Criteria for Staff Recruitment, for the Identification of Additional
Functions and for Assigning Freelance Work

The Council of Administration of the United World College of the Adriatic ONLUS

WHEREAS the United World College of the Adriatic ONLUS (hereinafter referred to as College) is
a private cultural institution endowed with juridical personality, which cannot be considered a public
body either for its internal structure or for the functions assigned to it by the law and which does not
offer any service on behalf of the public administration;

CONSIDERING that the College intends to comply with the principles of transparency, publicity
and impartiality provided for by European Law;

CONSIDERING that the College was founded following the decision of United World Colleges
International (hereinafter referred to as UWC International) and that, in order to be a member of the
United World Colleges movement, it is bound to comply with the principles, the values, the criteria
and the policies laid down by the UWC International Board summarized in the Memorandum of
Understanding between UWC International and the Colleges, as well as in other deeds and
documents approved by UWC International;

CONSIDERING that the College adopted the Federculture Collective Labour Contract, integrated
with Enterprise Bargaining Agreements for the administrative and for the teaching staff, approved
on 21% December 2007 and on 19" April 2011 respectively;

BECAUSE art. 12 of the Statute, para d) lays down that the Council of Administration “Upon a
proposal of the Rector, determines the educational system, establishes the criteria for employment
of teaching and administrative staff and for the determination of their salary”

BECAUSE art. 14 of the Statute lays down that the Rector a) supervises teaching and non-
teaching staff, the scholastic structures, the service and offices, and all College activities; b)
selects and employs teaching and administrative staff and determines their salaries in accordance
with the criteria established by the Board of Directors;

RECOGNISING the need to review the criteria established by the Council of Administration on 21
July 2008 and on 13" February 2009
Establishes the following

Criteria for Staff Recruitment, for the Identification of Additional Functions
and for Assigning Freelance Work at the United World College of the Adriatic ONLUS
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1. Criteria for Staff Recruitment

1.

Art. 1 — General Principles

The College selects staff in a fast and economical way and in compliance with principles of:
o Transparency, meant as the possibility of getting to know procedures and criteria
for participation as well as the final outcome
o Publicity, meant as spreading of the information on vacancies on websites or
through suitable media
o Impartiality, by fixing objective criteria to assess professional and aptitude
requirements in connection with the position to fill
o Professionalism, meant as willingness to rely on suitable employees to pursue
institutional objectives

. Selection is done through selective comparative procedures in order to evaluate professional

abilities and aptitudes required for the position to fill on the basis of merit only.

Art. 2 — Scope and Exclusions

. The present criteria define the procedures for recruiting administrative and teaching employees

on limited time or open ended contracts, both part- and full-time, in connection with the College
needs and the professional background sought, in compliance with legal provisions, with the
proviso of the relevant Collective Labour Contract and of the Enterprise Bargaining Agreements
adopted by the College.

. In case of motivated urgency, caused by unpredictable events or facts, limited time recruitments

can be made without considering these criteria, in order to enable the College to operate
regularly.

Art. 3 - Procedures

. The Council of Administration, on the basis of the organizational needs indicated by the Rettore,

verifies the need to hire new staff, and delegates the Rettore to hire new employees, as
required, following the procedure indicated below.

Identification by the Rettore of the background required for the vacancy and appointment by the
Rettore of a Selection Committee specially set up for each selection procedure, made up of a
minimum of three to a maximum of five members, who must be experts in the specific field of
the selection. The Committee will be presided over by the Rettore or his representative.



If no staff members possesses adequate expertise in the required sector, the Rettore may
resort to external experts to form the Selection Committee. Ideally, they should be officials of
the public administration or of public law organizations operating in the Region of Friuli Venezia
Giulia or, on a rotation basis, of the following categories:

o Professionals who have been members of their professional association for at least
ten years, chosen from a list of candidates supplied by the local professional association;
o University professors chosen from lists supplied by their faculties.

Membership of the Selection Committee is non-remunerated, but travel expenses, if any, will be

b)

c)

d)

reimbursed.

