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FOREWORD​
 
This Manual supplements the Federculture CCNL and the College Supplementary Contract, 
setting out in detail the main aspects of terms and conditions of employment. 
 
GOVERNANCE 

The United World Colleges (UWC) 

UWC makes education a force to unite people, nations and cultures for peace and a 
sustainable future.  

The UWC movement consists of many different stakeholders worldwide, including all UWC 
schools and colleges and the UWC national committees. The representative organisation 
holding together the UWC movement is UWC International. Its role is to coordinate 
between the different UWC stakeholders, to set the global direction and strategy for the 
UWC movement, to approve new UWC schools, colleges, national committees and 
educational programmes, to be in charge of UWC’s global fundraising and communication 
projects and to ensure the adherence of all stakeholders to jointly agreed policies.  

UWC International is governed by the UWC International Board and the UWC 
International Council. The executive arm of the UWC International Board is the UWC 
International Office. UWC International is registered as a charity in the UK ("The United 
World Colleges (International)") and in Germany ("United World Colleges International 
gGmbH").   

The UWC International Board is comprised of up to 16 Directors, elected by the UWC 
Council. Between the two bodies, all UWC schools are represented. The Board has executive 
responsibility for the governance of the organisation and usually meets at least three times a 
year. The Board is currently chaired by Dr. Musimbi Kanyoro. The responsibilities of the 
UWC International Board of Directors include:  

●​ Defining the ethos and strategic development of the UWC movement  

●​ Overseeing UWC schools, colleges and national committees  

●​ Coordination of UWC’s global profile and communications  

●​ Approval of the functions and operations of the UWC International Office.  

 

UWC Adriatic Governance 

UWC Adriatic is a Third Sector organisation which was instituted by law (Art. 46 of the 
Presidential Decree dated 6 March 1978 no. 102), and established by the Autonomous 
Region of Friuli Venezia Giulia, with the support of the Italian Government in 1982. The 
College has adopted the legal form of a foundation. As a not for profit organisation it 
complies with the provisions of Legislative Decree 117/2017. At the present time, during the 
transitional period prior to the registration of the College in the Single National Register of 
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the Third Sector, the regulations relating to ONLUS (“nonprofit organizations of social 
utility”), as per Legislative Decree 460 of 1997, still apply to the College. The Bodies of the 
College are:  
 

The President 

The President of UWC Adriatic is nominated by the Friuli-Venezia Giulia Regional 
Government upon the proposal of the regional Councillor for Education from a shortlist of 
three potential candidates compiled by the College’s Steering Committee.  ​
The current President of UWC Adriatic is Roberto Antonione.  The President is the legal 
representative of the College and presides over and convenes the College’s Steering 
Committee and Management Board Meetings. Moreover, the President maintains relations 
with United World Colleges (International Limited), with other UWC schools and colleges 
and with national governments. 
 

The Rettore 

The Rettore is responsible for the management of the College in compliance with the policies 
and constraints established by the Steering Committee and the Management Board. He/she 
shall perform all acts of ordinary and extraordinary administration required for the regular 
operation of the College that are not expressly assigned to the jurisdiction of the Steering 
Committee, the Management Board or the President. He/she shall supervise the teaching 
and non-teaching staff, the College’s facilities, services and offices and all College activities. 
The Rettore shall deal with the selection and hiring of faculty and administrative personnel 
and determine their compensation. The Rettore shall also deal with the purchase of movable 
property, the stipulation of leases for the accommodation of students and teachers and the 
stipulation of any other contract or agreement for the provision of anything that is required 
for the operation of the College. The Rettore shall regulate school activities, sports activities, 
social activities and any other activity that is part of the educational, cultural and educational 
programmes of the United World Colleges. The Rettore shall also ensure the College’s 
compliance with UWC standards and the implementation of the mission of the United 
World Colleges movement.  
 

The Steering Committee 

The Steering Committee shall approve the budget and the final balance sheet, determine the 
general directives for the management of the College, decide the rules for the 
implementation of the Statute, any statutory changes, the rules for its own functioning and 
the purchase of real estate that may be required for the activity of the College, in addition to 
those made available by the Autonomous Region of Friuli Venezia Giulia in implementation 
of Article 46 of the D.P.R. n. 102/1978. The Steering Committee is convened by the 
President at least once a year. A complete list of its members is published on the Board's 
website. 
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The Management Board 

This is the administrative body of the College and is composed of the President, the Rettore, 
the Acting Vice President, the Regional Councillor for Education or their representative, and 
the Executive Director of the United World Colleges (International) or their representative. 
The Management Board shall establish the criteria for hiring faculty and administrative staff 
as well as for their remuneration; it shall deliberate on the regulations of the College; it shall 
approve the proposed budget and the proposed balance sheet and submit them to the 
Steering Committee; it shall propose any modifications to the Statute; it shall establish the 
remuneration of the members of the Statutory Board of Auditors; it shall settle any 
controversy between the Rettore and the President; it shall establish the Rettore’s remuneration.  
 

The Board of Statutory Auditors 

The Board of Statutory Auditors shall verify the acts of management, ensure the proper 
maintenance of accounting records, express its opinion on the budget and the final balance 
and perform cash checks. It is composed of three members appointed by the Steering 
Committee.  
 

Guiding Principles of the UWC movement 

These principles draw their inspiration from Kurt Hahn’s pioneering work in founding the 
UWC movement. Though set within the context of Hahn’s original thought, these principles 
reflect the intervening 50 years’ experience and more recent advances in educational 
thinking.  Underpinning these principles is the pursuit of peace and justice as the founding 
aim of UWC.  

UWC schools and colleges offer life-defining experiences for young people, enabling them 
to discover the possibility of change through courageous action, personal example and 
selfless leadership. This education enshrines a commitment to the balanced development of 
the whole person; that is, its task is to encourage an integrated development of human 
potential across a range of different dimensions, including the intellectual, moral, aesthetic, 
emotional, social, spiritual and physical.   

