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INTRODUCTION 
 
This manual, which is updated following consultation, is intended to inform colleagues about the 
details of the expectations which the College has of them. It serves as an addition to the Contract of 
Service and should always be congruent with it, just more explicit.  
 
It is not envisaged that this manual will be updated more frequently than once per year and may not 
change every year. 
 

EXPECTATIONS OF TEACHING COLLEAGUES 

The members of the Adriatic College faculty have both a unique opportunity and a unique 
obligation. The experiences which students share, not only with their fellow students but with faculty 
members as well, are all important. Teachers are expected to respect, personally model and nurture 
UWC values in their students: 

●​ International and intercultural understanding 
●​ Celebration of difference 
●​ Personal responsibility and integrity 
●​ Mutual responsibility and respect 
●​ Compassion and service 
●​ Respect for the environment 
●​ A  sense of idealism 
●​ Personal challenge 
●​ Action and personal example 

All teachers should attend presentations that are part of the Orizzonti (International Affairs) 
programme. 

Participation in Physical and Creative activities is intended to stimulate both physical well-being and 
interests which enhance the life of individuals and the College in general.  

Participation in Social Service is at the heart of the UWC Mission and experiential learning model. It 
is fundamental to the ethos and values of UWC Adriatic. All members of the college community are 
expected to be involved. Full-time teachers are normally expected to assume responsibility for one 
Social Service and one other activity (creative or physical). However, colleagues are also invited to 
submit proposals that combine two activities to provide a deeper and richer experience for students. 
Faculty participation in service should also be the expression of a continuing responsibility towards 
others, cooperative teamwork and self-discipline.  

These goals require teachers to be deeply involved in the College community in as supportive a way 
as possible.   

The normal allocation of Service and Activity hours are considered on a different basis from 
teaching hours.   
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Where it is not possible to timetable a teacher their full allocation of an average of 18 teaching hours 
a week, additional tasks may be assigned by the Head of College (refer to supplementary contract for 
more details). 

During examination periods teachers are expected to take responsibility for the invigilation of exams 
according to a schedule drawn up by the Exam Officer and in conformity with IB guidelines. 

The College currently functions on an 8 Day academic timetable, although Social Service as well as 
Physical and Creative Activities are scheduled on a weekly basis. 

Teacher Absences 

Absence for sickness should be immediately reported (at least by 07:30 on the day) to the Deputy 
Head (Academic)’s Office and the HR Director. Teachers are requested to inform their classes and 
their Head of Department (HoD) that they will not be present and to set the students useful work to 
complete in their absence (on Google Classroom). Where this is genuinely not possible the teacher 
should request the Deputy Head (Academic) to inform students that classes are cancelled.  

The HR Director will share information about the teacher’s absence with the Personnel and 
Accounts office. For administrative and salary purposes, colleagues must submit an INPS medical 
certificate from their family doctor (as named on their Tessera Sanitaria) for all absences of more 
than two days.  

Absence from Tutor Meeting or Residential commitments should be reported to the Deputy Head 
(Student Life). Arrangements must be made so that the paired Personal Tutor or Residence Tutor(s) 
can stand in during one’s absence.  

During term times the college is responsible for the students for 24 hours a day, seven days a week.  
The teaching staff are responsible for the delivery of the academic, co-curricular and pastoral 
aspects of the educational programme. Accommodation within the village is provided so that they 
can perform the essential tasks which comprise their role. The intensity of the term time 
commitment to the students is reflected in the holiday allowance of teachers during the long Winter 
and Summer breaks.   

On rare occasions, it is accepted that teachers may need to take time away from their classes or 
Duino on Mondays to Fridays in term time. Requests for planned absences for personal reasons 
including participation in important religious ceremonies and cultural or charitable activities must be 
raised at least 48 hours in advance with the Rettore for approval. The Deputy Head- Academic, the 
Deputy Head- Pastoral and Student Life and HR must also be copied into this request. Once leave is 
approved, details of cover arrangements (Classes, Tutor Group, Co-Curricular Activities, Residence 
and any other responsibilities that may require cover) must be sent to Deputy Heads, Director of 
Arts and Service and HOD. This ensures that everyone who needs to know what plans have been 
put in place, is informed.  

Requests to the Rettore for absence due to urgent compassionate reasons that could not be planned 
in advance can be made at any time before the leave is taken. Deputy Heads, Director of Arts and 
Service and HOD should be informed as soon as possible who will assist as best as they can with 
cover. 

Requests to lead IB Workshops etc. be made through the Deputy Head (Academic) but are subject to 
the Rettore’s approval.   

Attending courses or events for college-provided or sanctioned Professional Development are 
processed through the Deputy Heads (Academic or Pastoral). As a general rule, no more than five 
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working days may be missed for IB related activities in any given academic year.   

It will always be assumed, except in short term emergencies, that the students have been properly 
informed and given appropriate and timely instructions regarding what they are expected to achieve 
during a teacher's absence. 

Colleagues are requested to leave in their file with the Rettore’s assistant a note of family contact to 
be informed in case of emergency.   

Personal Tutor Responsibilities 

The Rettore (Head of College) is the legal guardian of students under the age of 18 whilst they are in 
attendance of the College in Italy.  In order to take this responsibility, the Rettore (Head of College) 
must distribute the following pastoral duties amongst the educational staff of the college. The 
correct and complete execution of these responsibilities is essential for the care and safety of 
the students and the success of the College. 

The tutorial relationship is at the heart of our pastoral care programme. Each full-time, residential 
teacher has a tutor group. The groups combine first and second year and female, male and other 
students, and different nationalities. First year students are allocated by the Deputy Head (Pastoral 
and Student Life). 

The tutor has a number of identifiable responsibilities, both formal and informal: 

●​ To have regular, one-to-one, face-to-face contact with tutees individually and as a group. 
●​ Whenever possible, be available at any time to tutees in an emergency. The requirement of 

teachers to be resident in the village of Duino is intended to facilitate the tutor being 
available at some part of each day in the week and most weekends. 

●​ To monitor the tutees’ progress in all areas of college life, and to communicate both the 
concerns and the praise of teaching colleagues to tutees 

●​ To be a source of guidance and comfort when a student has worries or challenges.   

Where a student requests confidentiality, it must be explained that this may not be possible as 
matters of personal risk, or risk to any other member or all of the college community will 
override confidentiality requests.  A safer assurance is to pledge not to tell anybody anything 
that they do not NEED to know.  

The personal tutor, perhaps particularly in the case of first year students, will not necessarily be the 
person in whom the student most naturally confides. All teachers must recognize that pastoral work 
in the College is above all a matter of teamwork and mutual respect.  

If a teacher has spoken with a student who is not their tutee and there remains an unresolved 
issue affecting the student, or others in the college, they should advise the student that they 
will have to inform the tutor that the conversation has taken place, but not give details other 
than those necessary to protect the student or others at risk. 

●​ To be the principal liaison between the College and the student's family. To promote this 
important relationship, tutors are asked to write to their tutees' parents early in the first week 
of the year to introduce themselves and confirm the safe arrival of the student.  

●​ To visit the student in their residence or medical centre rooms when they are sick and to 
provide any reasonable assistance as requested. 

●​ The Personal Tutor will follow up with a student  when they are unjustifiably absent, 
impressing on them that unjustified absences are not acceptable and that repeated 
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unjustified absences will result in the involvement of the DHA and possible 
disciplinary action in accordance with the Code of Conduct.  

●​ If unjustified absences recur, the Personal Tutor will write an email to the student 
warning that unjustified absences will result in the involvement of the DHA and 
possible disciplinary action. 

●​ The Personal Tutor must inform the DHA if a students has been unjustifiably absent 
more than three times or if the Personal Tutor detects patterns emerging in justified 
or unjustified absences (eg. First blocks missed repeatedly, a particular class missed 
repeatedly) The Personal Tutor will be consulted by the Rettore, the Deputy Heads 
(Pastoral and Student Life and Academic), and other colleagues in any matters affecting a 
tutee’s welfare.  

●​ The Personal Tutor will attend all disciplinary meetings concerning their tutee(s). 

 
Absence from College and Attendance of Lesson 

●​ To authorise weekend overnight leave of absence based on the ‘weekend overnight leave 
policy and protocol (Appendix D) .  

●​ To meet with tutees on Monday afternoons during the scheduled tutorial meeting time. 
●​ To follow up on absences from lessons and activities and provide appropriate counselling. 

The personal tutor monitors attendance, and will discuss it with the tutee on a weekly basis. 
Failure of a tutee to communicate and explain absences must be taken very seriously, and lead 
to the tutor following up, or even disciplinary action after bringing attendance issues to the 
attention of the Deputy Head (Academic). 

Any absence from lessons, service and activities will be recorded on iSAMS, and will be published on 
the term reports and on university transcripts. The absence system is described in the Student 
Handbook. 

The tutor must check all necessary information is present and support any prearranged absences 
from lessons although permission to miss lessons may only be granted by a Deputy Head or the 
Rettore. 

The tutor must check all necessary information is present and approve any pre-arranged absences 
over weekends using the forms provided. Tutors should obtain approval from parents of students 
under 18 years old before signing approval for their absence.  

The tutor must ensure that when a student is unable to complete the absence form well in advance 
of the absence (for instance due to sudden illness or emergency travel), that the student has 
explained their absence(s) by email to both the personal tutor and teachers/supervisors involved at 
the earliest opportunity. 

 
Tutee Medical Issues and Emergencies 

When a student needs to be taken for urgent or unplanned medical treatment at weekends the 
Teacher on Duty or the Residence Assistant will contact the Personal Tutor. The ToD, PT or the RA- 
depending on availability and ability to drive- will drive the student to Pronto Soccorso in 
Monfalcone or a hospital in Trieste.  
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-​ Primarily, the Personal tutor is required to drive the student in need, so that the ToD and RA 

can remain in Duino to support other students. If the Personal Tutor is unable to drive, they 
must substitute for the Teacher on Duty who will need to leave Duino.   

-​ If neither are able to do this then the Residence Assistant will drive.  

At weekends, the Teacher on Duty and the Residence Assistant, along with the Personal Tutor, 
Residence Tutor or other colleagues who may be available will collaborate to ensure that students 
receive the medical help they require and that there is an adult available to support other students 
remaining in Duino. One member of the Leadership Team is available on call each weekend.  

When a student needs to be taken for urgent or unplanned medical treatment in the evenings when 
the college medical centre is closed, the Personal Tutor will be expected to take them or cover for the 
Residence Tutor if they need to take the student.  

Psychological Emergency 

Where a Personal Tutor has directly observed or received reports from a student's Residence Tutor 
or a teacher that a student is showing signs of possible psychological distress or needs, they should 
make an appointment for them to meet with the College Psychologist or the Counselor and 
Wellbeing Lead for a consultation. It is not necessary for the Personal Tutor to remain for the 
consultation unless requested to do so by the student and/or psychologist. 

If called to an emergency situation, the college staff member should: 

1.​ Assess how they can safely intervene to secure the safety of the 'patient' and others at the 
scene of an incident 

2.​ Ensure that the person suffering the emergency is put in a stable or safe situation 
●​ Shout for help or use bystanders already there to help 
●​ Remove patient from source of harm or danger 
●​ If appropriate put patient in recovery position, and do not leave them alone 

3.​ Call 112 for emergency services (including ambulance, Carabinieri etc.) 
4.​ Keep ‘patient’ as calm as possible by listening, talking, distracting, as appropriate 
5.​ Identify a suitable person to accompany patient to hospital - Italian speaker over 18 years 

●​ Exchange contact numbers, don't send anyone you cannot contact 
6.​ Write a report to the Rettore  as soon as possible so that parents can be informed 
7.​ All people present or affected by an incident must be reported to their personal tutors who 

will make an appointment to meet with the college counsellor/psychologist, or if the number 
is too large, an alternative psychological counsellor 

Academic Monitoring and Reports 

Tutors have the key role to play in ensuring that the information these grades provide about the 
progress of their tutees is made as useful as possible.  They are expected to tell students their grades 
when they are available and confirm that the student finds them fully understandable in terms of 
cause and consequence.  The tutor should encourage positive communication between a student 
anxious to improve and their teacher.  It is vital that the grades are input into iSAMS with absolute 
punctuality and with care.  Even though these grades reflect short term performance it should be 
normal practice that there is strong agreement between these grades and subsequent predicted IB 
grades. 
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●​ To draft university and other references as required for tutees - present and past. 
●​ To review the end-of-term reports and write a summative comment about the students 

overall engagement in college life (for details see Tutor Reports section). 
●​ Advise the DHA should the student be struggling to manage their course load and suggest 

possible solutions to consider. 

Tutorial Meals 

In order to help foster social relationships within tutorial groups, a food allowance (currently €8.00 
per student) may be claimed for each of three meals (lunch or dinner) in the first term and three 
meals in the second term to enable tutorial meals to be taken together. For one of the six meals a 
year. Tutors may request a double meal allowance (€16.00 per person) which can cover the cost of 
eating out. 

Requests for tutorial meals must be made at least 5 working days before the date of the proposed 
meal directly to the Student Contact Officer (Giulia Postal). You can send Giulia an email or pass by 
reception and do it in person. 

The students are at this point removed from the mensa meal list, which in turn provides the €8.00 
for the tutor meal. It is necessary to provide the College with a receipt which equals or exceeds the 
payment due, and which demonstrates payment for food, not other household goods, in order to 
enable the reimbursement.  

After your tutorial meal, provide Giulia with a receipt. There is nothing else for you to do at this 
point. On the 15th of each month, all expenses are brought to the college accountants, who will then 
process the reimbursement. This will appear in your wage slip under the voice 'rimborso spese'. The 
payments are handled in this way to prevent them becoming taxable.  

It is expected that the first and subsequent majority of the tutorial meals will take place in the 
Personal Tutors accommodation in Duino so that students learn how to find their tutor at other 
times.  

Residence Tutors 

The Residence Tutor provides a visible adult presence in the residence being responsible for the 
orderly and safe running of the residence for which they are responsible, as an area for both living 
and studying.  They help to develop good relations with, and between, the students in their care, and 
help promote a sense of community within the small residence community, and responsibility 
towards the College property, reporting as necessary all damage and breakdowns. They help promote 
general health and wellbeing among students in the residence, and work closely with the Deputy 
Head- Pastoral and Student Life, the College Wellbeing Team and the Residence Assistants.  
 
It is in the College’s interest that, as during the week, there remains a strong sense of community 
during weekends. This is the responsibility of both personal and residence tutors. Residences are 
“paired” with the understanding that one of each of the two RTs will remain overnight in their 
residence. If they are both absent overnight, RTs will inform the Teacher on Duty (ToD), the 
respective RA and the RT with whom they are “paired” before the weekend.  RTs should inform 
students in the residence when they know that all RT’s will be absent overnight at weekends, and 
remind them to contact the ToD in case of emergencies.  

Non-resident Personal Tutors are also asked to inform the ToD of any overnight weekend absence. 

In particular, the RT: 
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o​ Is a visible adult presence within the residence - particularly at key times such as the start and 
end of terms when students are arriving at and leaving the residence 

o​ Supervise the final student room inspection with the Domestic Bursar at the beginning of the 
academic year 

o​ Allocate students to rooms in the residence at the beginning of the year and distribute keys 
for the room and the safety locker accordingly 

o​ Holds regular meetings with the students, including those each Monday evening of term, to 
create a sense of community, communicate expectations regarding hygiene, safety and similar 
residence matters. RT’s also encourage students to respect community norms and follow the 
UWC Common Code of Conduct.  

o​ Oversees Residence Clean-up on Monday evenings, and assigns student responsibilities in 
residence as required 

o​ While Residence Assistants (RA) will monitor the rules and expectations established by the 
College for residential life (such as curfew & leaving Duino) and the UWC Common Code of 
Conduct, the Residence Tutor will follow up on any infractions.  

o​ Carries out student room searches if necessary.  

o​ Is a member of the Fire Squad, and along with the Safety Officer, organises fire drills in the 
residence. 

o​ In collaboration with the RA, monitors the cleaning in the dayrooms and common areas with 
the support of the Domestic Bursar. 

o​ In collaboration with the RA, regularly checks the cleanliness and respect of safety 
regulations of student rooms. 

o​ While the RA will primarily contact the Bursar’s department for maintenance needs, 
intervene where necessary. This is especially required if the maintenance tasks are not 
completed in a timely manner.  

o​ Contact Personal Tutors of student residents as and when necessary. 

o​ Follows established procedures in the case of health concerns including contacting the 
Medical Centre when required, and calling Emergency services. 

o​ Checks in with sick students and informs the nurse and/or doctor as necessary,  as well as 
the students' Personal Tutor. 

o​ Facilitates up to one residence meal per term following the same administrative procedures as 
for tutorial meals (see Residence Meals). 

o​ Oversees the arrangements for departures at the end of term including residence clean-up, 
room checks and return of caution money for second years at the end of the academic year. 

o​ RAs will complete a nightly check-in to ensure all students are back in Duino, and in their 
residences by curfew. RAs will also check the sign-out, sign-in register every night, and will 
immediately follow up any failures on the part of students to observe these rules.. A student 
who is absent from the residence without having completed documentation is a 'missing 
person'. Once it is determined where they are and that they are safe, the follow up will be to 
report the student to the Residence Tutor(s), the students Personal Tutor and the Deputy 
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Head- Pastoral and Student Life who will determine whether the matter should be taken 
further. Student disappearance, even though temporary, is a very serious matter. 

o​ Attends monthly Residence Tutors’ meetings. 

o​ In collaboration with the RA, perform monthly Health and Safety checks and complete the 
required forms, which are then handed over to the safety officer.  

o​ Is informed about external Residence Health Checks and follows up and monitors when 
necessary. 