Publication of the vacancy notice for at least 15 days on the College website, and possibly on
other websites relevant with the expertise sought.

In case of recruitment of teaching or administrative staff at D3 level or above, the notice should
normally be posted also on the site of UWC International. For senior teachers, publication shall
be done on the IB site as well. Or on other sites specialized in international education.

Assessment of the curricula received on the basis of their relevance with the requisites of the
position.

Drawing up of a short list of at least 5 candidates. The short list may be reduced to 3 candidates
if, according to the Committee’s motivated opinion, the other candidates do not possess the
required characteristics or offer limited availability for the specific appointment.

Interview by the Committee of the candidates included in the short list. In order to limit
transportation costs, the interview can be done using means for distance communication. The
interview will assess the consistency between candidates’ background, abilities and values and
the characteristics sought. The Committee will motivate its final choice in terms of relevance
with the characteristics sought.

As well as the interview, the Committee may arrange for a written or a practical test, aimed to
verify the existence of the professional background, abilities, expertise and aptitudes required
for the vacancy.

The Committee shall also control the references, which are requested compulsorily in the
vacancy notice in compliance with what provided for in in the Regulations on Safeguarding.

. Each selection ranking will have one-year validity. The Rettore may use a still valid ranking if he

needs to hire an employee with similar professional characteristics to hose publicized in
previous selections.

Art. 4 — General Assessment Criteria

. They are:

e Study certificates and qualifications in line with the characteristics of the position to fill
Assessment of the knowledge of the themes connected with the position to fill
Professional experience and background in the relevant sector

Candidates’ aptitudes, culture, motivation and personal characteristics

Candidates’ familiarity with the values and principles which inspire the UWC Movement

Art. 5 — Specific Assessment Criteria

The Committee specially set up for each selection procedure, as well as the general criteria
above, will have to set the timing, the specific criteria and the process of evaluation and
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verification of requisites. Each criterion may have different value, on the basis of the specific
characteristics sought.

2. During its first meeting, the Committee will have to set the guidelines for assessing candidates,
the procedure for each member to award marks and to draw up rankings, as well as the timing
of the selection.

Art. 6 — Privacy
1. Information pursuant to UE Regulations n. 2016/679 (GDPR):

a) Processing of provided personal data is necessary for the institutional purposes of the College
and, in particular, for the activities concerning the selection and recruitment procedures of the
staff. The failure to provide personal data makes it impossible to properly carry out the data
processing, in whole or in part.

b) The lawfulness of processing comes from the performance of a contract to which the data
subject is party or in order to take steps at the request of the data subject prior to entering into a
contract and also from a legal obligation to which the controller is subject;

¢) Processing shall be carried out both with paper and computerised procedures. Data may be
disclosed to the people in charge of processing.

d) Data shall be kept for the period of time provided for by legal requirements.
e) To exercise the foreseen rights (access, rectification, erasure, restriction, objection, portability,
withdrawal, complaint, etc.), it is possible to send a written request to UWC Adriatic, Loc. Duino,

Via Trieste 29, 34011 Duino Aurisina (TS) or to write an e-mail to privacy@uwcad.it

f) The data controller is UWC Adriatic— Loc. Duino, Via Trieste 29, 34011 Duino Aurisina (TS),
telephone no. 040/3739111, e-mail privacy@uwcad.it

Art. 7 — Reference Regulations

1. Anything that is not included in these regulations will be subject to the proviso of the College
Statute, of the Civil Code and of relevant laws.

2. Criteria for Assigning Additional Functions
Art. 8 — Organisational Criteria

1. The College’s internal organization is instrumental to its statutory purposes and in line with the
following criteria:

a) Functionality: offices and teachers’ functions are organized in a rational way, which is functional
to statutory tasks and to activities to carry out, in order to maximize the effectiveness, efficiency
and cost-effectiveness and to guarantee maximum support to the students For this purpose, the
Rettore carries out periodic checks and revision, if necessary.

b) Great flexibility: great flexibility is assured in organizing and employing staff, in view of the
residential nature of the College, its peculiarities as an international school, its membership of
the UWC movement and the need to ensure high level communication in order to raise public
and private funds to guarantee the College’s financial stability.
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¢) Participation and responsibility: the organization of work must stimulate active participation of
employees, making them feel responsible for attaining results, according to their qualifications
and decisional autonomy.