Each school and college responds to the UWC mission statement within the context of its 
location; this creates distinctive identities based upon local resources and opportunities.  
However, all schools and colleges share the same basic values as outlined in the UWC 
mission statement - 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.   

The following, then, are the basic principles from which is derived the practice of education 
at UWC schools and colleges:  

 
7 

 

 



1.​ That this education should take place within a diverse college community. The 
selection of students should ensure representation from regions and social groups 
that reflect the wide range of tensions among and between peoples.  

2.​ That this education requires active promotion of intercultural understanding and the 
development of genuine concern for others founded on shared life experiences, and 
cooperative and collaborative living. This includes reflective dialogue on global issues 
and critical and courageous engagement in the pursuit of peace. 

3.​ That physical fitness and a healthy lifestyle are integral to the balanced development 
of the whole person. Unhealthy lifestyles limit human potential and hinder progress 
in all dimensions of development.   

4.​ That community interaction is placed at the heart of college life. This requires the 
full and active participation of all members of the school or college.  

5.​ That students are able to engage in continuing, positive action towards issues of 
sustainability, on both an institutional and individual level.  

6.​ That opportunities for students to practice personal initiative, self-discipline and 
responsibility, to manage risk and embrace challenge must be provided. Where 
appropriate, these opportunities are supported by a reassuring adult presence.   

7.​ That recognition is given to the fact that each individual possesses unique talents and 
abilities. Programmes should exist in each college, which enable all selected students 
to fulfil their potential. . 

All staff are expected to act in alignment with the values and moral purpose of the UWC 
movement whilst in the employment of UWC Adriatic.  

 

GENERAL EXPECTATIONS 
 

Standards of Conduct 

Working at UWC Adriatic represents an exceptional opportunity, one that also entails a 
significant responsibility. All staff are, in fact, regularly in contact with students and 
contribute, even if indirectly, to their educational experience within the College. For this 
reason, all staff are expected to align their conduct with the values that underpin the United 
World Colleges movement: 

●​ International and intercultural understanding 

●​ Celebration of difference  

●​ Personal responsibility and integrity  

●​ Mutual responsibility and respect  

●​ Compassion and service  
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●​ Respect for the environment  

●​ A sense of idealism 

●​ Personal challenge  

●​ Action and personal example.  

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

Teachers are required to conduct themselves as professional educators and pastoral guides 
for students at all times. They must try to model aspects of behaviour congruent with those 
expected of students as described in the Student Handbook, and fulfil the expectations of 
the UWC movement as for teaching staff as well as those of the College.  At no time should 
students be involved in a disagreement between an individual teacher or teachers and any 
other member of the College.  In any nation, mobilising student action in this way would be 
seen as unprofessional by a teacher or staff member, and possibly serious misconduct.    

 

 

Duties of Staff  

Employees must perform their work conscientiously and responsibly, and conduct 
themselves in a manner consistent with the principles of discipline, dignity and morality. In 
particular, employees shall:    

a)​ comply with the provisions of this Staff Manual, with the Educational staff manual, with 
internal regulations (published on the College Website in the section “Organisation and 
Policies - Personnel” (https://www.uwcad.it/organisation-and-policies/personnel/)1, the 
College Supplementary Contract and the Federculture National Collective Labour 
Agreement as well as the directions given by the Rettore and their line managers, also with 
reference to current regulations on safety and the working environment;   

b)​ to inform their line manager and the Human Resources Office (personnel@uwcad.it) 
immediately of any injury occurring in the course of their work;  

c)​ comply with the work timetable, fulfilling the formalities prescribed by the College for 
monitoring attendance;   

d)​ devote themselves assiduously and diligently to their work; never profit - to the 
detriment of the College - from their professional activity; respect confidentiality and 
never carry out activities contrary to the interests of the College. Employees are 
expressly forbidden to receive remuneration or gifts with a value superior than 100 Euro, 
in any form whatsoever for any activity they have been involved in as part of their job; if 
they are offered a gift beyond this amount they should not accept it and report it to the 
Secretary General.  

1 The list of regulations currently in force is set out in the appendix to this Manual. 
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e)​ perform their duties at all times with an appropriate and polite demeanour; always 
behave respectfully, being mindful of other employees and students; 

f)​ refrain from performing during working hours any occupation unrelated to their job, and 
to abstain - when ill or recovering from an accident – from engaging in activities that 
may delay their physical or mental recovery;   

g)​ take care of the premises, furniture, objects, tools and instruments entrusted to them;  

h)​ refrain from taking part in the decision-making processes when the College is making 
decisions on matters which might affect, directly or indirectly, their own interests;  

i)​ Notify the Human Resources Office immediately of any change of domicile and/or 
residence both while on duty and during sick leave.    

j)​ With regard to sick leave, the employee must:    

-​ give immediate notice of their illness to the College, except in case of serious and 
proven impediments. Failure to give notice of their absence by the end of a 
working day shall be considered as an unjustified absence;    

-​ deliver or send to the Human Resources Office within 48 hours a medical 
certificate as evidence of their medical condition;  

-​ resume service at the end of the period indicated in the medical certificate or, in 
the event of any check-ups, on the date indicated in the medical certificate; 

-​ notify the Human Resources Office immediately if they have not yet recovered 
from illness, except in the event of serious and proven impediments;  

-​ fulfil the obligation to be available at the address communicated to the Human 
Resources Office from 10 a.m. to midday and from 5 p.m. to 7 p.m. every day 
(including Sundays and public holidays).  

k)​ requests for days of leave for vacation must be signed by the Rettore at least 24 hours 
before the date and must be communicated to the Human Resources Office. They must 
also be communicated at least 24 hours in advance to staff with whom you work during 
your daily activities.  