Residence Meals: 
Residence Tutors can organize a residence get-together once a term. The budget for this is €8.00 per 
person living in the residence, including family members. The RA associated with the residence is 
also welcome to join this social gathering.  

Requests for residence meals must be made at least 5 working days before the date of the proposed 
meal directly to the Student Contact Officer (Giulia Postal). You can send Giulia an email or pass by 
reception and do it in person.  

The students are at this point removed from the mensa meal list, which in turn provides the €8.00 
for the tutor meal.  

The Residence Tutor may take an advance in cash for residential meals. The RT must provide the 
College with receipts which equal or exceed the allocated budget and which demonstrate payment 
for food, not other household goods. Receipts must be presented the next available working day, 
alongside any left over cash.  

Student Behaviour 

Whenever any teacher observes, or is made aware of, student behaviour which falls below 
expectations as defined by the UWC values and common code of conduct they must inform the 
Personal Tutor and/or the Deputy Head Pastoral and Student Life or Head of College.  The 
behavioural expectations outlined in Student Handbook are indicative of the level of response 
required, but even minor misdemeanours need to be centrally recorded in order to make an 
appropriate response with individuals who continually disregard college expectations in a minor way.  
This record will be maintained by the Deputy Heads’ Office. 

 

Open-Mindedness 

Teachers should model polite, respectful behaviour and be attentive of the views of others, whether 
shared orally or in writing at all times. 

 

Teacher on Duty 

There are two  Teachers on duty (ToD) and one RA on duty each weekend and one for each day of 
mid-term break and Easter weekend. Residence Tutors undertake weekend duty during term time, 
but not during longer breaks. The duty list is established at the beginning of each academic year.  
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The Deputy Head- Pastoral and Student Life will create the rota and share it with Teachers and Staff. 
The Residence Tutor will post this in the residence, and the Receptionist will post a copy on the 
College notice boards. 

Specific Tasks for the Teacher on Duty  

[ToD 1: 16.00 Friday - 18:00 Saturday, ToD 2: 18:00 Saturday - 20.00 Sunday]  

1.​ Be visible and present in Mensa at lunch and supper.  
2.​ Lock the library on Friday evening before check-in (11:30 PM), open up on Saturday at 10 

AM (or earlier if you wish).  Lock the library on Saturday evening before check-in (11:30 
PM), open up on Sunday at 10 AM (or earlier if you wish). The library college service 
students will lock up on Sunday evening at 10 PM. 

3.​ Check in on any students in the Medical Centre – information will be provided prior to the 
weekend by Medical Centre staff.  

4.​ Liaise with the college service students (who have responsibility for locking all buildings) to 
ensure they understand their responsibilities.  

5.​ Take an evening stroll to check all is well in the College – visiting local bars/cafes on Friday 
and Saturday evenings. 

The TOD must record major events in the digital log book, but need not record every 
movement or observation. 

The ToD phone and folder, including a basic first aid kit must be collected on Friday before 4:00pm 
from the Front Office and returned before the end of coffee break on Monday morning.  

All incoming phone calls to and out-going phone calls made by the ToD (who-when-why) must be 
recorded in the log book.  

In the event of a student requiring medical attention, the ToD, along with assistance from the RA, is 
expected to phone 112 and follow the instructions/advice given. The students' Personal Tutor must 
also be contacted immediately.   

Should it be advised/required, the Personal Tutor, ToD or the RA- depending on quick availability 
and ability to drive- is responsible for a sick student being transported to Pronto Soccorso in 
Monfalcone hospital or a Trieste hospital. One of the aforementioned staff is expected to drive, or 
arrange for other transport of a sick student, (accompanied by a student support person, if required), 
to drop them off and to pick them up.  

Any change to the ToD schedule needs to be made on a reciprocal basis and must be approved by the Deputy Head 
(Pastoral and Student Life). 

Weekend Duty runs from 16.00 on Friday until 20.00 on Sunday evening (for normal weekends). 

A detailed Weekend TOD Instructions is included in Appendix A.  

 

Staff Training Budget 

This budget covers the attendance of colleagues at IB workshops and other conferences, courses and 
workshops which support professional development in academic matters, pastoral care, services and 
activities. Teachers will be asked to provide documentation of this training and to write a report.  

Proposals for individual training, development and leave should be made directly to the Deputy 
Head (Academic or Pastoral and Student Life, depending on the training program). Requests for 
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leave should be made as early as possible and by the end of February at the latest.  These will need to 
be subsequently approved by the Rettore or their delegate. 

 

Staff Appraisal 

The process involves student feedback on classes, including the annual course feedback. Where 
necessary or appropriate a senior member of staff may make lesson observations, followed by a 
feedback meeting which will address development objectives and may require future evidence 
collection for feedback.  The main areas of discussion will be summarised and recorded, with one 
copy made for the teacher and one for the teacher’s file. 

There will be separate appraisals of new teachers in their first term. Heads of Department (HoD) 
and relevant coordinators will be closely involved in this process and provide a report to the Deputy 
Head Academic (DHA).  

The Rettore, DHA and HoDs may make classroom visits as part of their normal duties during the 
course of the year. HoDs also review exam results in department meetings in August of each year. 
The HOD discusses and reviews exam results of both years with teachers in their Department/s. 
The DHA discusses and reviews the exam results of each Department with the HOD. The HOD 
also reviews and discusses course evaluation feedback with each teacher in that Department. The 
DHA discusses the feedback with each HOD to determine the course of action to be taken. 

Evaluation and reviews may be used to identify needs for staff training and the appropriate use of 
the staff training budget.  

 

Staff Meetings, Assemblies and Pedagogical Discussions 

Teachers are required to attend all Staff meetings at the beginning and end of each academic year, 
and whenever they take place during term time. 

All teachers are required to attend Monday Assemblies where they can also make announcements 
intended for the whole College community, and College meetings and town halls to discuss general 
matters affecting College life. 

 

School Management System (iSAMS) 

The College uses iSAMS as a school management system and has its own intranet. iSAMS contains 
important information such as class lists, residence lists, attendance statistics and class registrations, 
medical lists of student absences, testimonials, reports, grades, timetables.  All staff receive induction 
training on the iSAMS. 

All teachers are required to complete class registration during each lesson and activity attendance on 
the day that the classes or activities occurred so that in the event of a student unexplained absence 
their movements earlier in the day can be confirmed. 
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SAFETY AND GUARDIANSHIP OF STUDENTS 

Trips and Outings 

As far as possible, Trips and Outings should be planned prior to the submission of the yearly budget 
requests in May of each year so they are added to the department Budget and to the Calendar if 
approved.  

The teacher or activity leader taking any group off campus for an outing or trip must complete the 
Field Trip ProForma six weeks in advance of the planned activity. This must be approved by a 
Deputy Head or the Rettore. A copy of the Proforma is available in Appendix C and in the Staff 
Room.  

If you are taking students on a day trip (outdoor, sustainability, cultural, musical etc) you may get cash 
in advance for the activity. Receipts must be presented the next available working day, alongside any 
left over cash. If you are taking students on a multi day trip, it is possible to advance cash for 
students to purchase their meals (€2,50 for breakfast/ €8,00 for lunch & dinner). The students must 
keep receipts all together and the activity leader must collect them and hand them back at reception 
the next available working day after the trip. 

The teacher or activity leader taking any group off campus for an activity must complete a Risk 
Assessment Form and submit it along with the Trip ProForma. A single Risk Assessment form will 
cover an activity or service that is repeated throughout the year.  All weekend events and one-off 
trips should have a separate form completed.  Where the hazards are unexceptional and risks 
minimally different to everyday living the form is very quick to complete.  Risk Assessments 
prepared from the previous year can be simply checked and re-dated by the teacher in charge where 
there is no change to the activity or circumstances. The Risk Assessment Forms and guidance on 
how to complete them are available from the  the Outdoor Activities Coordinator 

All parents are provided with the following information on Risks with activities: 

Outdoor Activities and Project Week 

UWC Adriatic takes its responsibility for the safety of our students very seriously. We want to ensure 
that parents are informed about the kinds of outdoor/off-campus activities their children will engage 
in. This parental consent form provides parents and students with information regarding the nature 
and risks of UWC Adriatic’s outdoor activities and Project Week activities to ensure that consent for 
student participation is as informed as possible. Please note, social and recreational activities that are 
not included in this document may be proposed by staff or students from time to time. UWC 
Adriatic will consider such proposals on a case-by-case basis, weighing evidence of risk and the 
College’s ability to mitigate those risks, and will communicate with parents should the proposed 
activity fall outside the scope of what is outlined in this document. 

Any student failing to comply with the safety protocols of any activities may be immediately 
suspended from participation in that activity or other ones of similar risk. 

All students are covered by an accident insurance and a third party liability insurance. 

1. Classification of Risks 

In keeping with the principles of risk management, the College reviews and classifies activities, based 
on the best information available, to establish relative risk levels (1-4) and safety protocols. Risk 
assessment also guides the College in determining the amount of information that we provide to 
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families about particular programmes and activities, and the form of consent required. For 
definitions see Section 13. 

A student participating in an activity that appears to be low-risk can sometimes, through no-one’s 
fault, sustain a serious injury. Risk analysis is an assessment of the possible causes and probabilities of 
negative consequences and risk management is about minimising those outcomes as best as possible. 

Activities that are a routine part of the College’s programme, particularly on campus, are generally 
viewed as lower risk because those activities are likely to have been practised repeatedly. The 
experience and qualifications of the instructors, the staff/student ratios, and the maintenance of 
equipment are all known factors. Because of the nature of some activities, however, there are 
exceptions to this general presumption, and this document attempts to identify those College-related 
activities with inherently higher risk, on or off-campus, especially where the College believes that the 
risks may not reasonably be expected to be evident to a parent. 

The College has classified activities based on four relative levels of risk. 

LEVEL A 

Little potential for physical injury beyond routine activities of daily life in a typical home or college 
setting. Most injuries would be expected to be minor, although occasionally more serious injuries can 
occur as they would in any setting, including a student’s home (e.g. falling down stairs, slipping on 
ice). 

Examples of UWCAD activities and programmes in Level A Risk category: travel in the scope of the 
Project Week, city hiking, concert / theatre / museum visits, walks using local paths in the Carso 
(surrounding area of UWCAD)/attending social service groups. 

LEVEL B 

Activities that are more physical in nature with moderate likelihood of minor injury, such as cuts, or 
muscle strains, joint injuries, sprains, strains and overuse.  Rarely, more serious or injury may occur 
such as a broken arm. Risks are mitigated by enforcement of good conduct and safety instruction, 
identifying hazards in advance, such as proper footwear and clothing, and hydration. Level B 
activities would include: walks/run/social-recreational games, Yoga, Badminton, Frisbee and some 
social-recreational or charitable work activities in the scope of the Project Week, Relay walks/runs, 
environmental clean-up along a busy road, carrying food/clothes in boxes for refugees. 

LEVEL C 

Activities assessed as Level C because it is envisaged that there could be more frequent minor and 
moderate injuries, and increased possibility of serious injury compared to a Level B sport.  Fatality 
while unlikely is possible, for example: Basketball, Football/Soccer, Cross-Country Running, 
Orienteering, Swimming, Cycling, Camping trip or intense forms of dance in the scope of the Project 
Week. 

Risks can be mitigated through qualified and experienced supervisors and use of protective 
equipment. 

LEVEL D 

In this category there is a range of possible causes of minor and moderate injuries which could occur 
with some probability in the absence of mitigating actions. There is increased potential for more 
serious  injury or even death. UWCAD activities and programmes in Level D Risk category: 
Climbing, Down-hill skiing, Cross-country skiing, Kayaking, Sailing, Mountaineering.  
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Risks are mitigated through appropriate, disciplined instructional progression in conditions suitable 
to student skill levels is of particular importance for these sports. 

2. Description of Outdoor Activities and identified risks 
Because the risks and precautions for Level C and D activities may not be readily apparent, more 
detailed analysis is provided below. 
 
2.1 Level C outdoor or team activities 

2.1.1 Football/Soccer, Volleyball and Basketball 
Any sport in which participants are required to jump or run for the same ball in a restricted space is 
characterised by risks of falls, cuts, bruises, fractures, sprains, and joint injuries. Concussion and other 
head or facial injury may occur through falls, being hit by balls or sticks or colliding with other 
players.  
Precautions to reduce risk: Stretching and warm up routines are used; Strict enforcement of rules 
relating to foul play. 

2.1.2 Cycling 
Students cycle recreationally on local roads and off-road paths, paved or gravel roadways of Cernizza 
and Carso, requiring them to manoeuvre in vehicular traffic. They are instructed to wear helmets, but 
staff cannot supervise behaviour out of sight and/or off-campus. Students may also cycle as a means 
of local transportation individually or as part of a group and sometimes on busy roadways.  

Risks above everyday life include: falls, possible collision with vehicles or bicycles on roadways en 
route.  

Precautions to reduce risk of serious injury or even fatality include: Stretching and warm up routines; 
use of protective equipment, explanation of risks and correct behaviour on the road, assessment of 
competence on the bicycle. When students go mountain biking off the road, they must share their 
intended route with a teacher or other responsible person, and give an estimated time of return.  The 
College emphasises proper technique and adherence to rules. 

2.1.3 Cross-Country Running, Orienteering and Hiking 
Cross-country and orienteering athletes run long distances (5-15 km) over a variety of terrain and 
trails, while hikers are making longer walks (5-60 km) in the same types of environment. Trails vary 
in difficulty; some are steep and distant from roadways or populated areas.  

Risks include becoming separated from the group or the teacher-coach and lost in unfamiliar areas; 
vehicle-pedestrian accidents in traversing or running along roads; scratches, cuts, eye injuries, hypo- 
or hyperthermia; slipping and falling; Tick bites that can transmit Lyme disease and Tick-borne 
encephalitis; or rare encounters with venomous but not aggressive snakes.  

Precautions to reduce risk: Initial warm up routines; Teacher-coach may set up markers on trails; 
students are advised regarding appropriate dress for the conditions; students reminded to carry their 
own urgent medications, if applicable (e.g. asthma inhaler or EpiPen); when conditions warrant 
students participating in the activity are encouraged to carry a charged, working cell phone.  

2.1.4 Overnight Camping and Outdoor Experience  
This activity is organised, when possible, by the College as an overnight outing of all second year 
students to one of the campsites in the mountains in the region in August/September of the 
academic year. Risks depend upon location but pertain mainly to transportation, students acting 
independently in an outdoor setting, proximity to lakes or rivers, falls on trails, burns from campfires, 
propane explosions, injury from use of outdoor camping equipment.  
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Risks are mitigated by experienced staff members and adherence to high staff to student supervision 
ratio. 

2.2 Level D outdoor activities 

2.2.1 Kayaking and Sailing 

KAYAKING: At the beginning of the year the students in the activity learn the basic skills required. 
It is important to stress that kayaking is potentially dangerous, and a series of skills need to be 
mastered. Following the first sessions of technical instruction, student groups may undertake longer 
trips on the sea together with the guide. There is tremendous scope for kayaking in the local area and 
the level that students reach depends upon their own aspirations, skill and determination. 

SAILING: Sailing operates throughout the year, weather permitting, and offers instruction in small 
dinghies, windsurfers, and operating inflatable rescue craft. The general aim is to develop seamanship 
skills and theoretical background knowledge including navigation, knots, rope techniques and boat 
maintenance. 

All participants of kayaking and sailing MUST be good swimmers. Students identified by the College 
as non–swimmers or weak swimmers are not permitted to participate in Kayaking and Sailing.  