Art. 9 — Human Resources Management

1. The College considers it very important to stimulate professional development and training for
its employees as a pre-condition to make its own action effective. Placement at a contract level
guarantees a pay-grade, but not a specific function Furthermore, pay-grade reflects a level of
professionalism, but does not automatically mean management of an office or a department or
coordination of other collaborators.

Art. 10 - Organizational Positions and Functions Entailing particular responsibilities

1. College activities require, in some cases, managers of particularly complex departments or
characterized by a high degree of managerial and organizational autonomy. These activities are
characterized by highly professional or specialized contents, which call for specific degrees
and/or universities and/or membership of specific professional associations and/or are
characterized by considerable autonomy and experience. Furthermore, the residential nature of
the College, and its peculiarities mentioned in art. 8, call for positions, sometimes temporary, of
particular autonomy and responsibility.

2. In order to minimize outsourcing of these functions, the Rettore may identify internal staff who
can carry out these functions, in compliance with the relevant Collective Labour Contract.
Employees who are assigned managerial and/or coordination functions of particularly complex
departments, characterized by a high degree of managerial and organizational autonomy, may
have these functions recognized as “organizational position”. Just as an example, these are the
functions assigned to the Secretary General, The Director of Studies and the Director of Student
Life.

3. Functions connected with the peculiar residential and international nature of the College, and
with high level responsibilities connected with its peculiarities and assigned to internal staff, may
be recognized as functions of “particular responsibility”. Just as an example, these functions are
connected with residence tutorship, coordination of working groups or particularly important
projects.

4. The College Rettore, having assessed organizational needs, may periodically fix the number of
specific organizational positions and responsibilities, and assign them to employees at level Q,
D and at the top levels of C.

5. Staff will be assigned organizational positions in writing, and will receive a specific allowance of
up to 16,000.00 Euro gross per academic year.

6. Staff will be assigned functions of particular responsibility by letter, and will receive a specific
allowance of up to 7,000.00 Euro gross per academic year.

7. In case of functions assigned for less than an academic year, the allowance will be calculated
on a monthly basis.

8. Organisational position functions or functions of particular responsibility are temporary and
revocable and do not represent additional rights to those provided for by the Collective Labour
Contract and the Enterprise Bargaining Agreements.

9. These allowances, unless differently laid down in the Collective Labour Contract or in other
agreements, do not become part of the fixed or variable salary, and must consequently be
considered temporary.
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10.

b)

Financial obligations deriving from this article are included in the overall staff costs within
the College budget.

. Criteria for Assigning Freelance Work

Art. 11 — Scope

. Notwithstanding the general principle whereby the College carries out its task relying on its own

resources, the proviso of this section of the regulations offers a framework for assigning
freelance work.

Art. 12 — Prerequisites for Assigning Responsibilities

The College may assign individual responsibilities, with freelance, occasional or temporary,
contracts, if the following pre-conditions exist:

¢ The College has preliminarily ascertained the objective impossibility to use internal staff
e The services are temporary and highly qualified, their duration, place, object and fees
having been previously fixed.

The above conditions have been testified by the Rettore.

Art. 13 - Criteria and Procedures for Assighment

. Herebelow the procedure to follow to assign responsibilities:

Determination by the Rettore of the expertise sought for the vacancy and appointment of a
Selection Committee made up of three members, normally internal staff or identified as per art.
3 of the criteria for recruiting employees.

The Selection Committee determines the specific criteria concerning the selection and approves
the vacancy notice.

Publication of the notice on the College website and on other sites, if appropriate, indicating the
expertise sought.