 

Safeguarding and the Prevention of Harassment and Abuse​
 

All students at UWC Adriatic are to be safeguarded against Harassment. This is defined as 
'conduct that demonstrates disrespect for another person or is an attack on their dignity' and 
includes any form of prejudicial discrimination. UWC Adriatic will not tolerate any kind of 
harassment whether based on gender, sexual orientation, language, religion, national or 
ethnic origin, age or disability.  

 
10 

 

 



For staff to successfully fulfil their pastoral responsibilities for student guidance and support 
in a wide range of matters, it is fundamental to maintain and develop trusting relationships 
between students and staff. The friendly, but appropriate, relationships between adult staff 
and students are a distinctive and valued feature of a UWC experience. To maintain the style 
of education expected in a UWC educational staff have to be available for their students, as 
more than just class teachers or service leaders. The onus of responsibility for conduct of an 
appropriate professional relationship between a student and a member of staff lies with the 
adult. Staff must manage the relationship between themselves and students so that they 
provide support and all parties find the relationship rewarding and healthy.   

UWC teachers are highly motivated by the movement values and principles and can translate 
these into guidance through lifestyle choices to help students in times of confusion and 
uncertainty.  All teachers must recognize that pastoral work in the College is above all a 
matter of teamwork and mutual respect.  In a UWC College teaching staff, medical staff, 
non-teaching staff, activity instructors, service mentors and clients all work in close contact 
with students.  All staff are required to report any concern or allegation about College 
practices or the behaviour of colleagues which is likely to put students at risk of abuse or 
other serious harm, to a senior administrator of the College. A very strict level of 
confidentiality will be maintained both by the line manager and and by the member of staff 
reporting the concern, so that even if there proves to be no disciplinary or protection issue 
to address, the staff member reporting the matter can be provided with protection from 
retribution or even counter disciplinary action against them provided that the report was 
made in good faith. 

Grooming 

This refers to actions deliberately undertaken by an older individual, or one in a position of 
responsibility with the aim of befriending and establishing an emotional connection with a 
minor or subordinate adult, in order to lower the target individual’s inhibitions in preparation 
for abuse or exploitation such as an inappropriate sexual relationship. For the United 
Nations, a “child” is defined as anyone under the age of 18. Although it is commonly 
assumed that grooming primarily concerns children, similar psychological mechanisms are 
also employed in the exploitation of adults. 

Those who commit abuse typically befriend or establish a relationship with the victim in 
order to build trust. The initial stage of a process leading to abuse is often very difficult to 
distinguish from positive relationship building. Correctly identifying this early stage is 
therefore crucial to preventing abuse. 

In the context of UWC, as boarding schools, students require informal, friendly advice and 
the guidance of tutors or teachers. The latter must therefore act as caring, responsible adults 
to whom students can turn in moments of emotional or educational need in the absence of 
their parents. 
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Abuse Prevention Measures at the College 

All recruitment procedures at the College – whether for employees, collaborators, 
professionals, suppliers, interns, or volunteers – must include the request for appropriate and 
verified references for the individual concerned. 

In particular, for employees, the employer will request a criminal record certificate 
(certificato del Casellario Giudiziale) pursuant to Article 25-bis of Presidential Decree 
313/2002, as introduced by Legislative Decree 39/2014 on combating the sexual abuse and 
exploitation of minors and child pornography. Where the individual originates from a 
country other than Italy, the College will require the prospective employee to provide an 
equivalent document.2 

The College has adopted a Regulation on Safeguarding and Prevention of Harassment and 
Abuse, which forms an integral part of this Staff Manual and is available for download at the 
following link: 

https://www.uwcad.it/organisation-and-policies/general-provisions/ 

Definitions 

“Harassment” or “abuse” is defined as any act or omission that may cause harm to a 
student. 

Accordingly, the main categories of abuse are as follows: 

a)​ Physical Abuse - which includes any physical action which can result in injury 
(including psychologically) to a student; 

b)​ Emotional Abuse -  is any action or series of actions (generally understood as 
ill-treatment) which cause or is likely to cause severe and persistent effects on the 
student’s emotional development;  

c)​ Sexual abuse -  includes any sexual activity involving: 

●​ an adult (regardless of their role at the College) and a College student 
(regardless of age) 

●​ an adult (regardless of role) or a College student and a child who is not a 
student 

●​ non-consensual contact or interaction of any kind between a student and 
another student.  

2 A self-declaration confirming the absence of any criminal convictions for abuse or harassment, 
and/or up to four reference letters from previous employers attesting to the candidate’s suitability to 
work in an environment involving close contact with young people aged 16 to 20. 
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All of the above includes, but is not limited to, physical contact and interactions not 
involving physical contact, such as inappropriate communications and involving 
students/children in looking at or producing pornography or inappropriate displays 
of nudity. The contacts or interactions in question may include the use of force, 
deception, bribes, threats or pressure with reference to the student/child. ​
​
Actions will be abusive even if the student/child appears to consent if that consent is 
not valid because of the age of the victim or the effect of alcohol or drugs. ​
​
Actions by staff members or other UWC Movement adults who are not students, 
which would be considered abusive if committed with a student under the age of 
consent (within any jurisdiction) are, for the purposes of UWC, to be considered 
abusive even if the student is over the age of consent and maintains that that consent 
was freely given3.  

d)​ Abuse by Neglect -  is the persistent failure to meet the student’s basic physical 
and/or psychological needs, likely to result in the serious impairment of the student’s 
physical or cognitive development.  

Age of consent refers to the legally defined age at which a person is held to have the 
capacity to voluntarily agree to sexual intercourse.   

DSL refers to a person who fulfils the role of a Designated Safeguarding Lead.  The DSL 
has oversight and responsibility for ensuring that the policies and procedures operate in 
practice and is the first contact point in the event of a reported incident.  