Risks that the College has identified as associated with kayaking and sailing include but are not 
limited to: Wind, tides and cold water, and risk of capsizing. Waves in the Adriatic are low height but 
when driven by wind the waves can be steep and difficult to navigate.  Water and weather conditions 
can change quickly, including storms, resulting in increased risk capsizing of drifting out of control.  
There is a risk of possible impact from other boats.  Whenever a person is travelling in or on water, 
there is a potential risk of drowning. 

Risk management strategies employed by the College include: using qualified and experienced 
Kayaking and Sailing instructors, detailed safety instruction is provided to students and students 
must practise and demonstrate relevant skills before embarking on journeys outside.  A shared safety 
boat accompanies kayakers and sailing students during all activity sessions. Whilst kayaking or sailing, 
all students always wear appropriate personal flotation devices or life jackets supplied by the college. 
Before any students go to sea, weather checks are always performed by activity leaders who are very 
experienced with Adriatic sea conditions. 

2.2.2 Climbing 

Participation in climbing activity involves risks and hazards due to the nature of the terrain and 
weather conditions. 

All climbing is done with certified climbing guides at various external locations and indoor climbing 
at purpose-built facilities. Outdoor climbing is supervised by both UWC Adriatic staff and certified 
alpine guides. The climbing instructor is a member of the Collegio Guide Alpine del Friuli-Venezia 
Giulia. The college staff member accompanying all climbing activities has MTA Single Pitch Award 
qualification + BAIML membership. The Mountain Training Association (MTA) is a membership 
organisation for climbing, walking and mountain leaders in the UK and Ireland. 

Indoor climbing occurs at a third party climbing facility where facility standards for safety are 
followed. 

The climbing programme develops safe techniques and use of equipment as well as personal 
self-knowledge and confidence. It is expected that students starting in the autumn will also continue 
in the spring. Participation of students in roles of leadership is seen as an important goal and indeed 
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an essential aspect in terms of the success of the activity. Students are driven in College vans. 
Possible physical injuries include minor/major abrasions, rope burns, ankle sprains, fractures, more 
serious injury, and even fatality. Exposure to extreme weather conditions, including storms, in 
mountain environments can lead to hypothermia or heatstroke.  

Students and staff follow the instructions and protocols of the third party operators in indoor 
climbing gyms. 

Climbing risks and corresponding risk management strategies identified by the college are as follows: 

Risk Risk Management 
Minor falls, trips or slips while approaching the 
climbing area. 

Students should stay on designated paths 
approaching climbing area, taking care over 
rough ground 

Falls from top of a climbing venue Students will stay away from the top of crags and 
practise continual attachment to anchors whilst 
close to the edge 

Falls from unroped climbing No novices will be allowed to solo. Soloing only 
allowed under direct supervision of instructor 

Falls onto ground due to human error Only experienced students will be allowed to 
lead and place gear.  Instructors check 
understanding of principles and operation of 
equipment before use 

Environmental conditions If conditions are deemed dangerous by 
experienced member or instructor climbing will 
not go ahead 

Rocks falling onto climbers Students will wear helmets while climbing and 
when near a crag. 

Injury from plants (allergies/stings) Students with known allergic sensitivity are 
advised to carry personal medication on trips. 

Falling equipment  Members will keep equipment attached to their 
harnesses except when in use. Helmets will be 
worn when climbing and while at the bottom of 
crags. Members will not stand beneath other 
climbers. 

Climbers falling onto others Members trained not stand beneath other 
climbers 

Weather Extremes, hot/cold/wet/windy weather  Members will wear/carry outdoor clothing and 
equipment suitable for the conditions 

Equipment failure Instructors will inspect ropes and harnesses 
regularly. Use equipment log for climbing ropes 
to record hours usage 

First aid kit taken and readily available Staff member has current recognised first aid 
qualification 

 
Additional Precautions 

Mobile phones are carried by supervising staff throughout the activity. Sites are well known and 
previously visited by staff or guides to assess suitability for students. The college staff member 
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produces trip-specific risk assessments which include planning for emergencies and changes to 
circumstances. 
 
2.2.3 Mountaineering 

Students involved in mountaineering trips could be carrying gear on local paths, at times in remote 
mountain locations, covering distances as far as 35 km/day; camping in a wilderness environment. 
Risk assessment and pre-trip planning will have taken into account factors including:  

●​ Communication in wilderness terrain may be difficult, and in the event of an accident or 
illness, rescue, medical treatment and evacuation may be delayed.  

●​ Weather conditions may be extreme and can change rapidly and without warning.  
●​ Exposure to extreme weather conditions, including storms, in mountain environments can 

lead to hypothermia. 
●​ There is a risk of students, or a student, becoming lost 
●​ Camping equipment needs to be used properly and with care 
●​ Students are not under the immediate supervision of an adult at all times.  
●​ The safety of the group depends in part upon the responsible actions of each individual.  

Some of the risk management strategies employed by the College include: 
●​ Students are not taken into known avalanche territory. 
●​ Sites are visited or extensively researched  by staff or guides to assess suitability for students. 
●​ Current conditions are assessed and plans modified or cancelled as required. 
●​ Clear expectations for student behaviour, and training for emergency situations are provided. 
●​ Detailed trip-specific risk assessments are produced which include planning for emergencies, 

changes to circumstances. 
●​ Students are accompanied by an age and environment appropriate number of staff. 
●​ Additional guides with specialised expertise for particular activities are hired. 
●​ A first aid kit accompanies trip leaders. 

 
2.2.4 Cross-Country Skiing 

Cross-country skiing is offered as a whole day activity. Skiing is a relatively high-risk activity. The 
likelihood of some type of injury - including possible severe injury - (sprains, strains, concussions or 
other injuries to the head, fractures, and back or neck injuries) is viewed as moderate in terms of 
frequency. There have even been reported fatalities at some ski resorts as a result of out-of-control 
skiers or snowboarders who sustained injuries themselves, or injured others on the slopes. The 
college provides the ski equipment. Bindings on equipment reduce the risk of injury when falling. 
However, they will not be released under all circumstances and they do not guarantee safety in all 
cases. It is a responsibility of a participant to inspect the equipment to be used prior to skiing session 
and if he/she believes anything is unsafe, he/she should immediately advise the activity supervisor.  

The college skiing activities intentionally give beginners the opportunity to experience the sport. All 
beginners receive a period of expert tuition from a local instructor every time they visit the ski slopes. 
After this, a group of staff members and students who are good skiers, will share their expertise 
acting as instructors overseeing practice sessions. The proficient skiing students are allowed to ski in 
small groups without additional supervision whilst the beginners have their lesson. Participants must 
understand that there are inherent risks of the ski activity relating to challenging climate, collisions 
and hidden obstacles in the snow. The expert participant assumes the responsibility of skiing under 
control at all times whether or not directed by a supervisor/college staff member. Staff members 
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provide ‘in-the-area supervision’ but they do not have visual contact with students most of the time. 
Students, in some cases, may board the chair lift alone or with another person and may not always 
ride with a supervisor/staff member. 

The dangers and risks inherent in college ski trips may include but are not limited to: 

●​ Travel by van both to and from the College to the resort during winter conditions in alpine 
terrain with risks of accidents. 

●​ Skiing in terrain beyond one’s ability, leading to falls and injury. 
●​ High impact collisions with another skier/ snowboarder or structure. 
●​ Malfunction of resort equipment, such as chairlifts, leading to falls and injuries. 
●​ Inadequately maintained personal equipment. 
●​ The weather  -  heavy snow/rain, cold temperatures or high winds 

To reduce risk, precautions taken before and during skiing excursions include: 

●​ The staff member responsible for Cross-country skiing has N.S.F.G.B. Cross-country Skiing 
Class III Instructors Award + BAIML membership.  

●​ The College requires down-hill skiing students to wear helmets at all times while on the 
slopes and lifts, while wearing helmets is not an automatic requirement for cross-country 
skiers. 

●​ All college skiing takes place on prepared and maintained slopes or courses.  
●​ A First Aid Kit is taken – the staff member has a recognised first aid qualification. In case of 

Medical emergency; as appropriate participants to bring their own medications with them. Ski 
venues normally include nearby bar services; ski-marathons are well supported with 
refreshment and service stations. 

●​ Cross country skiers must follow approved trails and notify a supervisory faculty member of 
their route and expected return time.  They must ski at least in pairs, and carry mobile 
phones.  

●​ Mobile telephones to be carried by supervising staff throughout the activity. 
●​ Weather, road and ski conditions are checked before departure and in the event of extreme 

weather conditions the activity is cancelled. 
●​ XC-Ski Guidelines issued to all students in advance of the programme with advice on 

clothing and equipment including the need for extra layers of clothing to be carried in small 
packs.   

●​ Students are informed of the rules and expectations for safe conduct. Misconduct reported 
by the Ski Patrol, mountain staff or College staff will result in an immediate response, and 
follow up, on return to College. 

●​ Students are briefed on the protocol to follow in the event of an incident or accident. Before 
each day’s skiing, staff establish a means of emergency contact with students. 

●​ All students must check in with a designated staff member at a predetermined time and 
location during the day. Failure to check in will set in motion a search for the student. 

●​ Staff-to-student ratio for ski trips will not exceed a 1-to-8 ratio. On each excursion to the 
mountain, a minimum of two staff supervisors are in attendance. 

●​ Students are reminded regarding appropriate clothing and protection for alpine conditions 
(e.g. sunscreen). 

 
3. Project Week 
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In addition to community service projects that take place on a weekly basis in the local community, 
UWC Adriatic also encourages project weeks, where students are able to take part in a more in-depth 
project, whether at a local, national or international level. During the project week, students are away 
from Duino and they travel within Italy or to more or less distant locations, including travel in all 
countries of the European Union. Sustainability is a core value of the UWC educational model and 
UWC Adriatic. Therefore, Projects Week proposals that require air travel will not be approved. All 
projects must be planned using sustainable modes of transport such as trains, buses, school vans, 
ferries, cycling, or walking, and destinations must be selected accordingly. Project week trips are 
usually remotely supervised by a teacher from UWC Adriatic who is in contact with the group via 
phone. Students use local transport - travel in a vehicle not owned/maintained by UWC Adriatic, 
driven by a person who is not employed by UWC Adriatic. Removing students from their usual 
home or campus routines inevitably introduces an element of unpredictability that also must be taken 
into account in managing risks. Proposals for project week are made by students and they are 
considered by the College in a selection process that takes into consideration the educational purpose 
and opportunities for students, as well as risks. 

The College assesses the risks of project week trips. Most Project Week activities fall within the level 
A risk category, however some common project week activities are categorised as risk level B or C. 
Furthermore, some projects involve activities of level D risk and in this case a teacher or a qualified 
guide/coach is accompanying students. The factors considered in development of this risk 
framework include, for example, distance the destination is from the College and the added 
complexity of unfamiliar or out of country travel. The college may also, at times, elect to provide 
additional information or notification to parents depending upon the nature and assessed risk level 
of the component activities themselves. The College may also require written consent for specific 
activities that are not outlined within this document. 

While Project Week provides unique experiential learning opportunities, particular risks for student 
groups include those associated with travel and transportation, a reduced level of supervision, and 
factors in the environment, particularly when the destination is a wilderness area or unfamiliar urban 
setting. The possibility of acts of violence, or terrorism, or other unforeseeable disruptive or 
catastrophic events, though remote, can never entirely be ruled out as a travel risk. 

3.1 Transport – Risks & Precautions 

Risks include collisions or other accidents, using any mode of transport that could result in injury or 
loss of life. Students are instructed to use only public transport. Volunteer drivers are not permitted 
to transport students without review by the College and such cases require specific parental consent 
when those arrangements arise through the College. 

3.2 Remote Supervision – Risks & Precautions 

Project week trip is remotely supervised by a teacher assigned to the project. The teacher will guide 
the students planning during the weeks before departure on the project. The safety of the group 
depends fully upon the responsibility and integrity of every student. Breaking College rules or safety 
protocols may result in increased risk of personal harm to the student and others, and, if detected by 
the supervising teacher, will result in disciplinary consequences upon return to College. For serious 
infractions, students may be returned home or to College at parental expense, including the cost of 
an escort if the risks and consequences of the actions are (potentially) serious, not only for the 
individual(s) but also for the group as a whole, and may negatively affect the viability of future tours. 
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Planning processes for any trips must take the above factors into account as well as risks of any 
particular activities. Precautions include, but are not limited to: 

●​ Preparing trip leaders and obtaining information from reliable sources. 
●​ Careful selection of accommodation with particular attention to location and security 

practices. 
●​ Instruction on safety protocols, including the procedure to follow if they become lost from 

the group. 
●​ Sharing of students’ contact information with the supervisor and the project week 

coordinator. 
●​ Ensuring that students have basic first aid skills, that first aid kits are available, and that 

supervising staff have access to pertinent information including students’ College medical 
records. 

Safety Protocols for all Project Week trips include but are not limited to the following: 
●​ Full student briefing before departure. 
●​ A student should always be accompanied by another student when outside. 
●​ Accommodation separating students by gender, where appropriate. 
●​ Adherence to college rules on tobacco, alcohol and curfew. 

 

3.3 Project Week Environment/Destination – Risks & Precautions 

Any destination/environment is evaluated for possible risks, for example: 
●​ Major cities where the inexperienced may be vulnerable to crime, and individuals may more 

easily become lost from the group. 
●​ Non-Italian destinations where language barriers may exist, and public health and 

accommodation may be less than ideal. 
●​ Cross-border or travel documentation issues. 
●​ Wilderness areas, particularly those that are unfamiliar to participants. 
●​ Abrupt changes in weather conditions, and seasonal extremes, which can lead to hypo- or 

hyperthermia. 
●​ Remote locations that increase the difficulty of evacuating or obtaining emergency medical 

help. 
 

3.4 Host Family Accommodation 

Students may stay with host families during the project week as an alternative to hotel 
accommodation. This arrangement offers students a valued cultural experience. Parents should be 
aware that:  

●​ The College does not provide direct supervision or oversight when students are hosted.  
●​ No risk assessment is done of the home environment or the host families, criminal record 

checks are not conducted on adults in the homes of families and the College has no 
knowledge of driving records, insurance coverage, or vehicle maintenance when billets use 
their own vehicles to transport students. However host families would usually either be 
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known to one or more of the project organisers or their close family, or maybe alumni known 
to college staff. 

●​ On a project week, billeting arrangements are typically organised by students who have 
connections at the project week destination, not UWC Adriatic staff. 

●​ As hosting families may provide meals as part of a more authentic cultural experience on 
tour, students with serious food allergies must ensure that their host families are aware of any 
such allergies. The students must also ensure that they have appropriate medication with 
them in case of inadvertent exposure in a host's home to a food or environmental allergy 
trigger with potentially life-threatening consequences. 

●​ College practice is to place at least two students in a host family home and ensure that there 
are both male and female adults in the home with male and female students accommodated 
in separate rooms. 

●​ Students make hosts aware of UWC Adriatic expectations for respectful and responsible 
behaviour (especially with regard to alcohol and tobacco) and curfew. 

 

4. New Outdoor Activities/Project Week Activities  

Outdoor activities/Project Week activities that are not included in this document may be proposed 
by staff or students from time to time on an ad hoc basis. The College will consider such proposals on 
a case-by case basis, weighing evidence of risk and the College’s ability to mitigate those risks. The 
College may approve the activity if, at its discretion, the activity is assessed as: 

●​ no higher than Level C in risk classification 
●​ substantially similar in nature and risks to an activity already included in this document, and 
●​ the kind of activity that might reasonably be expected to be offered at a secondary school. 

If the proposed new activity fails to meet any of the above criteria, the College may decide not to run 
it for the current year, or may if circumstances permit, seek parental consent for participation in the 
activity. In such cases, students will not be permitted to participate without consent. 

The College will consider requests for ad hoc activities during the college year that may be assessed 
as Level D risk. In these cases parent consent for these activities may be required. 

 

Missing Persons Procedure 

Before declaring the student“missing”, the person noting the absence should attempt to contact their 
mobile phone, residence, home or hotel (if student is on overnight leave, they would have included 
this information in the form), and last person visited.  Students normally have contact with each 
other through social media messaging and they are the most capable of making contact and the most 
sensitive to contact becoming broken.  If no contact can be made, notify the Deputy Head (Pastoral 
and Student Life). 

After no longer than six hours, the Deputy Head (Pastoral and Student Life) should advise the 
Rettore. During the 6 hours all residence tutors and other students should be informed of the fact 
that a student is missing and a request made to search all residences and speak to student residents. 
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A residence student can ask other students to check the School Building, Library, Auditorium, Music 
School, Mensa extension.  Students have always been very helpful at this. 

