can view your calendar of scheduled classes. YOU WILL RECEIVE AN 
EMAIL EACH TIME A NEW CLASS IS BOOKED WITH YOU. 

 
Upcoming Schedule- This is available on the right side of the page. 

 

 
Lesson Plans- These will be available in the bottom right corner. 

Starting a Class- 
 
Click the link that appears in the course name. Here for example it would be “One to One” 



 

 
 
Next, You will see the students in that class and more class information and time. 

 

Click “Launch Virtual Classroom” to start the class. 

 

 

 

 

 

 

 

 

 

How to know if a student only attends a group class once a week? 

 



 

Please note that in the group classes, if the student's name appears “Name- (Day of the Week) Only” they will 
only be attending class that day. 

For example, Claudia- Tuesdays Only 

 

ONE HOUR CLASSES 

When teaching 1 hour classes launch the virtual class with the Ayotree video platform instead of Zoom. Zoom 
will kick you out after 45 minutes of class, but the program that Ayotree provides won’t. 

When Requesting Time Off 

When requesting time off message me (Joe) directly and I will make sure to reassign your classes and upload 
your time off on to the platform.  

What Should You Do If a Student Doesn’t Show Up? 

If a student doesn’t show up to class within the first 5 minutes you should immediately contact us through the 
platform.  

 

If unsuccessful you may then proceed to contact us through WhatsApp. 

Classes Are NOT Being Deleted 

Classes may be removed from your calendar, but not deleted from the platform. These are trial classes that 
decided not to sign up, but the platform keeps track of them and they are accounted for in your payroll. 

How to see your classes on different Campuses 

Here's how to switch between locations, if you're teaching classes for two different locations: 

1. Click on the "Campus" tab on the top left of your "Home" page and more locations should come up. 

 



 

2. Then just click on the location and you should be able to see the classes you have scheduled for that 
location. 

 