Unacceptable Conduct with Students  

All College employees must refrain from behaviours aimed at seeking “friendship” with 
students in order to gain their trust in ways that could potentially lead to abuse. Such 
behaviours are difficult to define precisely; however, the following are examples of conduct 
that College staff must UNDER NO CIRCUMSTANCES engage in: 

●​ Communicating with students in a way that could be misconstrued as ‘grooming’. 

●​ Deliberately communicating through secret informal channels.  

●​ Using any communication channels with individual students or small groups  to 
make inappropriate jokes and/or comments of a sexual nature, including explicit 
sexual disclosures.  

●​ Communicating with students in a manner that is not aligned with educational and 
professional purposes. 

3 The reason for this is the position of trust and the unequal balance of power of staff 
members and others within the UWC Movement and students.   
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●​ Holding one-to-one secret meetings with an individual student in the 
teachers/College employee's own home or behind closed doors in non-public 
College rooms – e.g. personal offices without glass doors. If this cannot be avoided, 
teachers/College employees must communicate it to the Deputy Head Pastoral or 
the College Psychologist.  

●​ Failing to communicate with the Personal tutor, Psychologist, Rettore or Deputy Head 
of College that they have had a personal, one-to-one discussion with a particular 
student.  

●​ Making arrangements to meet an individual student without there being a specific 
purpose communicated to the Personal Tutor or other relevant College employee.  

●​ Displaying excessive emotions of anger or affection towards particular students out 
of proportion of the circumstances.  

●​ Sharing overnight accommodation or going camping with an individual student. 

●​ Engaging in physical contact with a student, such as hugging, unless initiated by the 
student and with their consent;  

●​ Applying corporal punishment to students (in extreme circumstances, it may be 
necessary to physically restrain a student who is attempting to harm themselves or 
others; in such cases, reasonable force may be used to ensure the safety of the 
student).  

 

Professional Conduct with Students  

 

●​ Using the College network and College email for online communication with 
students. Communications relevant to the educational activities of the College or 
personal safety of the student(s) may be sent using other communication channels.  

●​ If a staff member feels that they have been involved in a situation which might be 
misconstrued or feels uneasy about the way in which a student has behaved towards 
him or her, they will write up notes as soon as possible and report the matter to the 
Rettore or the Deputy Head Pastoral. 

●​ Once a teacher or other adult in the College is aware, or suspicious, of there being 
abuse or neglect it will be brought to the attention of the Rettore or the Deputy Head 
Pastoral. 

●​ There are times when a teacher or other College employee may need to make a 
student, or students, confront the nature and consequences of his/her actions.  They 
should emphasise the educational benefit for the student(s) and any other observers 
so that the student(s) can learn from their experience or at least understand that their 
actions must not be repeated in future.   
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●​ In the case of one-to-one meetings with a student, the College staff member shall 
leave the door open, to ensure visibility, or ask a third person to be present if the 
meeting takes place in a closed room. 

●​ If a teacher has spoken with a student who is not their tutee about an ongoing, 
unresolved or personal issue affecting the student, or others in the College, they 
should advise them that they will have to inform their Personal Tutor or a member 
of the senior pastoral staff that the conversation has taken place. Students must be 
reassured that only the fact that the meeting happened, the general topic and the 
information which is necessary to protect the student, or others from harm will, and 
must, be communicated. 

●​ Meet students in a public setting, such as the library, the Mensa, or any other College 
facility where others are present, to maintain transparency;  

●​ Before entering a student’s room, staff should knock at the door and wait, giving the 
occupants the opportunity to respond before entering. 

●​ To refrain from being alone with a student in one’s home or in one’s car, unless this 
is necessary in an emergency; 

●​ If alone in a car with a student, College staff must ensure that the student sits in the 
rear seats and that other members of staff are aware of the situation; 

●​ Drive an individual student where they need to go only for reasons in connection 
with the student’s health and for College activities or events. 

●​ To communicate with a student about matters that may be sensitive or liable to give 
rise to misunderstandings, always use the College’s email system and copy in the 
personal tutor, the psychologist, the Head, or the Deputy Head. 
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Key Safeguarding Contacts  

Role Name Email 
Dedicated Safeguarding 
Lead (DSL) 

Sarah Spicer safeguard@uwcad.it 
sarah.spicer@uwcad.it  

Note: the DSL should be contacted to report any concerns relating to possible abuse or harassment 
involving current students or alumni.  
Deputy DSL Aparna Ramchandran 

 
safeguard@uwcad.it  
ad21aram@uwcad.it  

If they prefer, current students may also choose to speak with Aparna Ramchandran. 
 
Member of the Steering 
Committee  responsible for 
the prevention of and 
safeguarding against abuse 
and harassment. 

Marina Macchiaiolo cdasafe@uwcad.it  

Marina Macchiaiolo, a qualified medical practitioner and current President of the Italian National 
Committee, may be contacted in relation to concerns regarding the actions of the College leadership 
in matters of safeguarding and prevention, both in respect of the current student body and of past 
generations.  
Alumni Contact Person Valentina Bach valentina.bach@uwcad.it  

Alumni who wish to raise concerns on this matter may contact Valentina Bach, a former student of 
the College, should they find it helpful to speak with a member of the UWC community who can 
listen and understand what has occurred and the context. Valentina Bach is not a therapist or 
counsellor but can guide alumni towards appropriate contacts after gaining an understanding of the 
situation. 

 
 

Response to Safeguarding Issues  

The Rettore acts in the capacity of guardian for minors. They are obliged to report criminal 
offences on the basis of evidence and not primarily on the basis of accusations. Any 
information relating to, or report of, behaviour intended to lead to harassment, abuse of any 
kind or sexual contact between a student and a teacher will be taken seriously. Any false 
accusations e.g. of sexual harassment, will be considered to be a form of psychological 
harassment by the person inventing the accusation.  