If the student is not located within 8 hours (or less if the circumstances indicate that something 
serious could have happened to the missing student), parents must be informed, Carabinieri alerted 
to the unexplained absence of the student and their assistance requested.  Beyond this point, more 
details exist in the College Crisis Management Plan which should be used for guidance. 

 

TEACHING POLICIES 

Teachers are expected to collaborate with colleagues whenever possible to discuss and evaluate 
teaching methods, appropriate resources, examination techniques and grading.  Collaboration should 
be   facilitated by the Head of Department. 

At least two full-day sessions can be scheduled each year during times when students are not in 
residence for teachers to participate in staff development and pedagogical exchanges.  

All academic teaching at the College is influenced by the aims and content of the International 
Baccalaureate and the UWC educational model.  

Teachers are expected to be fully familiar with relevant subject guides and IB publications.  

Teachers are expected to be seen to model the UWC values at all times. Teachers are expected to 
provide a challenging experiential educational experience in their own lessons and extracurricular 
activities 

Teachers and staff intentionally provide opportunities for students to engage in activities, exercises 
and events to reinforce educational goals. The holistic UWC experience leads to learning skills, 
competencies and outcomes toward the UWC mission to make ‘education a force to unite peoples, 
nations and cultures for peace and a sustainable future’.  Additional out-of-class experiences, 
organised as part of an IB course curriculum, contribute to the IB Diploma requirement of teaching 
hours - 240 hours total for HL courses, 150 hours for SL. 

Teachers are also encouraged to see the students themselves as ‘resources’, to stimulate student 
discussion and presentations.  

Teachers should emphasize learning by an interactive process of mutual exchange rather than 
‘passive’ learning, developing in the student the knowledge of ‘How to learn’, ‘How to obtain and use 
information’, ‘How to think critically’. 

 

Assignments and Coursework 

●​ Assessment must  be both formative and summative. Over-reliance on tests as an assessment 
method is discouraged. HODs will support teachers in setting up alternative assessment 
tasks. 

●​ Teachers must set clear expectations for assignments, marking, feedback, presentation of 
work and intellectual honesty. (Assessment for learning) 

●​ Teachers should make students aware of the criteria by which their efforts and outcomes are 
assessed.  

●​ Assessment should reflect the range of objectives/skills/concepts/tasks assessed in the 
relevant IB Diploma programme guide for that subject. (Assessment as learning) 
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●​ Assessment assignments should include a range of different assessment methods. An 
over-reliance on tests is discouraged. ( Assessment of learning) 

●​ In line with our expectations of the College as a community, lessons should be inquiry-based 
and student-centred. 

●​ Teachers should encourage group work and interaction in the classroom where possible and 
appropriate.  

●​ Homework expectations should be discussed with students and submission dates should be 
agreed upon. 

●​ Major assignments must be  announced well in advance to allow students to plan properly.  
●​ IA Calendar deadlines for coursework subject to external assessment or moderation must be 

observed. No extensions for these deadlines may be granted without discussion with the 
teacher, tutor  and DHA. 

●​ Strategically important assessment opportunities and tasks should be mapped into the 
curriculum information provided to students at the beginning of the academic year. 

●​ All assignments must be appropriately graded and returned to students in a timely manner 
with specific recommendations for future performance.  

●​ Marks must be recorded and the record kept for reference and sharing with the DHA or 
Head as required. 

Teachers must not set multiple homework assignments simultaneously e.g. revising for a test, reading 
sections of text, completing IB Internal Assessment work.  

Large items of work, particularly IB Internal Assessment pieces should be set as a series of smaller 
pieces or stages.  This will have the additional value of allowing for other types of homework to be 
set during the time the teacher is assessing or reviewing the students’ work on their IA, e.g. revising 
for a test.   

This practice should help teachers to help their students to complete IAs on time.  It should reduce 
stress on students and teachers. 

It is the responsibility of the class teacher to manage the submission of homework and IB 
Coursework by their students.  Teachers can seek support from their HODs once they have 
exhausted all their strategies for the submission of work. If the HOD deems it appropriate and 
necessary,  the student will then be interviewed by the DHA and their failure to submit is treated 
appropriately - varying from provision of extra resources and help so that the student can succeed, to 
it being a disciplinary matter of the student showing a lack of respect to the teacher concerned. 

 

Academic Honesty 

Teachers should guide students so that they are aware of the expectations of Academic Honesty of 
the college and the IBO. The IB Academic Integrity Policy  and The UWC Adriatic Academic 
Honesty Policy are published on our website and are sent to all students at the start of each academic 
year.  

Teachers should be vigilant for instances of students failing to meet expectations on academic 
honesty.  

In instances of minor infringements early in the course teachers can deal with the situation as a 
formative learning process but should share this information with the tutor and DHA so that the 

 
25 

 

https://drive.google.com/file/d/1Ghn1QfZNeX9xea9GJOJcvMm711LjR__J/view?usp=sharing
https://docs.google.com/document/d/15A_kaRH77Cm2-Xp1pabILhE6KqPpNLtckSWaVxW3rEg/edit?usp=sharing
https://docs.google.com/document/d/15A_kaRH77Cm2-Xp1pabILhE6KqPpNLtckSWaVxW3rEg/edit?usp=sharing


 
same student does not take advantage of this constructive and lenient approach in other subjects on 
subsequent occasions.  

 Please read the Academic Honesty section of the Student Handbook. 

 

Attendance 

Student attendance should be entered into iSAMS by class teachers and activity supervisors by the 
end of the class slot (the time available is 50 min). This information can be vital in the case of a 
'Missing Person' alert.  A class teacher must mark any students not in attendance as absent, even if 
they know there is a valid reason for this absence.  The system will allocate an absence to being 
approved or unapproved afterwards.  Under no circumstances is an absent student present. Absent 
students - justified or not - are displayed on the iSams main page in real time. 

 

Assessment and Reporting  

Teachers must enter grades at the end of each Assessment Period  based on a broad range of 
continuous assessment tasks. Grades cannot just be based only  one form of assessment, eg. a 
summative test.  

Teachers must respect the opening and closing dates of  iSAMS and enter grades as requested.  It is 
important that all subject grades are available together for tutors to prepare for meetings with 
students. These grades are used primarily for counselling purposes between teacher and student and 
tutor and tutee, but can be shared externally with parents and national committees etc as considered 
necessary. Effort Indicators  must also be entered at the same time.  

 

Assessment Periods 

The year is divided into four Assessment Periods. Generally these will be from: 

Assessment Period 1: September -  mid- October ( 7 weeks) 
Assessment Period 2: Mid-October - End of November 
Assessment Period 3: End of November to mid-February 
Assessment Period 4: Mid-February to end of May 

Assessment Period grades should be based on more than one form of assessment, eg. a summative 
test. They should reflect a broader range of assessment tasks, although it is understood that at certain 
times of year a particular type of assessment may be the most influential contributor to the grade. 

Assessment Period grades  are regarded as an essential tool for good counselling, and tutors, the 
University Counsellor  and the Deputy Head (Academic) in particular rely on them greatly. Tutors 
have the key role to play in ensuring that the information these grades provide about the progress of 
their tutees is made as useful as possible.  They are expected to tell students their grades when they 
are available and confirm that the student finds them fully understandable in terms of cause and 
consequence.  The tutor should encourage positive communication between a student anxious to 
improve and their teacher.  It is vital that the grades are input into iSAMS with absolute punctuality 
and with care.  Even though these grades reflect short-term performance it should be normal 
practice that there is strong agreement between these grades and subsequent predicted IB grades.  

Attainment in the first year mid-cycle of Term 1 is recorded on  iSAMS for Assessment Periods  
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using the +/- notation as for effort. (Each student receives both an attainment grade and an effort 
grade, eg. Att. / Eff. +). 

The Attainment Grade symbols are translated in the following table: 

+ Student work is good  

/ Student work is satisfactory  

- Student work is of concern  

For both terms of  Year 1 and  Year 2 all Assessment Period grades  will be entered as IB numerical 
grades using the IB diploma grade descriptors provided for each subject group. 

Effort Indicators  

The effort made by a student is very difficult to determine. A student can be identified as reserved in 
class, their work may be brief, incomplete, or submitted late but in fact none of these may have any 
relation to the effort the student is making if they are, for example, learning in a new language or 
over-committed in some other aspect of college life.  Effort Indicators  should be formative in 
nature – something that can lead to improvement as well as being indicative of achievement to date, 
not merely a subconscious comparison between the actual achievement of a student relative to the 
teacher’s opinion of what they ought to be able to achieve i.e. a measure of ‘relative attainment’. A 
high effort profile is a better indication of success in life after school than a high attainment profile.  
It is assumed that /, or close to expectations, is the effort grade most students will achieve.  In cases 
where students receive a - or concern, teachers should use the comment box to indicate why the 
student got this mark.  Teachers are encouraged to use the comments for + as well.  If a student has 
missed more than 5% of a class, - is the appropriate effort grade. 

The following table can be used to help determine a student’s effort grade, and should also be used 
when tutors are discussing effort grades with their tutees: 

Value Sub-catego
ries 

“+”: Good) 

Exceeds 
HIGHEST 
Expectations 

“/”: Satisfactory 

Meets  
Expectations 

“-“: Concern 

Personal 
responsibility 
and integrity  

 

Organisation 

 

Attendance No unjustified 
absences in a 
reporting period 

No unjustified 
absences in a 
reporting period 

Any unjustified 
absences  

Class 
Punctuality 

Never avoidably late 
to class 

Avoidably late on 1 
occasion 

Avoidably late more 
than once 

Class 
Preparation 

Is able to engage in work from the start and 
throughout the class 

Delays the start of 
the class or is unable 
to work with others 

 
27 

 



 

Submission 
of Work 

Submits all set work 
by submission date 

Regularly submits 
work on time  

Often fails to submit 
work on time 

Action and 
personal 
example  

 

Participation 

 

Contribution 
to own 
learning 

Always works 
positively in class and 
completes homework 

Generally stays on 
task 

Often distracted and 
fails to stay on task 

Contribution 
to others 
learning 

Positively engages 
others in class 

Passively supports 
others in class 

Distracts or deters 
others in class 

Response to 
Personal 
challenge  

Perseverance 

 Independently 
responds to 
challenges before 
they become issues 

With guidance 
adopts a 
constructive 
approach to issues 

Responds to 
challenges and issues 
dismissively or 
negatively   

 

Term Grades 

All grades (including Effort Indicators) provided on written reports (one per term) will be 
cumulative grades for the period of the course so far.  November Reports = two grading periods 
combined, Spring Reports = four grading periods combined. There are four written reports over the 
course of the two-year programme – November and April in the first year  and November and 
March in the second year.   

While no formula will be established for calculating the cumulative grade, the expectation is that 
greater weight will be awarded to more recent work to account for the marked improvement that we 
often experience with students at the College, particularly those for whom English is not their 
mother tongue.  departments where more than one teacher teaches a subject (e.g. Italian B) should 
agree on the weighting of grades so that there is equity across the classes. 

Teachers must use their professional judgement when determining a termly grade, ensuring, for 
example, it accurately reflects recent improvements and acknowledges earlier difficulties.  Where a 
student has clearly overcome the initial impediment to their progress, then the later marks should 
have greater weighting, but if recent improvements reflect performance in a completely different 
topic and earlier concerns could still exist that would influence a student’s final IB performance, the 
early grades should still have significant impact on the termly report grade. Grades should never be 
based on teachers’ impressions.  

These grades are entered on College Transcripts when these are required for university applications. 
The deadlines are published each year by the Deputy Head (Academic). Grades are entered 
electronically and cannot be altered after the deadline for entries. They may be read, however, at any 
time. 

Attendance statistics for courses will be published on reports and College transcripts. 

Predicted Grades 

Predicted Grades are provided at 3 intervals during the second year: 
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(i) in support of university testimonials for UCAS and US applications before November 

(ii) at the November reporting period where they are submitted electronically into ISAMS 

(iii) in April when they are submitted to the IB via the IBIS system.    

A predicted grade cannot be the result of an attainment grade on a single piece of work.  Students 
receiving a grade on a recent assignment cannot assume that this is their predicted grade. 

In normal circumstances the predicted grade should not be below the lowest termly or report grade 
achieved to date and it is expected that in the majority of instances predicted grades will match 
previously achieved grades unless there is very strong evidence to expect otherwise (in favour of the 
student).   

For the purposes of university guidance, the student and tutor should use first-year results as the best 
guide.  An overly optimistic hope that a negotiated improvement of predicted grades will somehow 
transform their prospects should be discouraged amongst students. 

Tutors and university counsellors can confidently advise students by providing the predicted grade 
total only.  Students will be secure in the knowledge that none of their predicted grades will be lower 
than what they have cumulatively achieved in a term.  Teachers are free to share the following 
information with a student who 'needs a higher prediction'; on average, each year, students achieve 
between 2 and 3 fewer diploma points than they were predicted.  No subjects or teachers have a 
consistent pattern of under-predicting achievement. 

 

End of Term Reports Comment Writing 

All end-of-term reports are sent to the students, the students’ families and to National and Selection 
Committees. The letters that go out once a year to the Italian Regions and include written comments, 
to the Italian Ministry of Foreign Affairs and to sponsors also include the individual reports of the 
students sponsored by them. Since reports are sent to families and to National\Selection 
Committees, the teacher and tutor comment should address the student in the third person. The 
Head of College writes reports to UWCIO-found sponsors based upon the information in the most 
recent student report. 

All colleagues are requested to prepare their reports in Word documents and then enter  them into 
iSAMS  A succession of deadlines for report writing is included in the College calendar. Clarity and 
simplicity of style are always desirable qualities, above all bearing in mind that many of our parents 
have little or no English and seek help from neighbours for a full understanding of what we write. 
Since this is a formal report, the 3rd person should be used. Reports should be concise but always be 
in full English text.  Special circumstances may necessitate a longer comment, but the following may 
be regarded as guidelines for the number of words: 

​ Higher Levels​ ​ ​ 60 

​ Standard Levels​ ​ 40 

​ T. of Knowledge​ ​ 30 

​ Social Service​ ​ ​ 50 

​ An activity​ ​ ​ 30 

​ Tutor​ ​ ​ ​ 70/80 
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While being realistic, it is important to be as supportive as possible of students.  If the report is 
critical, an approach should be taken which is as constructive as possible. It is important to show 
clearly that we are all aware of our responsibilities in the special circumstances which exist here. The 
shared editing of intended comment structure in departments or subject groups is aimed at ensuring 
appropriate reporting for a class and to help teachers with some phraseology. The second editing by 
the tutor should be to correct typing errors, or minor grammatical changes. The English should be 
clear, informative and understandable, not necessarily as if a native speaker had written it.  

 

Subject  Reports 

These should normally contain the following information.  The terms in Bold indicate the criteria 
requested for university testimonials.  To address as many as these as possible as explicitly as possible 
in the report would not only give clear feedback on key areas of performance but also be helpful to 
tutors. For the end-of-first-year reports including notable instances or examples of where a student 
has achieved one of the characteristics described in the report should be included to help the tutor 
and university office with the subsequent university application reference/testimonial. 

 

Academic Achievement 

●​ Acknowledgement of good foundation at the previous school may be of value if entirely 
relevant  only in the first year Autumn report;  

●​ In the first year Spring report a comment on aptitude for the subject, with particular 
reference to future studies would be useful as this will correlate with Academic Potential; 

●​ Particular problems which are being encountered and the steps taken to overcome them 
(Motivation, Study Skills); 

●​ The influence of good or poor communication in English (Ability in written and spoken 
English); 

●​ Written performance including essay writing skills where appropriate as compared with oral 
performance ie Communications Skills, Powers of Analysis, Independence of Thought 

●​ Comment about performance in relation to the different components and methods of 
assessment of the IB programme; 

●​ Examples of particularly good work, projects, etc.  
●​ A comment on the Extended Essay in the second year November term report is essential 

where relevant (particularly useful for powers of analysis, independence of thought and study 
skills) 

●​ Comments on attendance if this has been unsatisfactory. 

NOTE: Report writing must not be confused with guidance for students which should be given 
throughout the term, orally or as written feedback on submitted work. The report should not come 
as a surprise to the student.  Report comments as with grades should reflect the student progress in 
the previous term in the context of the course as a whole.  

Not all UWC Adriatic students can be described as 'excellent' or 'outstanding' and should not be 
referred to as 'incredible', or 'fantastic' or similar superlative language.  We are very lucky to be their 
teachers in the vast majority of cases and form strong positive feelings towards them as we get to 
know them so well, but these should not be allowed to cloud the objectivity of academic reports and 
attainment assessments. In recent years the college average IB diploma score has been around 35 
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points – on average between 5 or 6 points per IB subject.  Numerical IB Diploma scores are 
translated as shown below: 

7 – Excellent, 6 – Very good,  

5 – Good, 4 – Satisfactory 

3 – Mediocre, 2 – Poor,  

1 – Very Poor. 