Comparative screening of applications for freelance work on the basis of relevance of curricula
with the job description and, if necessary, with the remuneration proposed. For each candidate
the Committee prepares a synthetic comment, which becomes a score. The Committee shall
also control the references, which are requested compulsorily in the vacancy notice in
compliance with what provided for in in the Regulations on Safeguarding. If useful and
advisable, and in order to evaluate candidates’ characteristics better, the Committee may
interview most promising candidates and give a score to the individual interview. In this case,
curriculum screening on the basis of the criteria laid down in the vacancy notice is done before
the interview; the Committee offers the freelance work contract to the candidate who obtains the
highest score.

In general, while the Rettore and the Committee have the possibility of fixing other, specific,
selection criteria in line with the vacancy, assessment criteria and relevant scores will have to
refer to:

o Abilities and professional expertise earned in activities similar to those entailed in the
vacancy, as indicated by the curriculum;



¢ Qualitative and methodological characteristics of the offer, drawn from the illustration of the
ways to carry out the tasks entailed in the vacancy,

e Timing to carry out these activities
¢ Rebate of the professional fee offered compared with the one taken as reference

2. Notwithstanding the need for compensation to be in line with the activity to carry out and with
the College needs, compensation itself is established as a function of the activity covered by
freelance work, of the quality and quantity of the activity, of the possible use by the collaborator
of his/lher own means and instruments, also with reference to market remuneration levels, to EU
compensation for freelance work with obligations to be borne by the freelance worker, or, if
these are not available, to compensation offered by other bodies of the Autonomous Region of
Friuli Venezia Giulia for services similar to those envisaged by the contract, also allowing for
social security and insurance costs to be borne by the employer.

3. For services amounting to a maximum of € 5,000 inclusive, freelance work may be assigned
following a specific market analysis, carried out through an invitation letter containing the
elements mentioned under paragraph 1, to be sent to at least three subjects possessing the
necessary requisites and each time identified according to principles of non discrimination,
equality of treatment proportionality and impartiality.

4. The College may create, following an appropriate notice, one or more accreditation lists of
external experts who possess pre-established minimum professional and expertise
requirements. These lists may be divided according to the type of sector of activity, and may be
resorted to to invite three subjects to comparative selection procedures or, in any case, a
sufficient number of subjects to ensure efficient comparison. The College may use these lists if
it needs to assign freelance work worth less than € 10,000 inclusive, or if it concerns
professional activities or services subject to market trends for which it is advisable to refer to
predefined comparisons according to systems of qualifications, using rotation criteria.

Art. 14 — Assigning Freelance Work Without Carrying Out Comparative Procedures
1. The following are excluded from the present criteria:

e Professional services assigned for legally defend the College before the Court and for
establishing legal residence, as well as those connected with notarial activities or others
coming from professional associations, in view of the need for trust. However, the principles
of transparency and cost-effectiveness will have to be respected.

e Services concerning members of control bodies for European projects who follow the
regulations concerning such projects.

e Services concerning patents, exclusive rights, copyrights, etc.).

o Professional Services connected with design, works supervision, tests and related tasks,
however connected with the execution of public works, disciplined by the legislative decree
50/2016 and subsequent maodifications and integrations.

e Assignment of services regulated by the legislative decree 50/2016 and its modifications and
integrations.

2. Notwithstanding the provision of the previous articles, the College may assign freelance work
without carrying our comparative procedures - provided the principles of transparency,
convenience and cost-effectiveness are respected — if the following conditions exist:
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3.
a) No application, or suitable application, was received for the vacancy:

b) For mother tongue tutors required by the International Baccalaureate programmes, as well as
for sport or activity instructors, again in the framework of the International Baccalaureate;

¢) For peculiar international or famed posts connected with the College’s specific activities, with its
residential nature and its membership of the UWC movement;

d) In as much as necessary, in case of extreme urgency, resulting from unforeseeable
circumstances not determined by the College, when it is impossible to carry out comparative
selection procedures.