An investigation into the circumstances and evidence of abuse will be carried out by a 
member of the College’s Management Team (Deputy Heads and the Secretary General)and 
the decisions for actions to be taken will be taken by the Rettore, after discussion with the 

 
16 

 

 

mailto:safeguard@uwcad.it
mailto:sarah.spicer@uwcad.it
mailto:safeguard@uwcad.it
mailto:ad21aram@uwcad.it
mailto:cdasafe@uwcad.it
mailto:valentina.bach@uwcad.it


other members of the Management team involved.  ​
In its relations with its employees, the College applies Italian law in full, as well as the 
Federculture national collective agreement, which constitutes the applicable collective labour 
agreement for the College. 

In order not to violate the privacy of its employees and the respect due to each of them, the 
College Management will not disclose any specific information relating to an incident or 
investigation, and this will include not confirming or denying public speculations or 
statements made by other parties.  

If an employee is subject to disciplinary proceedings, they have the full right to exercise their 
right of defence, both through written submissions and through hearings. 

The College strictly observes all the procedures that guarantee the right of an employee to 
defend themselves from false accusations, not only to comply with the law, but also as a 
moral duty.  

All decisions will only be taken after a rigorous assessment of the facts, after giving the 
employee the full right to defend themselves by providing explanations of events and 
following a careful review with the College legal consultants.  

Any offences (of the kind described in the preceding pages), or strong indications thereof, 
will be reported to the local law enforcement authorities, and the investigation will not be 
conducted by the College’s internal management. 

Any sexual relationship between a College employee and current student, or an attempt by 
the employee to initiate one – as determined by behaviour congruent with grooming and 
insufficient attempt to follow the guidelines of acceptable professional behaviour above is 
considered an abuse of the professional relationship between teachers/College employees 
and students and will be considered as gross professional misconduct by the employee.  

It is the responsibility of College employees to maintain, at all times, appropriate professional 
relationships with students. Employees must adhere to the behavioural guidance set out in 
this document in order to minimise the risk of their actions being misinterpreted. 

Failure to observe the guidance on appropriate and inappropriate conduct outlined above 
will be regarded as unprofessional behaviour and, depending on the seriousness of the 
specific case or the recurrence of such conduct, may constitute a serious breach of the 
standards of conduct. 

If the outcome of the internal disciplinary process is that a teacher/employee is found guilty 
of sexual, physical or emotional abuse or gross neglect – as defined above – they will be 
deemed unsuitable to work at the College and their employment will be terminated.  

If there is evidence of neglect, without serious consequences, or minor emotional abuse, e.g. 
as a result of different cultural interpretations and behavioural expectations, this will be 
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brought to the attention of the College employee responsible, in writing, and guidance given 
as to what would be acceptable behaviour in the future.  

The active care for the pastoral well-being of all students at the College is an expectation of 
all College teaching staff. Refusal to accept responsibility for the consequences of abuse or 
harassment of students is a failure to meet professional expectations which would lead to 
disciplinary action.  

 

Review Process in the Event of Serious Allegations of Harassment or Abuse  

If a student makes an allegation of sustained and or serious abuse or harassment against an  
employee of the College the following steps will be taken. 

1.​ The credibility of the allegation will be assessed by requesting a written account and 
the student/complainant will be asked to discuss and describe their allegation with 
the DSL/Deputy DSL and a psychologist or medical practitioner who will determine 
whether they think the student is experiencing genuine and reasonable emotional 
distress.  

2.​ The intensity of emotional distress of the complainant will be assessed in order to 
determine whether to gather further evidence in support of the allegation before 
raising the matter with the staff member concerned, or whether, in order to 
safeguard the student, it is necessary to implement a precautionary suspension (with 
the right to continued pay) pending the collection of evidence and the reaching of a 
conclusion. 

3.​ Where it is considered safe to do so, and possible or desirable to the complainant, 
rather than suspending the employee, the student may be allowed to return home 
(for example) during the period of establishing the credibility of the allegation.  

4.​ If, following disciplinary proceedings, an employee is suspended, this will be done 
providing the grounds for the decision and in accordance with the applicable legal 
provisions and the Federculture national collective agreement. The College’s Policy on 
the Prevention of Abuse and Harassment (Art. 9) permits the Rettore to impose a 
precautionary suspension in order to address any risk of abuse, even where this has 
not yet been established at an initial stage. 

5.​ Where a period of suspension is imposed (as defined in the Federculture national 
collective agreement), the employee will receive a written statement of the reasons; 
the procedures for disciplinary sanctions set out in this Staff Manual and in the 
Federculture agreement will be fully applied. The College’s Policy on the Prevention 
of Abuse and Harassment (Art. 9) authorises the Rettore to impose a precautionary 
suspension in order to address any risk of abuse, even where this has not yet been 
established at that stage.​
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Steps in Reporting Allegations of Abuse 
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NON-ACADEMIC OPERATIONS  

Families 

The College seeks to involve all staff in the everyday life of the College community.  

Some provisions for family members are laid out in the Contract, others are indicated under 
the various sections of this Staff Manual and notices are put out for specific events. Staff 
family members are generally welcome to attend College based events, such as International 
Shows and concerts, including those in which outside speakers are invited to the College, 
attended to by all staff members.  

Participation in the Cultural Visits and any other external day trips is permitted subject to 
availability of space and the permission of the trip leader. Food allowance is provided only 
for staff. In all instances, children must be accompanied by a parent or other responsible 
adult. 

Teachers’ spouses/partners and dependent children are entitled to participate in Tutorial and 
Residence dinners and teachers should indicate their names on the request form so they are 
included in the sum allocated. Dependent children of College staff who wish to participate in 
a College co-curricular Activity or any other part of the College non-academic programme, 
may do so with the prior permission of the Rettore and the activity leader. Any direct costs 
involved, such as entrance or instructors’ fees, must be covered by the family. The personal 
use of College facilities by staff and their family members must be authorised by the Rettore. 
All College policies on smoking, alcohol, and general behaviour must be respected at all such 
times. 