It is important that report comments about attainment reflect these general descriptions for the 
grades. The distribution of grades awarded should reflect the reality of likely student achievement.  

If a teacher awards most students a grade 7, whereas the normal outcome for their students is that 
only a small minority of students actually achieve this final grade, then there is clearly a discrepancy 
in interpretation of the standards required between the IBO and the individual teacher (unless they 
have good reasons to consider that the present class is much better than the ones in previous years 
which should be made clear by the teacher to the Deputy Head (Academic)). 

The grades awarded should reflect IBO standards for the sake of clarity for students, parents and 
universities. HoDs and Coordinators (Creative, Physical, Service) will be part of the editorial 
process to ensure that the reports from their area of responsibility meet the standards 
required for informative and clear reports on student achievement. Pairing of teachers to 
work together and check each others' reports will be arranged by HoDs. 

While using AI to check grammar and spelling of written reports, teachers and tutors must 
not abdicate the responsibility of writing personal reports that demonstrate knowledge of the 
student as a learner and as an individual member of the community. Any use of AI must 
adhere to the ethical guidelines for the use of AI as detailed in the Academic Honesty Policy. 

 

Social Service and Activity Reports 

These must be as complete as possible within limitations of space. It is not acceptable that absence 
should be noted in the report by the statement "he/she did not attend the activity". It is the 
supervisor’s responsibility to ensure the attendance of all students.  

Service reports should include comments on the following: 

●​ A comment on the strength of the service commitment of the student; 
●​ Examples of particular aptitudes and success. 

In preparing service reports, it may be valuable if colleagues consult second-year service students if 
first-hand knowledge is unavailable. A great deal of care should be given to ensure the maximum 
possible recognition of a student’s contribution. Students are not helped or motivated by reports 
which they feel to be inaccurate, unjust or superficial. 

 

Tutor Reports 

It is assumed that tutors will ALWAYS discuss the full set of reports with their tutees while they are 
still in draft form and ensure that there are no missing subject reports or activity reports. In addition 
to checking that no reports are missing, a discussion of reports provides an opportunity for 
counselling which can be of immense value. The tutor must check all reports from teachers of 
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their tutees and edit minor mistakes with typing or English language, student gender or 
name errors. Where a report is in total poorly written, unclear or incomprehensible, has an 
incongruence between text and grades, makes inappropriate judgmental comments about 
the student, the College or the IB Programme, the tutor will need to refer the report to the 
teacher concerned for amendment, and copy the Deputy Head (Academic) into the email. 

The tutor's comment is the final summative report: 

●​ An assessment of overall academic progress in simple terms which will help parents to 
understand the situation as non-native English speakers who are unfamiliar with IB Diploma 
(NB This is not the same as a compilation of comments copied from various subject 
reports). AI must not be used to summarise teachers reports to form a tutor report.  

●​ The student’s attitude and performance in relation to the fundamental aims of the United 
World Colleges. 

●​ Particular aptitudes which have become apparent, perhaps with  reference  to  suitable careers 
or university studies; 

●​ Comments on study habits (these might be related to the student’s happiness with courses 
and with personal reasons for success or failure); 

●​ Particular problems which have been faced and the steps which have been taken to remedy 
them; 

●​ In the case of first years, factors which influenced the original choice of subjects and any 
subsequent changes; 

●​ Comments on future prospects. 
●​ Comments on the student’s ability to cope with the lifestyle of the College. 
●​ The student’s ease or difficulty in establishing good personal relationships with both staff and 

students; 
●​ Tutors are expected to draw on material from the student's CAS Reflections when 

commenting on other events the student may be involved with such as National Evenings or 
International Affairs 

N.B.​ If there has been an unsatisfactory record of attendance, this must be commented on. Tutor 
comments will be proofread by the Deputy Heads and/or the Rettore. 

 

UWC Action and Reflection Journal 

The UWC Action and Reflection Journal complements the reports and is an IB CAS and UWC 
requirement.  It enables students to document and reflect upon major commitments and initiatives in 
their College lives, including those not reported upon formally. Project Week, College Service, 
additional activities, and involvement in Cultural Weeks, Focuses, Orrizinti, conferences and tutorial 
events would come into this category. 

The material contained in the record is vital for university testimonials and must be referenced by the 
Tutor seeking to ensure that their tutees have the best chance they can of receiving an offer from a 
university of their choice. 

 

University Testimonials 

The University Guidance Counsellor is responsible for university counselling and for "Third Year 
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Options". Testimonials are drafted on the understanding that they are confidential, although all 
universities in Britain and many in North America are required by law to make the comments 
available to the relevant students if requested by them to do so. They are prepared initially by the 
tutor and subsequently proof-read and edited by the University Guidance Counsellor and the Head 
of College, who takes the final responsibility and signs them. Copies of each stage of the Testimonial 
production are kept in the Universities section of  iSAMS and can be accessed through the University 
Guidance Counsellor. The University Guidance Counsellor will support tutors by providing initial 
examples of good practice and guidelines for testimonial writing. Tutors can also refer to the final 
version of their testimonials as sent to universities and colleges in previous years so that they can be 
aware of the standard form that should be developed.  Colleagues are asked to give copies of subject 
letters of recommendation which they have been asked to write individually to the University 
Guidance office for inclusion in the student files.  
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THE NON-ACADEMIC COLLEGE PROGRAMME 

Social Service in the Community 

This is a very important component of our co-curricular experiential learning programme. All 
students are required to take part, and all teaching colleagues are expected to be enthusiastically 
involved.  

In general, the more responsibility given to the students, the better their response. At the same time, 
staff involvement, interest in, and knowledge of what students are doing is vital if the students are to 
view the commitment as important. 

The College has created an association - Mondo 2000 - to facilitate local involvement in community 
service.  The Social Service Coordinator is responsible for the design and administration of the 
programme. In addition, teachers take responsibility for specific institutions and programmes.  

Students are required to reflect upon their development through experience of the wider College 
programme in their UWC Action and Reflection Journals. 

 

College Jobs 

Time is set aside for the care and maintenance of College property and facilities. First year students 
are required to sign up at the beginning of the calendar year for two College Jobs, ideally of their own 
choice.  

 

Co-Curricular Activities 

Involvement in co-curricular learning activities, including creative pursuits and physical activities,  is 
fundamental to the UWC experience for both students and teachers. Colleagues are expected to take 
the leadership role and responsibility for at least one activity. The students must be given as much 
responsibility as appropriate and activity leaders should support this development. A number of 
activities are led by paid instructors from outside the College where they can contribute expert 
knowledge, contact with the community and use of local facilities.   

The students are required to select one physical and one creative activity. These activities are 
considered "Core" Activities where attendance is taken and a report comment written. Students may 
take additional activities subject to the approval of the activity leader.  

Teachers' school-age children who wish to participate in a College activity or use College facilities 
should obtain the prior permission of the Rettore. 

 

Cultural and College Community Events 

The College programme includes many events of a general and cultural nature, such as the Welcome 
show, Opening Ceremony, Peace One Day Show, Christmas Concert, Regional Weeks, EE show, IB 
Show and monthly serate. These are entered into the College Calendar. Teachers are encouraged to 
attend, and all employees and families are most welcome. 
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Orizzonti and Visiting Lecturers 

The Orizzonti, formerly known as the International and Cultural Affairs Programme, is intended to 
further the College's aim of the promotion of international understanding within the College, and 
increase awareness of the mission of the College amongst potential influential supporters. It seeks to 
make students more informed about current economic, social, cultural and political affairs around 
the world through presentations by visitors and students.  Attendance of Orizzonti events 
scheduled in the timetable is compulsory for all teachers and students. 

 

Wellbeing Programme 

The Wellbeing  Programme is facilitated by Peer Supporters and Health Educators in a number of 
one-hour sessions to all first-year students in their first term. It was developed to respond to issues 
of personal, social and health education and life in the College. The course draws on the views of 
students, tutors, teachers and the medical staff. It is reviewed annually and modified by the wellbeing 
team, in the light of feedback received from students and staff. The topics of the course include the 
College mission, communication skills, study skills and energy management together with health 
promotion such as a healthy lifestyle and sexuality and sexual health education. The teaching is 
carried out by Peer Supporters and Health Educators, who are trained by the wellbeing team. Faculty 
members may supervise some sessions. The PSHE members meet regularly with the wellbeing team 
to review session plans in order to ensure a coordinated approach. Comments and suggestions on 
Wellbeing should be addressed to the wellbeing team. 

 

Library / Learning Resource Centre 

Colleagues are asked to make themselves familiar with the library layout and procedures, and to 
cooperate very closely with one another in the maintenance of good order in the library. The Library 
is administered by a Learning Resources Coordinator .  

 
Project Week 

Project Week provides students with a valuable opportunity to engage in meaningful, student-led 
projects in collaboration with local associations and NGOs. These projects are designed to reflect 
and uphold the UWC Mission and Values, with a particular emphasis on service learning, creativity, 
physical activity, and engagement with the local context. Successful Project Weeks require early and 
thorough planning. Students are encouraged to build on their existing Social Service commitments 
and to seek partnerships with organizations involved in peacebuilding, environmental sustainability, 
and social justice within the region. Projects may incorporate creative elements and physical 
challenges, fostering a holistic and hands-on learning experience. A comprehensive Risk Assessment 
must be completed for each Project Week initiative, covering all planned activities. This process is an 
essential educational tool, helping students develop skills in identifying and evaluating potential 
hazards and managing risk responsibly, skills they can apply beyond Project Week to broader aspects 
of their lives. Staff are expected to support students in both the planning and reflective learning 
components of this experience, ensuring alignment with the College’s educational aims and 
safeguarding standards. 

It is vital that all colleagues recognize that the week is an important and integral part of the overall 
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College curriculum and, as such, demands a high level of commitment, preparation and participation.  
The major work is done in suggesting, guiding and assisting with practical arrangements beforehand, 
including helping the students to liaise with the partner associations to build contacts and making 
arrangements for the activities and in taking a real interest afterwards in how things have gone. 
Colleagues’ expenses are covered by the College on the basis of estimates agreed beforehand with 
the Project Week Coordinator; appropriate receipts must be presented. 

Project Week – staff responsibilities: 

PW coordinator: 

●​ Planning the overall PW budget 
●​ Organising PW intro and QA sessions 
●​ Setting up deadlines for all phases 
●​ Guiding students in project proposal, risk assessment and budget preparation 
●​ Project proposal selection 
●​ PW choices, assigning students to projects, swaps 
●​ Planning PW meetings 
●​ Approval of the proposed budget and risk assessment for all projects  
●​ Discussion of special cases of Risk and Budget with the Head of College. 
●​ ToD on the weekend that precedes the PW 
●​ Keeping the ToD phone Mon-Fri and assisting students in emergency 

Staff Supervisor Responsibility (supervisors): Supervisors play a crucial role in the preparation and 
planning of Project Week by ensuring the following: 

●​ Supervision of up to two of the selected projects 
●​ Maintain regular communication with partner organisations. Supervisors should be copied 

into all communication between student leaders and partner organisations and are expected 
to support the planning process actively, helping to ensure that the week offers meaningful, 
well-organised, and educationally valuable activities for all participants.  

●​ Assist and guide students in the process of developing a detailed, realistic and meaningful 
day-to-day program of activities during Project Week 

●​ Guide students in arranging transportation and accommodation well in advance, and plan all 
meals within the project budget.  

●​ Guide students in risk assessment and mitigation strategies, and help them complete the 
required Risk Assessment Matrix 

●​ Staying in touch with the PW group on a daily basis or more frequently, in accordance with 
the risk assessment 

●​ Correspondence with parents if and when required 
●​ Ensuring that students complete accounts and present receipts in the required format  

Admin staff: 

●​ PW money collection 
●​ Booking travel and accommodation 
●​ Assisting students with medical insurance issues during office hours 
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Parents: 

●​ Project Week and Caution Money contribution via bank transfer if students don’t pay it by 
cash during the Welcome Week 

Weekend Excursions with Students 

Teachers taking students on weekend excursions to explore the culture, history and the outdoor 
attractions of the FVG region are encouraged. Applications for food and/or food money (the latter 
is limited and dependent on the duration and nature of the excursion) should be made five days in 
advance on the forms provided in the Staff Room. Relevant risk assessments and the Trip Proforma  
must also be completed. 

 

Mental Health Provision 

The College has a College Counselor and Wellbeing Lead and a Psychologist who provide students 
with the necessary support and coordinate wellbeing initiatives at the college. They also liaise with 
the Medical Staff to provide “team” support and assistance for students. The college also has a 
network of external Psychologists and Psychiatrists, and the College Wellbeing Team can determine 
the appropriate level of intervention required on a case by case basis.  There will be times when in 
order to protect a student or others from potential harm that the Wellbeing Team must share 
information with other teachers. At other times, where there is no need for others to know about a 
student meeting or issue, confidentiality will be maintained. 

 

Internal College Publications 

There is a separate budget which is administered by mutual consent by the colleagues most directly 
involved. The publications are the following: 

o​ The College Yearbook, prepared by students with assistance from teacher supervisor 

o​ The College publishes various other information and PR documents from the Alumni and Public 
Relations office next to the library. 

 

ADMINISTRATION 

College Stationery 

This may be drawn from the Student Contact Officer in limited quantities for official use. Where 
possible, this should be ordered at the start of each term. 

 

JOB DESCRIPTIONS 
 
The Rettore (Head of the College) works closely with the Senior Leadership Team whose roles and 
responsibilities are explained below. 
 
Leadership Team Responsibilities 

1.​ Deputy Head (Pastoral and Student Life) 
2.​ Deputy Head (Academic) 
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3.​ Director of Arts and Service 

 
All the above will be assigned as positions of responsibility for individuals employed on a teaching 
contract, with an additional responsibility allowance renewed on an annual basis.  A single individual 
could have more than one of the above responsibilities, and the Deputy Head responsibility would be 
offered only to someone with at least one other substantial responsibility.  The ideal outcome would 
be the combination of some internal appointments bringing with them experience of how the 
College operates combined with some external appointments introducing innovation and new ideas. 
 
The following expectations apply to all members of the Leadership Team: 

●​ To maintain an interest in relevant developments in education, and to liaise with the Rettore 
and teachers in promoting and implementing appropriate areas of current research in 
learning and teaching and pastoral care. 

●​ To contribute to the review and development of College policies, and to implement them as 
required. 

●​ To assist, as required, in the selection of teachers, and to attend interviews and contribute to 
the interviewing process as requested by the Rettore. 

●​ To act as a role model for teachers and students and to provide effective leadership within 
the school. 

●​ To support, and be present, at College functions/events. 
●​ To act as a representative of the College at any meetings and conferences at the request of 

the Rettore. 
●​ To attend weekly Leadership meetings with the Rettore. 
●​ To contribute to the construction and operation of the college calendar. 
●​ To be a Personal Tutor. 
●​ To supervise a social service and a physical or creative activity (can also be a combined CAS) 

(one or other for Rettore). 
●​ To be a Residence Tutor as necessary. 

 
Deputy Head, Pastoral and Student Life 

Residential life is a large part of the UWC Adriatic experience and has a lasting impact on the lives of 
students after they leave the college.  The Deputy Head, Pastoral and Student Life is responsible for 
the student pastoral care and residential life within the College. The Deputy Head, Pastoral and 
Student Life reports to the Rettore. Responsibilities include: 

●​ Substitute (along with the Deputy Head-Academic) for the Rettore during periods of absence 
or in a representative role as requested. 

●​ Have responsibility for student and staff welfare issues that arise in any situation within the 
College 

●​ Inform the Rettore of ongoing student issues and developments, and to refer unresolved or 
continuing issues of any nature to them. 

●​ Implement and monitor the UWC Code of Behavioural Expectations in relation to 
non-academic areas, including administration of disciplinary procedures.   

●​ Ensure consistent approaches to College expectations among Personal Tutors. 
●​ Coordinate Personal Tutor routines and identify areas for pastoral care staff training. 
●​ Take initial actions on student welfare issues that arise within the College. 
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●​ Keep records of students’ failures to meet college non-academic behavioural expectations 
and to liaise with Tutors, Residence Tutors, Deputy Head, Academics, the Rettore, national 
committees and parents as required. 

●​ Arrivals and Departures – To coordinate arrivals and departures of students at the beginning 
and end of term and to prepare an overall schedule.  To ensure that new students who arrive 
early or late at airports and/or train stations are met by a College representative. 