A request for reimbursement for educational services – as provided for in Article 15 of the 
Supplementary Company Agreement – may be submitted to the Human Resources Office 
by administrative staff members that have been employed by the College for at least 12 
months by August 31 of each year. The request must be submitted with all required 
supporting documents. Please note that the amount reimbursed by the College cannot be 
used in tax returns to claim additional deductions or allowances. 

The possibility for College staff children to attend the College is laid out in art. 15 of the 
College Supplementary Contract. 

 

Social Service in the Community 

This is a very important component of our non-academic programme. All students are 
required to take part, and all teaching colleagues are likewise expected to be 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 Head of Performing Arts and Service is responsible for the design 
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and administration of the programme. In addition, teachers take responsibility for specific 
activities and programmes. 

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

​
College Service 

Students undertake various services to help with the care and maintenance of College 
property. Students are required to sign up at the beginning of the year for a College Service, 
ideally of their own choice 

 

Co-curricular Activities 

Engagement in activities is fundamental to the UWC experience for both students and staff. 
Teachers are required to take responsibility for at least one activity. Students are entrusted 
with full operational responsibility, and teachers leading activities are expected to foster and 
support students’ sense of responsibility. Some activities are led by external instructors, 
where specialist expertise is required, or where links with the local community and the use of 
local facilities are involved. Students are required to choose one physical and one creative 
activity. These are considered “Core” activities, for which attendance is monitored and an 
evaluation is carried out. Students may take part in additional activities with the approval of 
the activity leader. 

College Cultural and Community Events 

The College programme includes many events of a general and cultural nature, such as 
shows, National Week evenings and concerts. These are announced in the Daily Bulletin 
“Diario di Duino” and the National Weeks are entered into the College Calendar. Teachers 
are encouraged to attend, and all employees and families are most welcome. 

​
The Orizzonti Programme and Visiting Professors 

The “Orizzonti” 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 school morning time is compulsory for all teachers and students. 

 

The Wellbeing Programme 

The Wellbeing Programme is delivered by Peer Supporters and Health Educators through 
ten one-hour sessions, addressed to all first-year students during their first term. The 

 
21 

 

 



programme has been developed to respond to the College’s needs in relation to health and 
life education. 

The programme draws on the contributions and perspectives of students, personal tutors, 
teachers, and medical staff. It is reviewed annually and updated by the wellbeing team in light 
of feedback received from both students and staff. Topics covered include the College’s 
mission, communication skills, study strategies, and personal energy management, as well as 
health promotion areas such as nutrition, healthy lifestyles, and reproductive health 
education. 

Teaching activities are led by Peer Supporters and Health Educators, who are specifically 
trained by the wellbeing team. Some sessions may be supervised by members of the teaching 
staff. Members of the PSHE group meet regularly with the wellbeing team to review session 
planning, in order to ensure a coordinated approach. Any comments or suggestions 
regarding the Wellbeing Programme may be addressed to the wellbeing team. 

Mental Health Provisions 

The Deputy Head (Pastoral) coordinates activities relating to wellbeing and mental health. In 
situations involving medical concerns, the College’s psychologist works in collaboration with 
the medical staff to provide support and care to the student. The psychologist also assesses 
the most appropriate level of intervention in relation to the student’s mental health needs 
and may be directly involved in the therapeutic process, or recommend the involvement of 
an external therapist. 

In order to protect a student or others from potential harm, the Deputy Head (Pastoral) may 
be required to share information relating to a student’s mental health with other teachers and 
medical staff. Where it is not necessary for others to be informed of a specific situation or 
concern, the Deputy Head will ensure confidentiality. 

Booking and Use of College Vans and vehicles 

In order to accompany students on College activities or to carry out administrative or 
medical procedures, employees normally use the College's cars or vans. The use of a private 
car is permitted with the prior authorisation of the Rettore, to be requested on the 
appropriate form. 

All colleagues who drive their own vehicles are requested to assist the College programme by 
sharing the van driving responsibilities with their colleagues. It is recognized that not all 
colleagues will feel equally confident to take on long and arduous journeys, or journeys 
involving difficult driving conditions, e.g. skiing trips. The College provides instruction for 
emergency van maintenance and improvement of driving skills and safety 

All the names of College drivers will be added to a list in the vans if their license and 
experience comply with Italian driving regulations which confirms that they are authorized 
by the College to be using the vehicle. A booklet is available in each van that summarizes the 
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essential procedures with respect to maintenance, refuelling, safety, the use of the logbook, 
and procedures in the event of an accident. 

College van availability is managed through an online reservation system. If there is a 
shortage of vans, social service has preference over other activities. Ad hoc College use 
during the week Monday to Friday midday is permitted with the authorisation of the Head of 
College. Weekend use is booked in advance using the online system (please see the college 
Bursar for more information) and is subject to Head of College approval. 

Any problems with the mechanical condition of a van should be reported immediately to the 
Domestic Bursar who is responsible for the vehicles. If the matter affects safety, the van key 
should be handed to the Domestic Bursar or put in his pigeon hole, not left in the key box as 
usual. This will effectively remove the van from use until the fault has been rectified. 

The consumption of alcohol by van drivers during the course of their duties is strictly 
prohibited both as a College expectation and by Italian law. 

 

Internal College Publications  

The College’s main internal publication is the Yearbook, prepared by students under the 
supervision of the Communication Office. 

The College Communications Office publishes various other information and PR 
documents. 

 

Library/ Learning Resource Centre 

Teaching staff are required to be familiar with the organisation and procedures of the library 
and to help maintain good order in the library. 

The library is managed by an assistant under the direction of the Head of Library and 
Learning Resources. If the library is found to be locked after 8:00 a.m., the Deputy Head 
(Academic) holds a key. 

 

Project Week (PW) 

Project Week offers students a valuable opportunity to engage in meaningful projects that 
are conceived and led by students themselves, in collaboration with local associations and 
NGOs. These projects are designed to reflect and support UWC’s Mission and Values, with 
particular emphasis on learning through service, creativity, physical activity, and engagement 
with the local community.  

The success of Project Week depends on timely and careful planning. Students are 
encouraged to build on their existing Social Service commitments and to seek partnerships 
with organisations working in the fields of peacebuilding, environmental sustainability, and 
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social justice at a regional level. Projects may include creative elements and physical 
challenges, fostering a holistic, practical, and participatory learning experience.  

A comprehensive Risk Assessment must be completed for each Project Week initiative, 
covering all planned activities. This process is a core part of the learning experience, enabling 
students to develop skills in identifying and evaluating potential risks, as well as managing 
them responsibly – skills that are transferable beyond Project Week and applicable in other 
areas of life.  

 

Staff are expected to support students both in the planning phase and in reflection and 
learning, ensuring alignment with the College’s educational objectives and compliance with 
safeguarding and safety standards. 

It is essential that all colleagues recognise Project Week as an important and integral part of 
the College’s overall curriculum requiring a high level of commitment, preparation and 
participation. The primary role of staff is to advise, guide, and assist with practical 
preparations in advance, and to review and evaluate how the project has progressed. 
Expenses incurred by staff in relation to projects will be covered by the College on the basis 
of estimates agreed in advance with the Project Week Coordinator, following the 
presentation of the relevant receipts. 

 

Staff duties with reference to Project Week​
 

The Project Week Coordinator is responsible for: 

-​ Preparing the overall Project Week budget;  

-​ Organising the introductory sessions and FAQs for Project Week;  

-​ Setting deadlines for the planning process; 

-​ Guiding students in developing project proposals, completing risk assessments, and 
preparing budgets; 

-​ selecting project proposals; 

-​ Finalising project selection and assigning students to projects; 

-​ Scheduling Project Week meetings; 

-​ Approving the proposed budgets and risk assessments for all projects; 

-​ Discussing high-risk or exceptional cases, as well as budget forecasts, with the 
Deputy Head (Pastoral); 

-​ Serving as Teacher on Duty during the weekend preceding Project Week; 
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-​ Ensuring appropriate staff supervision and availability during Project Week.​
 

Teaching Staff (tutor/supervisors) are responsible for: 

-​ Ensuring that the students they tutor pay the required Project Week contributions; 

-​ Guiding and overseeing the preparation of project proposals (each tutor supervises 
their own students); 

-​ Supervising up to two of the selected projects; 

-​ Supporting students in the preparation and approval of proposed budgets, travel 
plans, and risk assessments; 

-​ Rimanere in contatto con il gruppo PW supervisionato su base giornaliera o più 
frequentemente, a seconda della valutazione dei rischi; 

-​ Corrispondenza con i genitori in merito alla PW; 

-​ Assicurarsi che gli studenti presentino le ricevute, le relazioni e le foto al termine dei 
progetti. 

​
Administrative Staff are responsible for:  

-​ Collecting Project Week contributions ; 

-​ Assisting with travel bookings and accommodation arrangements; 

-​ Supporting students with matters relating to medical insurance. 

 

Parents are responsible for: 

-​ Paying the Project Week contribution and Caution Money.  

 

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.  

 

Medical Assistance 

The College has a doctor on site three times a week and a nurse who is present during 
working hours from Monday to Friday. Their schedules and contact numbers are posted on 
noticeboards, together with instructions on how to report illness.  
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If a student reports feeling unwell or is involved in an accident at a time when medical staff 
are not on duty, but before 22:00, the teacher must call 112 to speak with the emergency 
services (if necessary, with the assistance of an Italian speaker)  ​
If a van is available, teachers who are authorised to drive may take the student to the 
Emergency Department for medical treatment, whether or not they have been able to 
contact the Rettore. Monfalcone Hospital can be reached significantly more quickly than 
hospitals in Trieste. If an ambulance is called, the student will be taken to Trieste – either to 
the Ospedale di Cattinara (for students over 18, or when specific treatment available only at 
that hospital is required) or to the Istituto Pediatrico Burlo Garofolo (for students under 18) 
.Students under 18 must be accompanied by an adult; however, this may not be possible in 
an ambulance. In such cases, the teacher may need to use their own vehicle, a College van 
(even without prior approval from the Rettore or Deputy Heads if they cannot be reached), or 
arrange a taxi, which will be reimbursed given the emergency.  

New staff are required to familiarise themselves with the location of the Pronto Soccorso 
(Emergency Room) in Monfalcone before their first weekend on duty as Teacher on Duty. 

As most students are minors, they must be accompanied to hospital by an adult. If neither 
the nurse nor the doctor is immediately available, College staff must make every effort to 
accompany the student personally. If this is not possible (for example, because the teacher is 
responsible for the safety of several other students), and no other staff member is available, 
an Italian student aged 18 may be asked to accompany the student to hospital.  

When a student is taken to hospital, they must have the following documents with them:   

-​ Passport or identity card and residence permit (for non-EU students) 

-​ National health card (for Italian students)  

-​ European Health Insurance Card (for EU students) 

-​ he in loco parentis form authorising the College to consent to certain medical 
procedures for students under 18. 

If a staff member accompanies a student to hospital or arranges their transport, they must 
ensure that both the residence tutor and the personal tutor are informed, as well as the 
College Medical Centre, which is also responsible for activating the relevant insurance cover.    