●​ Ensure consistent approaches to College expectations among Residence Tutors. 
●​ Residence coordination – chair Residence Tutor meetings and coordinate residence routines 

in consultation with the Residence Tutors and the Domestic Bursar, including the opening 
and closing of residences. To ensure that all Residence Tutors comply with health, safety and 
fire regulations. 

●​ Produce the Residence Tutor presence in Duino list so that the teacher on duty is supported by the 
presence of at least 4 residence tutors in the village on any night during the weekend. 

●​ Supervise Residence Assistants and produce the weekend RA duty schedule.  
●​ Produce the weekend Teachers on Duty schedule and oversee the expectations of this duty. 
●​ Maintain a visible presence around residences and the village. 
●​ Inform Camst (via Giulia Postal or Veronica Sancin) of numbers of students absent from 

College at times when normal routine is not operating. 
●​ Welcome Week – to contribute to the coordination of the welcome week with the student 

representatives, the Deputy Head (Academic) and the welcome committee the introductory 
week activities for new students, with particular reference to residence preparation. 

●​ Oversee Cultural week activities with the student organizers to ensure a balanced programme 
and respect of College expectations 

●​ Oversee the work of the College Psychologist, the College Counselor & Wellbeing lead,  and 
the Medical Center, and work closely with the wellbeing team on student health & wellbeing 
related matters. 

●​ Attend weekly Leadership Team meetings with the Rettore and the rest of the Leadership 
team. 

 
Deputy Head, Academics 
 
The Deputy Head, Academics reports to the Rettore. Responsibilities include: 
  

●​ To substitute (along with the Deputy Head (Pastoral and Student Life)) for the Rettore 
during periods of absence or in a representative role as requested. 

●​ To inform the Rettore of ongoing issues and developments, and to refer unresolved or 
continuing issues of any nature. 

●​ The Implementation and monitoring of the UWC Code of Behavioural Expectations in 
relation to academic areas, including administration of disciplinary procedures.   

●​ To be responsible for all matters relating to the administration and delivery of the curriculum, 
within the College. 

●​ Ensure consistent approaches to College expectations among teachers and to work with 
Heads of Department in coordinating pedagogical approaches. 

●​ Identify any areas of concern within the College academic programme and to take effective 
measures to resolve them. 
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●​ Respond to issues of academic/ professional/ pedagogical concern. 
●​ Coordinate the construction and operation of the college calendar and student coursework 

(IA) submission dates calendar. 
●​ Construction and management of college timetable in conjunction with the Rettore. 
●​ Oversee the academic subject choices, including preparation of student timetables. 
●​ Student Reports and Mark Entry - to oversee the preparation of reports at the end of each 

term and the entering of monthly grades. 
●​ Students in academic difficulty – to prepare a list of students in difficulty following each 

reporting period and to liaise with teachers so as to address concerns. 
●​ Professional Development and Teacher Induction - to oversee the professional development 

budget and to coordinate academic staff training, including guidance and support of new 
teachers. 

●​ Ensure timely and accurate submission of all student subject entries for diploma and 
certificate programmes. 

●​ Maintain systems of recording of academic attendance and attendance in college and 
responding to issues arising concerning systems and individual students. 

●​ To line manage the Learning Resources Coordinator. 
●​ To line manage the Universities Office. 
●​ To line manage the Study Support Coordinator. 
●​ Student Disciplinary Issues – to keep records of students' failures to meet college academic 

expectations and to liaise with Teachers and Tutors, Rettore, national committees and parents 
as required. 

●​ Oversee allocation of staff to invigilate/supervise internal and external exams. 
●​ Have responsibility for the annual IB budget. 
●​ Provide updated IB course information on the academic programme in the Student 

Handbook. 
●​ Take a shared leading role in IB Diploma Review and college Accreditation processes and 

responses. 
●​ Liaise between staff, administration and IBO. 
●​ Ensure that all staff have access to relevant and up to date (IB) publications (E.g. Programme 

Updates, the Handbook of Procedures and correspondence from the IB); 
●​ Ensure that staff are informed of current programme and subject requirements and adhere 

to IB regulations. 
●​ Ensure that staff are informed of, or have access to, relevant assessment procedures. 
●​ Ensure that administrative procedures are carried out correctly and deadlines kept, according 

to IB instructions. 
●​ Ensure timely submission of required documentation/ course components (IAs and World 

Lit) to the IBO/ examiners/ moderators. 
●​ Act as the point of contact between IBO and the College.                                                                                
●​ Access and distribute IB results, completing necessary enquiries on results; analysis of results. 
●​ Check on, and manage online PG entries. 
●​ Responsible for academic honesty and citations, submission of all relevant IA work to 

Turnitin. 
●​ Taking a shared leading role (with the Rettore and Deputy Head (Pastoral and Student Life)) 

in IB Diploma Review processes and responses. 
●​ Coordinating special accommodations for exams (D1 and D2 forms). 
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●​ Any other IB Diploma Coordinator responsibility as expected by the IB. 

 
Director of Arts and Service 
 
The Director of Arts and Service is a strategic leadership role that contributes to advancing UWC 
Adriatic’s mission. By encouraging students to engage in arts and service activities, the Director of 
Arts and Service fosters an environment where students develop empathy, resilience, and a 
commitment to building community. The Director of Arts and Service reports to the Rettore. 
 
The Director of Arts and Service will be expected to: 

●​ provide strategic direction to the Arts and Community Life Manager 
●​ collaborate closely with the Outdoor Learning and Sustainability team to design a holistic 

co-curricular activities timetable that balances creative pursuits, service, and physical 
wellbeing, ensuring every student is meaningfully engaged each week. 

●​ assign students to activities and social service considering individual interests, developmental 
needs, and the broader goals of building community, fostering intercultural understanding, 
and supporting mental and physical health. 

●​ ensure, where needed, that each activity and service is guided by a committed staff member, 
or qualified external instructor who is fully briefed on UWC values, safeguarding policies, and 
the importance of promoting inclusion and wellbeing through their supervision. 

●​ provide/organise appropriate pre-service training and support students on an ongoing basis 
with tools and techniques to contribute to their service project meaningfully  

●​ support and oversee the writing of term reports by supervisors and external instructors, 
ensuring timely and meaningful feedback on student engagement. 

●​ facilitate the integration of music activities into the wider co-curricular program, ensuring 
students' talents and interests are nurtured as avenues for expression and community 
engagement. 

●​ manage and monitor the budget for creative activities and social services to ensure 
sustainability, accessibility, and a diversity of offerings. 

●​ annually update the Student Information Booklets to reflect a dynamic, inclusive, and 
mission-aligned activities program. 

●​ enable student leadership by actively encouraging and mentoring students to propose, lead, 
and develop new activities and services that foster creativity, community engagement, and 
intercultural dialogue. 

●​ build and strengthen collaboration with external partners by leveraging opportunities within 
the immediate community of Duino, Aurisina and Monfalcone. 

●​ raise the profile of Social Services at the College by making it more visible  
●​ provide strategic direction to the Project Week Coordinator  
●​ actively promote the Arts programme both within and outside the College community, 

strengthening relationships with local institutions and partners. 
●​ direct and manage the peripatetic instrumental lessons and teachers, including musical 

programming, financial oversight, external collaborations, and publications. 
●​ coordinate and oversee school music concerts, recitals, drama/theatre performances, and 

student shows. 
●​ support and mentor students aspiring to attend conservatoires or drama schools after UWC. 
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●​ maintain and develop an engaging and dynamic annual performance programme, including 
managing college performance spaces, equipment, and resources. 

●​ organize events such as volunteering fairs, performances for external audiences, and ad-hoc 
community service initiatives that promote and expand partnerships with local schools, 
cultural organizations, and service institutions. 

●​ develop a calendar and contribute to the timetable that captures major artistic events 
(concerts, performances, show, musical, theatre, art exhibitions) and all events related to the 
social service programme of UWC Adriatic 

●​ in collaboration with the Arts and Community Life Manager oversee budgets related to 
performing arts, creative activities, and service programming. 

●​ provide up-to-date communications about arts and service activities, both internally and 
externally. 

●​ in collaboration with the Arts and Community Life Manager oversee ordering and 
maintenance of materials and resources for music, drama, and service activities. 

●​ ensure compliance with all the College’s Health & Safety and Safeguarding policies. 
●​ apply for regional, national, and European grants to support music initiatives in collaboration 

with the Arts and Community Life Manager 
 

Head of Department 
 
Heads of department report to the Deputy Head, Academics. 

Responsibilities will include, where relevant: 
●​ Ensuring that all students receive appropriate teaching, assignments and support in  the 

Department. 
●​ Promoting the international and multicultural dimension of College education, as well as the 

United World College Mission Statement. 
●​ Ensuring that feedback from students is considered. 
●​ Organising an Introduction to the subject during Orientation  and a placement test as 

required. 
●​ Encouraging a collaborative and supportive approach to teaching amongst department 

members. 
●​ Monitoring teaching methods, the availability and utilisation of appropriate resources, the 

setting of work and its marking, examination techniques, results and grading in the 
Department; review and collect curriculum planners for teachers in the department at 
the beginning of the year, and submit these to the Deputy Head (Academic).  

●​ Analysing examination and other relevant data so as to assist the development of the 
Department; including analysis of IB results for the subject areas within the 
department. 

●​ Reporting on the professional work of the Department to the Deputy Head (Academic) and 
in some cases on request to the Rettore. 

●​ Advising the Rettore and/or Deputy Head (Academic)  concerning the appointment of new 
staff and/or staffing changes within the department. 

●​ Assisting the Deputy Head (Academic), when required, concerning any temporary 
rearrangement of teaching responsibilities. 

●​ The mentoring of new teachers. 
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●​ Cooperating with the Deputy Head (Academic), when required, to review teaching 
performance. 

●​ Making recommendations for staff training. 
●​ Holding Departmental meetings (where there is more than one member) and keeping the 

Deputy Head (Academic) informed of any matter of significance. 
●​ Submitting and managing the departmental budget. 
●​ Keeping a check on the maintenance of departmental rooms (if any) and equipment. 
●​ Maintaining Department records. 
●​ Maintaining an up-to-date inventory of any Departmental Library and materials holdings 

including books, videos, DVDs, CDs. One copy of this inventory should be kept in the 
Library and updated annually. Departmental colleagues should be supplied with a copy of 
this inventory, as should the Deputy Head (Academic). 

●​ Making arrangements for access to the Departmental Library for staff and students. 
●​ Recommending purchases for the College Library. 
●​ Verifying IB examination subject registrations for second year students. 
●​ Organising the production of necessary documents and  student participation in Activities 

related to the department/subject area. 
●​ Ensuring that appropriate safety precautions are taken. 
●​ Oversee report writing in their subject field/department. 

 
College Counselor & Wellbeing Lead 

The main focus of the College Counselor & Wellbeing Lead is to lead the coordination of the 
College’s mental health, wellbeing, and safeguarding systems, champion a proactive and preventative 
mental health and wellbeing strategy, and provide evening individual and group counseling to 
students at the College. 

At the core of this role are essential skills and competencies that support the mental health, safety, 
and overall well being of a diverse student body.  
 
The College Counselor &  Wellbeing Lead will be expected to 

●​ act as the main point of contact for mental health and wellbeing concerns. 
●​ conduct counseling sessions individually and in groups and provide psycho-social support for 

students. 
●​ identify students in distress and manage escalation to clinical or external services. 
●​ supervise and train Peer Supporters & Health Educators (PSHE) in collaboration with the 

College Psychologist. 
●​ design and deliver psycho-social training for Personal and Residence Tutors. Topics may 

include emotional support skills, early detection of distress, safeguarding responsibilities. 
●​ develop the Wellbeing Program for Primi in collaboration with the College Psychologist and 

implement College-wide preventative wellbeing programming throughout the year. 
●​ organize and lead stress management, resilience, and mental health education sessions for 

students. 
●​ collaborate with Residence Tutors and evening staff on student support and early 

interventions. 
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●​ be present and available in residences for psycho-social support, organise residence-wise 
sessions on general wellbeing practices 

●​ run formal and informal surveys to collect data on mental health and wellbeing. Analyze 
wellbeing data and propose strategic improvements. 

●​ promote a culture of cross-cultural understanding and student empowerment through 
whole-school programming (Day 0’s, PD Days, focus sessions etc). 

●​ participate in Wellbeing Team meetings and advise the Deputy Heads on mental health and 
wellbeing trends. 

●​ communicate with families when needed regarding wellbeing concerns. 
Key Attitudes and Approach: 

●​ Leadership-oriented and proactive. 
●​ Student-centered and empowerment-focused. 
●​ Calm and responsive in crises. 
●​ Culturally sensitive and inclusive. 
●​ Committed to promoting proactive and preventative mental health strategies. 
●​ Collaborative and positive in cross-departmental work. 

Reporting and Collaboration:  
●​ Reports to the Deputy Head–Pastoral and Student Life. 
●​ Leads safeguarding and wellbeing coordination College-wide. 
●​ Works closely with Residence Tutors, Personal Tutors, and Medical Centre staff. 
●​ Coordinates with the College Psychologist on specific clinical cases. 
●​ Advises Senior Leadership on mental health trends. 

College Psychologist 
 
The primary focus of the College Psychologist is to deliver specialized psychological support, 
individual assessments, group interventions and educational reintegration for students during 
designated working hours. The College Psychologist brings a specialized set of clinical skills and 
professional competencies essential to supporting student mental health within a diverse, residential 
educational setting. As a licensed psychologist, the individual will have expertise in psychotherapy, 
diagnosis, and treatment planning, along with advanced clinical risk assessment capabilities. 
 
Core Responsibilities: 

●​ Provide targeted individual and group therapy. 
●​ Conduct in-house assessments of students' psychological needs. 
●​ Refer students for specialized services when necessary (psychometric assessments, psychiatric 

consultations, learning support, external therapeutic support). 
●​ Maintain current knowledge of local mental health resources. Coordinate referrals and 

collaborate with external psychologists and psychotherapists as needed. Ensure regular 
communication and accurate documentation of interactions, case updates, and progress 
reports. 

●​ Manage and document individual student cases in accordance with professional standards. 
●​ Provide educational reintegration support: 

●​ Accompany/shadow students to classes as needed. 
●​ Support teaching staff with strategies for students recovering from mental health 

difficulties. 
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●​ Adjust student academic expectations and reintegration plans after medical and 
mental health leaves. 

●​ Maintain confidential student case files, to be shared with Deputy Head-Student Life as and 
when required. 

●​ Offer specialized learning support, as required, in collaboration with Study Support and 
Learning Resources departments. 

●​ Support crisis management during daytime hours in collaboration with Medical Centre staff. 
●​ Advise teachers and staff on psychological aspects of student wellbeing (case-specific). 
●​ Participate in whole-school initiatives aimed at promoting student well-being and a positive 

school climate, including the Wellbeing Program. 
●​ In collaboration with the social-emotional Counselor, offer training and workshops for staff 

and students on various mental health and wellbeing topics. 
●​ In collaboration with the Study Support Coordinator, prepare documentation for 

applications for access accommodations for the IBDP 
Skills & Competencies 

●​ Licensed Psychologist and/or minimal Masters level education in social work, mental health, 
psychology, or psychotherapy.  

●​ Minimum of 3 years' experience working with adolescents in an educational, clinical, or 
youth-focused setting. 

●​ Specialized skills in psychotherapy, diagnosis, treatment planning. 
●​ Clinical risk assessment expertise, including suicide risk-assessment and intervention 
●​ Ability to liaise with external mental health agencies. Therefore, Italian will be beneficial. 
●​ Expertise in supporting academic recovery plans. 
●​ High-level discretion, record-keeping, and case management. 
●​ Strong collaboration with the Medical Centre and Teaching staff. 
●​ Ability to support students during reintegration into academic and residential life. 
●​ Cross- cultural competence and inclusive approach. 

Key Attitudes & Approach 
●​ Empathetic, focused, and clinically objective. 
●​ Calm and methodical during psychological crises. 
●​ Respectful of confidentiality and clinical ethics. 
●​ Detail-oriented and thorough in documentation. 
●​ Supportive of broader College mental health and wellbeing initiatives. 
●​ Cross-cultural fluency 

Reporting & Collaboration 
●​ Reports to the Deputy Head- Pastoral and Student Life. 
●​ Collaborates with Social-Emotional Counselor and Student Support Team. 
●​ Focused on therapy, assessments, external referrals, and academic reintegration. 
●​ Supports crisis management during office hours. 

 
Designated Safeguarding Lead  
 
The Designated Safeguarding Lead (DSL) has overall responsibility of safeguarding at the College. 
Specific responsibilities include: . 
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●​ Take  lead responsibility for safeguarding and child protection (including online safety) by 
following the college’s safeguarding policy 

●​ manage referrals, allegations and disclosures 
●​ maintain accurate, confidential records of safeguarding concerns and actions taken 
●​ the DSL is expected to act as a source of support, advice and expertise for all students and 

staff 
●​ the DSL will provide training to staff members as required on topics that ensure safety of all 

students 
●​ the DSL will provide annual training, and refresher sessions to all students on the College’s 

Safeguarding policy and protocols 
●​ provide support, as needed, to Personal Tutors, Residence Tutors and Residence Assistants 

when managing a challenging situation 
●​ work closely with the Mental Health and Wellbeing team, in cases pertaining to safety and 

safeguarding of students 
●​ formulate the college strategy for safeguarding, pastoral care and residential life, including but 

not limited to reviewing policies and protocols periodically, conducting risk assessment and 
formulating risk mitigation strategies to promote student health and safety at the College 

 
Learning Support Coordinator  
 
The Learning Support Coordinator reports to the Deputy Head (Academic) and will work 
collaboratively with the Learning Resources Coordinator and also in close contact with teaching staff 
and the college psychologist.  
The tasks undertaken by the post holder are to: 

●​ Manage and deliver study support for individual students or groups. Assist with English 
language provision support as needed. 

●​ Develop and deliver the study support programme - regular group workshops on time 
management, study skills, research skills, academic integrity, writing skills and guidance, 
citation and referencing.  

●​ Develop and implement academic support plans for students requiring support in 
collaboration with the Deputy Head Academic, teachers and the college psychologist. 

●​ Liaise with the Heads of Department over the resources held in the library for each subject 
area. Develop subject-specific support programmes and resources, in collaboration with 
teachers and with the assistance of the Learning Resources Coordinator. 

●​ Assist the Learning Resources Coordinator in training staff and students in the use of our 
learning resources. 

●​ Assist students in locating relevant materials for the Extended Essay, Guided Coursework, 
Internal Assessment, TOK Essay, and homework assignments in collaboration with the 
Learning Resources Coordinator. 

●​ Coordinate study sessions college service (previously academic peer support). 
●​ Liaise with the Learning Resources Coordinator to develop a wide selection of contemporary 

material in support of the college programme, including wider student learning and interests. 
●​ Support the Learning Resources Coordinator in managing the Library budget. 
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●​ Ensure study support information is available and up to date on the Library website. 
●​ When working in the library, maintain rules of use of the library, in collaboration with the 

Learning Resources Coordinator. 
●​ Manage the College’s Turn-it-In account and ensure students are staff are trained to use it. 
●​ Sen Coordination: 

○​ Meetings with students who arrive with certificate of need to assess needs 
○​ Screenings for students where a need arises during the year 
○​ Class visits and working with teachers to assess need 
○​ Making SEN list and communicating to teachers 
○​ Collating documents, writing reports and submitting to the IB for accommodations 
○​ Liaising with medical staff and external medical or psychological practitioners as 

needed 
○​ Liaising with parents to receive adequate documentation as needed 
○​ Monitoring student progress over the year to ensure their needs are being met 
○​ Providing staff training or helping to organise externally-led staff training on 

differentiation in the classroom 

Learning Resources Coordinator 

The Learning Resources Coordinator reports to the Deputy Head (Academic) and will work 
collaboratively with the Study Support and Learning Resources Coordinator also in close contact 
with teaching staff and the College’s accounts department.  
The tasks undertaken by the post holder are to: 

●​ Manage library orders: books, library software and learning resources. Monitor orders, 
payments and subscriptions. Liaise with suppliers and the College’s accounts department.  

●​ Develop resources for Focus months/weeks on a variety of contemporary discussion topics, 
such as Pride, Black History, Women’s history, Mental Health, Poetry, Sustainability.  

●​ Manage library budget in collaboration with the Study Support and Learning Resources 
Coordinator. 

●​ Manage book cataloguing, circulation, shelving order and general book maintenance. 
●​ Manage relationships with local libraries, including an inter-library loan programme, and with 

Libraries of other United World Colleges. 
●​ Complete an annual inventory. Liaise with accounts about student caution money. 
●​ Coordinate library college service. 
●​ Maintain resources and information on the library website up to date, in collaboration with 

the Study Support and Learning Resources Coordinator. 
●​ Maintain rules of use of the library, in collaboration with the Study Support and Learning 

Resources Coordinator  
●​ Monitor cleanliness and physical state of the library: request cleaning/ maintenance. 
●​ Assist with the delivery of the study support programme and develop a parallel programme 

with attention to those in need of additional English language support. 
●​ Provide study support for English and Italian language acquisition students. Assist with ad 

hoc general study support as needed. 
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●​ Assist the Learning Support Coordinator and students with locating relevant materials for the 
Extended Essay, Guided Coursework, Internal Assessment, TOK Essay, and homework 
assignments. 

●​ Liaise with the Learning Support Coordinator to develop a wide selection of contemporary 
material in support of the college programme, including wider student learning and interests.  
 

The Extended Essay Coordinator 

The Extended Essay Coordinator will be responsible for all elements of the IB Diploma Extended 
Essay. This means the Extended Essay Coordinator will:  

●​ support students and supervisors to understand the central place of the EE within the IB 
Diploma 

●​ Provide supervisors and students with the general and subject-specific information and 
guidelines for the EE 

●​ Work with the Deputy Head Academic to create, publish and share the EE calendar with 
students and teachers. 

●​ Manage timelines, deadlines and oversee submission of essays and RPPFs 
●​ Work with the Deputy Head Academic to oversee the allocation of supervisors 
●​ Work with  supervisors to ensure that EEs are appropriately defined, planned, tracked, 

completed and uploaded, in accordance with IBO regulations 
●​ In Collaboration with the Study Support Coordinator, ensure that supervisors and students 

are familiar with the Academic Honesty requirements of the IB and UWC Adriatic. 
●​ Ensure that all research complies with the IB research ethics guidelines 
●​ Introduce, explain and support the reflection process.  
●​ Ensure that the reflections on planning and progress are completed and that supervisors and 

students understand, use and submit the RPPF form. 
●​ Work with the Study Support Coordinator to run EE support workshops - for example: 

Citations, Turn-it-In 
●​ Run workshops, organise support sessions and act as an overall support for students 
●​ Support the development of critical skills in collaboration with teachers, supervisors  and the 

Head of TOK. 
●​ Guide students in the selection of their research subject and then encourage and support 

students throughout the research and writing of the extended essay. 
●​ Liaise with librarian to make resources available to candidates 
●​ Celebrate achievement at the end of the process by organising a way for students to publicly 

share their work 

Outdoor Activities Coordinator 

Ecological and outdoor education is one of the key strands of the UWC Adriatic educational 
experience. This aligns with the holistic experiential learning philosophy championed by Kurt Hahn 
the founder of the UWC movement. The aim of the Outdoor education programme is to build 
affinity and connection to our natural surroundings. Students are expected to participate in outdoor 
expeditions and activities, to engage with biodiversity, and to understand ecosystems in the natural 
world as they build skills such as teamwork, resilience, leadership, and resource management. 
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The Outdoor Activities Coordinator will be in charge of: 

●​ Organising and coordinating a programme of outdoor activities for students of the college. 
●​ Facilitating the development of hard and soft skills by identifying some learning goals. 
●​ Creating Risk Assessments and implementing safety measures for all outdoor activities 

undertaken as part of the programme. 
●​ Coordinating the First-Year camping experience or a suitable alternative. 
●​ Ensuring all teachers responsible for outdoor activities, both regular and individual 

opportunities, complete a College Risk Assessment form. 
●​ Being responsible for equipment in the outdoor activities’ storeroom. 

 
Sustainability Coordinator 

The Sustainability Coordinator is responsible for creating a community ethos of caring about 
environmental sustainability: this means actively educating and changing College culture around this 
pillar of UWC education in the short, medium and long term. The post holder reports to the Deputy 
Head (Pastoral and Student Life) and the role constitutes 25% of a full workload at the College. 

The main responsibilities are as follows: 
●​ Implement the College’s Environmental Sustainability Action Plan by initiating sustainability 

related changes within the institution to make it more sustainable from an environmental 
point of view; 

●​ Integrate sustainability and experiential learning within the IB curriculum, cocurricular 
program and all aspects of residential life at UWC Adriatic: this includes coordinating 
sustainability related class visits, cocurricular activities and college services; 

●​ Assist teachers with IAs & EEs related to sustainability; 
●​ Assist the Project Week Coordinator with sustainability related Project Weeks; 
●​ Create a network with the wider local community and long-lasting partnerships with local 

businesses/ institutes/ associations as appropriate; 
●​ Support students with sustainability related competitions/ project based learning/ project 

and grant proposals; 
●​ Support the student & staff body with any sustainability related ideas/initiatives: this means 

supporting the student sustainability council (SUSCO) & attending meetings where 
appropriate whilst allowing students to take on the responsibility/ ownership of their 
initiatives; coordinating sustainability month/ day 0s/ parts of the orientation/ welcome 
programme;  

●​ Attend the UWC-wide working group calls among Sustainability Coordinators & updating 
UWC Sustainability website regularly with news, content and resources about Sustainability at 
UWC Adriatic; 

●​ Calculate the College's yearly carbon footprint and find opportunities to reduce it. 
 
Project Week Coordinator 
 
The aim of the Project Week Coordinator at UWC Adriatic is to elevate and expand the UWC 
learning program through the dynamic platform of Project Week. The Project Week Coordinator will 
actively encourage students and colleagues to cultivate innovative ideas and initiate their own 
projects, ensuring that Project Week provides an authentic opportunity to engage more deeply with 
core UWC Adriatic pillars including Service, Sustainability and Outdoor Education, Peacebuilding 
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and Activism, and the Arts, thereby enriching students’ holistic educational experience. The line 
management will be delegated by the Rettore.  
 
Specific Tasks include: 

●​ To oversee and coordinate project week activities to ensure a balanced programme that meets 
the expectations of UWC Adriatic’s learning model. 

●​ To create a clear and detailed timeline for the various Project Week related activities 
●​ To promote and organise the submission of proposals for Project Week 
●​ To allocate suitable Staff Supervisors to Projects, providing support and training as and when 

required 
●​ To support Staff Supervisors in the organisation of the logistics for Project Week, including 

but not limited to booking of accommodation and travel.  
●​ The Project Week coordinator will also receive administrative support in this regard 
●​ To manage suitable student assignment to projects 
●​ To arrange needs based First Aid Training for all students prior to Project Week 
●​ To design and lead structured sessions to guide students in evaluating their project outcomes 

against stated aims and objectives, and identify significant learning experiences 
●​ Develop and leverage relationships with relevant associations and organisations to drive 

future collaborations 
 
Physical Activities Coordinator 

The Physical Activities Coordinator works closely with the Director of Arts and Service and will be 
responsible for setting up and overseeing the running of a wide range of activities with the help of 
teachers and staff as well as external instructors. Specific responsibilities include: 

●​ create a physical activities timetable, and assign students to a suitable weekly activity 
●​ ensure that each activity has a teacher or staff supervisors. Ensure supervisors understand 

their role and responsibility with regards to the activity, as well oversee the writing of term 
reports in a timely manner.  

●​ where required, the coordinator will also work with external instructors who will run specific 
activities. It is the Coordinators responsibility to ensure that external instructors are aware of 
the college’s safety & safeguarding protocols; and that they write term reports in a timely 
manner. 

●​ create a winter physical activities schedule and assign students accordingly. 
●​ oversee the budget for their area of responsibility  
●​ update the Information Booklet for students on an annual basis 
●​ encourage leadership by allowing students to propose new activities and support their 

initiatives by providing structure and guidance, as well as staff supervision.                                                      
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Appendix A: Weekend TOD Instructions 
 
Below you will find the Teacher on Duty tasks divided up according to each day of the weekend. The 
ToD will be supported by one Residence Assistant on the weekend during their designated working 
hours. A member of the Leadership Team will also be available on call, for emergencies. Residence 
Tutors will also be present in Duino for additional support, if required. A rota for ToD and RA’s will 
be prepared at the beginning of the academic year. 
 
All Days 
The Teachers on Duty must be present in Duino during their duty hours (ToD 1: 16.00 Friday - 
18:00 Saturday, ToD 2: 18:00 Saturday - 20.00 Sunday), and immediately reachable on the Teacher on 
Duty Phone. Students may call for minor forms of support or in case of an emergency. The 
designated RA must be present in Duino during their defined working hours and immediately 
reachable on their RA phone. 
 
Friday: 

●​ ToD 1 to Collect Teacher on Duty Bag (includes a folder with necessary information like student 
lists, residence allocations, medical needs, phone no.s etc.) from Reception before 16:00 

●​ Turn on Teacher on Duty Phone at 16:00 (the pin code is 1111) 
●​ Lock Library before check in 
●​ TOD 1 or RA (as agreed) to visit Mensa at some point during Dinner (18:45-20:00) 
●​ The RA and the TOD 1 check the digital sign in-sign out sheet at 23.30 to make sure students are 

back. Call students who have not signed back in. Check that students are back in their residences 
by curfew (between 23:30-24:00). Residences may be divided up for this task, for ex. RA checks 
Pala, Scholz, Ples and OO, ToD checks Fore, Purnama and Lucchese. (Check-in at UWC Adriatic 
works on trust. Hence, a student may check-in their roommate should the roommate(s) already be 
asleep.) 

●​ Student check-in in the evenings with Entro2 App.  
●​ You can check student check ins thought the portal: https://v2.goplanner.cloud/site/login 
●​  
●​ Walk around the Village and Campus  

○​ Check that School and Administration Buildings are Locked, and if not, lock it using 
master key 

○​ Pop-in checks in residences and day rooms 
●​ Complete the digital log book 

 
Saturday 

●​ Open Library (10:00)  
●​ TOD 1 or RA (as mutually agreed) to visit Mensa during Lunch (12:30-14:00) 
●​ Pass-on TOD Bag and phone to TOD 2 at 18:00 
●​ TOD 2 or RA (as mutually agreed) to visit Mensa at some point during Dinner (18:30-20:00) 
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●​ Lock the library before check in 
●​ Check the digital sign in-sign out sheet at 23.30 to make sure students are back. Call students who 

have not signed back in. Check that students are back in their residences by curfew (between 
23:30-24:00). 

●​ Student check-in in the evenings with Entro2 App.  
●​ You can check student check ins thought the portal: https://v2.goplanner.cloud/site/login 
●​ Walk around the Village and Campus  

○​ Check that School and Administration Buildings are Locked, and if not, lock it using 
master key 

○​ Pop-in checks in residences 
 

Sunday 
●​ Open Library (10:00)  
●​ TOD 2 or RA (as mutually agreed) to visit Mensa during Lunch 12:30-14:00 
●​ Library supervisors will lock the library before check in 
●​ Complete the digital log book 
●​ Turn off TOD phone at 20:00 

 
In the event of a student requiring medical attention, the ToD, along with assistance from the RA or 
Leadership member on call, is expected to phone 112 and follow the instructions/advice given. 
Sandra Colnago, the college nurse, must be consulted. The student’s Personal Tutor must also be 
contacted immediately.   

Should it be advised/required, the Personal Tutor, ToD or the RA- depending on quick availability 
and ability to drive- is responsible for a sick student being transported to Pronto Soccorso in 
Monfalcone hospital or a Trieste hospital. One of the aforementioned staff is expected to drive, or 
arrange for other transport of a sick student, (accompanied by a student support person, if required), 
to drop them off and to pick them up. A number of RT’s will be available in Duino for additional 
support.  

Emergency Services: 112 is the European emergency number people in distress can call 24h/24 
and 7d/7 in all 27 member states of the European Union to get immediate assistance from the fire 
brigade, a medical team or the police. You can call the number 112 with a fixed or mobile phone. 
The European emergency number is free everywhere.  

Guardia Medica: guarantees basic medical assistance for health problems that occur at night and on 
holidays and days before holidays. They can be reached by calling 112 and asking for Guardia 
Medica. The Guardia Medica Doctors, within the scope of their professional responsibility, 
consider responding to the need expressed either by telephone advice and / or home visit 

●​ carry out visits that cannot be deferred; 
●​ prescribe drugs indicated for non-deferrable therapies, or necessary for the continuation of 

therapy, the interruption of which could aggravate the person's conditions; 
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●​  issue sickness certificates in cases of strict necessity and for a maximum period of three days; 
●​ propose hospitalisation and assist with ambulances 

* ToD must share any relevant information like allergies, medications etc. with the doctor on 
call. This information is available in the ToD Folder.  

SPECIFIC SCENARIOS: 

Student has minor injury: 
Student calls ToD or RA – ToD/RA can assess extent of injury and provide some basic first aid – call 
Sandra, if required, for specific instructions – ToD/RA calls Personal Tutor should they need 
assistance - If Personal Tutor is unavailable, contact other colleagues or the leadership member on 
call. 

 

Student has major injury, requiring medical assistance: 
Student calls ToD/RA – ToD/RA calls emergency number 112, and asks for Doctor/guardia medica 
– explain the situation and follow instructions given by them – they can provide ambulance, if  
required – Call Sandra and/or Dr. Giorgia who can also assist with this process – Inform Personal  
Tutor and Leadership member on call. In case of a road accident, the carabinieri/polizia also needs to 
be informed. (PT, Khalid or Aparna can do this). If the student needs to be taken to the hospital 
immediately, TOD/RA/Personal Tutor will drive the injured student to the hospital (or ask for 
assistance from a colleague). 
*If a student requires hospitalisation, Khalid needs to complete certain documentation.  
Aparna and Joanne can do this in Khalid's absence.  

 

A Student/group of students spotted breaking code of conduct (Drugs, alcohol, tobacco,  
sexual activity): 
By Teacher and/or ToD/ RA: All college adults in positions of responsibility are authorised to ask 
questions about the situation – Inform ToD, who will arrive at the location – take down student 
details (names, residences etc.) – remind them of the Code of Conduct, and that you will need to 
report this event and that disciplinary consequences may apply 

 

ToD finds a student in unauthorised spaces: Take down details (name, residence etc.) – remind 
them of the Code of Conduct, and that you will need to report this event and that disciplinary 
consequences may apply - ask the student to leave immediately - inform the Residence Tutor, the 
Personal Tutor, and the Deputy Head- Pastoral and Student Life 

 

ToD receives a report about sexual harassment: Reassure the student, and ensure they are safe - 
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Note down verbatim what the student is reporting - Do not promise confidentiality and let them  
know that you are required to share this with the safeguarding team - Report this to Eva or Aparna, as  
the DSL’s without delay – Safeguarding protocols will follow 

 

Student is in emotional distress: ToD/RA to ensure the student is safe, and if they need anything –  
Call Eva or Aparna should the student require immediate support – check on the student the next  
day to ensure they are fine 

 

Student has lost valuable items: ToD/RA to ask for details like when and where did they last see 
the item etc. – send an email to the community to check if someone has spotted the item – In  
case of a suspicion of theft, inform Aparna- A formal investigation/search may follow. Carabinieri 
may be contacted. 

 

Appendix B: UWC Adriatic Access To Student Accommodation By External Adults Policy 

1.  ​ The village setting of the college means that the external adults pass by residential buildings, or 
temporarily use college facilities, such as the Auditorium, or Mensa (dining hall). 

2.  ​Buildings containing student residential accommodation all have secure door locks requiring a 
code to unlock the external doors. 

3.  ​All access doors to residential buildings are also important escape routes at times of fire or other 
emergency, so are easy to open from the inside even if locked. 

4.  ​Student bedrooms are all provided with locks so that occupants can lock their doors when they 
are out, or lock themselves in when sleeping. 

5.  ​All residence bedroom doors and locks are only internal domestic quality and could be quite 
quickly forcibly opened in case of an emergency (e.g. student seriously ill or unconscious). 

6.  ​All college employees or regular cleaning and maintenance contractors (eg. employed by Basaglia) 
should only enter bedrooms after knocking and waiting for an invitation from the occupant to 
enter.  All staff with this level of access to student rooms must be security checked. 

7.  ​Adults who are neither of the above group should not be in residences unless accompanied by a 
college employee who will act in accordance with the above and not enter student bedrooms 
unless invited, or there are no students present. 
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8.  ​College employees must never leave other adults unaccompanied in student rooms with a single 

student or without students.  With a single student is a potential safeguarding issue.  There are 
potential theft or theft accusation issues whenever an adult enters an empty student room, so 
staff need to accompany other adults at all times. 

9.  ​Residence Tutors or ANY College employee must inform an adult who is not part of the 
community found in a residence that they have no right to be there unaccompanied.  The college 
staff member should then either stay with them whilst they finish any legitimate business, or 
escort them off the premises immediately.  If this is not considered safe or possible, then the 
Carabinieri should be called immediately (112).  Any information that can be obtained, and a 
description of the event should be passed to the Deputy Head, Pastoral and Student Life or the 
Head of the College. 

Appendix C: Field Trip Proforma 
 

FIELD TRIP FORM 2025-2026 

Staff leader  

Accompanying staff  

Department  

Destination  

Date of departure  

Date of arrival  

Overnight trip  

Number of nights away  

Accommodation   

Address of accommodation  

Mode of Transportation  

Drivers (if applicable)  

Objective of the trip  

 
 
 

LIST OF STUDENTS + TUTOR INITIALS 
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Student name Tutor code Student name Tutor code 

    

    

    

    

    

CHECKLIST  

Task Date/ Tick 

Itinerary discussed with one/ both Deputy Head(s)  

Budget approved by HoD or Deputy Head(s)   

Travel/accommodation arrangements sorted with Matej   

Request forms & cash allowance sorted with Giulia (packed meals, 
advance cash, travel allowances, travel documents) 

 

Safeguarding briefing & discussion about student concerns (health 
& mental health)with the Deputy Head- Pastoral and Student Life 

 

First-aid kit collected from the medical centre  

List of students and dates away sent to teachers and Maria Chiara  

Vehicles booked with Manuela (if applicable)    

Letter for Parents/Guardians completed (use template attached)   

   

Budget Approval Name Signature Date 

    

Trip Approval Name Signature Date 

    

 
QR code for digital version + letter to parents/ guardians 
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EXEMPLAR LETTER FOR PARENTS/ GUARDIANS (to be revised and amended as 
needed) 

 

Dear parents/ guardians,​
​
I am writing to inform you that ……………., along with four other students from the College, will 
participate in a two-day event in Brussels as part of our Erasmus plus Jean Monnet Project which 
involves other 28 students and teachers from 4 schools including UWC Maastricht and UWC RBC. 

The annual event will take place on Thursday and Friday of this week and will consist of several 
activities. The main ones are: 

●​  The Model United Nations simulation is a great opportunity for students to learn about 
diplomacy and global issues by representing different countries and engaging in debates and 
negotiations. 

●​ The workshop and the panel at the European Parliament with officers of the European 
Commission and a Member of the European Parliament would also provide valuable insights 
into the workings of the European Union and its policies. 

●​ Visits to important organizations such as NATO would be a great opportunity for students 
to learn more about international security and defence issues. 

Please refer to the provided link (insert link) for more details on the event. 

The students will be accompanied by Joanne de Koning (Deputy Head Academic), Senija Steta 
(Teacher of Economics and MUN Coordinator), and myself (Project Manager), and will be hosted by 
the mother and sister of Violette, one of our students. The address is 421 Avenue Brugmann 1180 
Uccle, Bruxelles and her mother's mobile +32476671036 

We will leave on Wednesday from Duino at 5:45 am by Goopti to reach Treviso Airport. While 
Senija and I will leave on Friday night, the students will remain in Brussels until Sunday and are 
expected to return to Duino in the evening. We are excited about this opportunity for Anuj and his 
fellow students to engage in meaningful discussions and activities with students from other countries. 

If you have any questions or concerns, please do not hesitate to contact us. 
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Appendix D: Weekend Overnight Leave Policy & Protocol 
 
This policy and protocol ensures that all weekend overnight leave requests are managed safely, 
consistently and transparently, prioritizing student welfare and institutional accountability. 
 
This policy is based on the principle that overnight leave is a privilege, not a right. Student safety and 
well-being take priority over convenience. Therefore, honesty, clear documentation and verification 
are required for all approvals. 
 
Excerpt from Student Handbook (pg. 16): 
 

Overnight absence from Duino 

Students who plan to be away from the College overnight on a weekend must gain 
permission from their personal tutors and residence tutors by filling out the overnight leave 
form, which is available at the Reception, and inform their residence assistant. Students MUST 
take their college identity card with them as this has important data about them for authorities. 
Students under the age of 18 must have written permission from their parents for every 
instance of their staying overnight outside of the college except on a college organised 
trip. This permission should be communicated to the student’s personal tutor, who will not 
sign the absence form until permission is received. . 

Students who need to be away from the College overnight on a school night must also gain 
permission from one of the Deputy Heads or the Rettore and subsequently, complete the 
requisite Special Leave Form. Once permission has been granted, students must inform their 
teachers and activities supervisors and obtain their signatures on the form.  . 

Students who are signed out overnight must inform their Residence Tutors in the event that 
they have to unexpectedly return to the College earlier than the expected time. Students may 
not use the Overnight sign-out form to avoid curfew. 

 
Application Process 
Students Under 18: Mandatory parental/guardian consent is required for students under 18 each 
time they request overnight leave (see email template in appendix A) 
Students 18 and Over: No parental consent required, however, Personal Tutors reserve the right to 
ask for parent consent if information is inadequate/unclear 
 
Overnight leave forms are available in the student pigeon hole outside the Reception. The form 
requests must include: 

-​ Date and time of departure from Duino and return to Duino 
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-​ Means of transport 
-​ Full accommodation details, including: 

○​ Host name and contact (if applicable) 
○​ Address 

-​ A copy of a verifiable proof of accommodation, such as: 
○​ Hotel, Hostel or Airbnb booking confirmation 
○​ Invitation from host (if staying with family/friends) 

-​ Student contact details (a working phone no.) 
-​ Personal Tutors will sign the leave form only after receiving parent/guardian consent (as per 

email template in appendix A) and verified bookings have been provided 
-​ 1st signature by Personal Tutors. Residence Tutors and Residence Assistant will sign only 

after Personal Tutor’s have approved the leave 
 
Deadlines 

-​ Plans should be discussed with Personal Tutors during scheduled Tutor Meetings on 
Monday’s 

-​ Finalized requests, with completed leave form, parent consent and accommodation bookings 
must be submitted to the Personal Tutor for signature by Wednesday. Residence 
Tutors/Assistants to sign only after that, latest by Thursday.  

-​ Forms signed by Personal Tutor and Residence Tutors & Assistants must be submitted to 
Student Contact Officer (Giulia Postal) latest by Friday, 11:20 am 

-​ Last-minute requests (e.g., submitted after 11:20 am on Friday) will be declined, except in 
exceptional circumstances (e.g: emergency travel due to bereavement) 

 
Approval Process 

-​ Personal Tutors are the primary decision-makers. They may deny requests based on: 
○​ Academic concerns 
○​ Incomplete or unverifiable information 
○​ Safety and safeguarding risks 

 
Safety & Compliance Requirements 
Approved overnight leave must meet the following conditions: 

-​ Students must stay at the declared accommodation address 
-​ Unverified or unknown accommodation is not permitted 
-​ Students must not: 

○​ Stay out overnight without accommodation. Such requests will be denied. 
○​ Change location without notifying staff. Approval can be revoked if the new location 

does not meet the basic safety requirements 
 
Return Expectations 

-​ Students on overnight leave: 
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○​ are expected to be away from Duino overnight, and return earliest by 6:00 AM the 
following day. This is a fire safety requirement.  

 
Non-Compliance & Sanctions 
Failure to follow this policy may result in withdrawal of leave privileges, disciplinary action and/or 
increased monitoring or restrictions on future requests 
 
Staff Responsibilities 

-​ Apply policy consistently and fairly 
-​ Clearly communicate expectations to students 
-​ Avoid mixed messages by adhering to agreed procedures 
-​ Feel empowered to communicate with parents/guardians for additional information 
-​ Record decisions and rationale via email where necessary 

 
Review & Monitoring:  
This policy will be reviewed regularly to ensure effectiveness, fairness and alignment with 
safeguarding standards 
 
Email template for student to get approval from parents/guardians​  

Dear ___________________ (Mom/Dad/Guardian’s name), 

I hope you are doing well. 

I am writing to ask for your permission to go on a weekend overnight trip. Here are the details of my 
plan: 

●​ Destination: [Insert destination] 
●​ Date & time of departure from Duino: [Insert departure date and time] 
●​ Date & time of return to Duino: [Insert return date and time] 
●​ Mode of transport: [Insert how you will travel, e.g., train, bus, car] 
●​ Accommodation address: [Insert full address of hotel/hostel/AirBnB/host family] 
●​ Verified address proof attached: [Hotel, Hostel or Airbnb booking confirmation or 

Invitation from host, if staying with family/friends] 
●​ Travelling with: [Insert names of friends or group members] 
●​ Plan (sightseeing, visiting friends/family, attending an event etc.) [Insert brief plan for 

the leave] 

Please let me know if you approve of this trip or if you would like any additional information. I am 
copying my Personal Tutor, so please include them in your response.  

Thank you for considering my request. 
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Appendix E: Guidelines for Staff Assistance with Student Transport 

To ensure fairness, safety and appropriate boundaries, the following principles apply when students 
request ad-hoc transport for personal drop-offs and pick ups from airports, train or bus stations. 
When students make such requests, there is NO expectation that staff drive students. Staff are only 
expected to support driving for college activities (Social Services, College events, Educational 
Programs, Tutorial program, Primi arrivals etc.) and in emergencies where a student needs to be 
taken to the Hospital. Each of us has the right to decline requests based on these guidelines, 
unavailability and other personal commitments 

1. Emergency situations only 
●​ Students may reach out to staff for support only in genuine emergencies, such as being 

stranded late at night (after the last bus has departed) in areas like Aurisina (sometimes bus 
44 service terminates in Aurisina), Trieste or Monfalcone with no safe alternatives available. 

●​ Sometimes, students may miss the last bus from Trieste/Ronchi/Monfalcone to Duino due 
to delayed (flix, Ita) buses, trains or flights, in which case, this may be considered an 
emergency, and therefore, they may reach out to staff for help.   

2. No support for poor planning 
●​ Students are responsible for planning and organizing their travel in advance. Requests 

resulting from lack of planning (e.g., excuse of missed buses, late departures, unbooked 
transfers) should ONLY be accommodated if a situation is considered unsafe.  

3. Student responsibility for travel arrangements 
●​ When planning trips, students must also plan how to reach their departure point. This 

includes: 
○​ Booking a shuttle or transfer services (GoOpti, Flixbus) 
○​ Using public transport (bus/train) 
○​ Arranging taxis or other reliable options (phone no.s available below) 

●​ For winter and summer break departures, the college may offer a couple of early morning 
vans to Venice Airport, but this is always offered as an exception and cannot be an 
expectation. 

4. Clear and consistent responses​
 If a request is declined, staff are encouraged to: 

●​ Provide a brief, clear explanation to the student 
●​ Share (when appropriate) in the staff Google chat/email group that the request was declined 

and why, to ensure consistency and transparency (so that students understand that these 
matters are discussed collaboratively among staff and that attempts to create divisions or 
inconsistencies between us will not be effective) 
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5. Professional boundaries between colleagues 

●​ Under no circumstances staff should volunteer other colleagues to provide transport 
●​ If it is an emergency situation and the staff member who was contacted cannot accommodate 

the needs of the student, it should be that colleague who reaches out to other members of 
staff and not the student.  

Taxi: 
1.​ Taxi company from Gorizia: +39 392 306 3201  
2.​ Local Taxi contact: Alberto: +39 392 393 9955 (can contact him on whatsapp) 

 
Appendix F: Guidance on use of email at UWCAD 
 

-​ Wherever possible talk instead of type. 
-​ Do not use email for very urgent matters. Use the ‘three-hour’ rule i.e. for anything that 

requires a response within three hours, use alternative communication methods such as 
phone, WhatsApp (not suitable for academic purposes), or face-to-face communication.  

-​ Use an informative subject line. 
-​ Keep the email brief and to the point. 
-​ Use reasonable formality in order to reduce the risk of misunderstanding and/or causing 

offence. 
-​ Do not include anything in an email that may cause embarrassment if revealed as emails can 

and will be disclosed as evidence in a legal process.  
-​ Avoid using email to address sensitive and/or complex topics that involve sharing political, 

religious, and/or ideological views. For such topics, it is best to use more appropriate fora 
such as council and town hall meetings which allow for real-time dialogue to take place. If in 
doubt consult! 

-​ Never send an email in anger. 
-​ Proof read your message and pause before you choose to hit the send button.  
-​ In replying to a mass email please use sparingly and judiciously the ‘reply-all’ function.  
-​ Please respect others’ private time. This means that you should avoid, if possible, sending 

emails during the weekend (use the ‘schedule’ function). In an emergency situation, it is 
always better to use alternative modes of communication such as the phone, WhatsApp, and 
face-to-face communication.  
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