Dental care: Students are covered only in the case of accidents. Routine dental treatment 
must be paid for by families or from designated student funds where financial support is 
required. The Medical Centre will assist in arranging dental appointments.  

Public Relations 

As the College seeks to award full scholarships and, as a result, relies on contributions from 
companies and public bodies at both regional and national level, it invests significant 
effort—and often substantial resources—in public relations. Maintaining the strongest 
possible reputation within the local community, the region, and at national level is therefore 
essential.  
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External relations are managed by the Secretary General, the Director of Communications, 
and the Communications Assistant. Staff must ensure that any communication intended for 
external audiences is approved by the Director of Communications and/or the Secretary 
General prior to being sent or published. All press releases must be issued by the Director of 
Communications.  
This is not intended as a form of censorship, but rather to ensure that all relevant 
stakeholders are taken into account and that the tone and style of communication are 
appropriate to the College’s relations with them.  
 

ICMA (International Community Music Academy) 

The Music School is a key College component, operating both within the College and as a 
programme open to the wider community. A limited number of College students who 
demonstrate strong musical ability in an audition and motivation (as assessed by the Director 
of Performing Arts) may receive free instrumental or vocal tuition. 

Music rooms are available to both students and staff, and their use is coordinated by the 
ICMA Assistant. Students receiving instrumental or vocal tuition are encouraged to take an 
active role in performances throughout the year. 

The music programme aims to explore a wide range of genres and styles, from classical 
music to musical traditions from different cultures, including jazz and klezmer. The cultural 
diversity of the College’s student body makes a significant contribution to the richness and 
breadth of the musical offering. 

 

USE OF TECHNOLOGY AT THE COLLEGE 

Use of Email and the Internet  

Teachers are provided with laptop computers, which are renewed on a regular basis. Wireless 
internet access is available in all College buildings, including residences and the apartments 
of residence tutors. All staff and students are assigned a College email address in the format 
firstname.surname@uwcad.it. This account must be checked at least twice a day while on duty 
and, where possible, at least once a week during holiday periods. 

Correct Use of the System 

The College’s computer system must only be used for strictly professional or work-related 
purposes; any other use must be authorised in advance; the system must not be left 
unattended: should employees need to leave their office, users must temporarily lock or 
switch off the system appropriately, or use an automatic screen lock that is activated within a 
reasonable time frame. 
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Login Credentials 

Login credentials (username and password) are personal and must be used solely by the 
individual to whom they are assigned. Users are required to keep their password strictly 
confidential and must not disclose it to third parties. Users must change the password upon 
first access to the system. The new password must consist of at least eight characters, 
preferably including a combination of upper-case and lower-case letters and numbers, and 
must not contain information that can be easily linked to the user, such as dates of birth or 
names.  

Configuration Settings 

Users are not permitted to modify the configuration of their computer.  

Use of External Software  

In order to prevent the introduction of malware and to preserve the stability of College 
systems, the installation of external software is not permitted.  

Files on Removable Media  

The use of files stored on removable media that are not relevant to one’s work duties is not 
permitted. In particular, all files of unknown or external origin, even if work-related, must be 
scanned for viruses before use. 

Removable media containing personal data must be securely destroyed or, if reused, 
permanently erased. 

Document Storage 

The storage of electronic documents of an offensive or discriminatory nature—on the 
grounds of sex, language, religion, race, ethnic origin, opinion, or trade union or political 
affiliation—is not permitted. The storage of personal documents on the College’s servers is 
also not permitted. Storing personal documents on College devices is strongly discouraged. 
Upon termination of employment, access to the College’s IT systems and devices will be 
disabled. 

Monitoring and surveillance 

Use of College computers is not subject to direct monitoring, in order to safeguard users’ 
privacy. However, logs of all connections are maintained and, in the event of unlawful use, 
may be made available to the relevant judicial authorities. Users are reminded that the system 
is the property of the College, including all data it contains. Accordingly, in specific 
circumstances, authorised personnel may be granted access to the system where required for 
operational purposes. 
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Illicit Use 

Access to websites and services prohibited under applicable law is strictly forbidden, as is the 
use of the internet for unlawful purposes (including, by way of example, accessing child 
sexual abuse material, engaging in illegal activities, or sharing copyrighted material without 
authorisation). 

E-mail 

The use of email (both internal and external) to send or store messages of an offensive or 
discriminatory nature – on the grounds of sex, language, religion, race, ethnic origin, 
opinion, or trade union or political affiliation – is not permitted. 

Absences 

During periods of absence, in order to ensure continuity of work, users must activate an 
automatic out-of-office reply indicating their availability and, where appropriate, set up 
email delegation to another member of staff for the management of their inbox. This 
delegation function may also be implemented by the system administrator in cases of 
unforeseen absence.  

Termination of employment 

Upon termination of employment, the College email account will be deactivated 
immediately, and an automatic reply will be set up. This may include a personal email 
address, if provided by the employee. The personal email address will also be recorded in 
the College’s database.  

Data Protection  

In accordance with the GDPR, personal data must be appropriately protected and, in 
particular, sensitive data must be accessible only to authorised personnel. Accordingly, 
electronic data must be password-protected, and all cabinets or filing systems containing 
confidential information must be kept locked. 

When access to data is active (for example, when a computer is switched on or paper 
documents are present on a desk), it must be ensured that such access remains secure. 
Therefore, when leaving one’s workstation, it is mandatory to: 

●​ lock the office; 
●​ activate a password-protected screen saver on the computer. 

Photocopies 

Staff are assigned a PIN code for use on photocopiers. Copying is charged to departmental 
budgets based on these codes. Staff are expected to make their own copies. In exceptional 
cases, the Student Contact Officer is available to assist with large-volume copying, provided 
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at least two days’ notice is given. 

In order to reduce photocopying costs, staff are encouraged to consider the most effective 
means of distributing information—for example, using Google Classroom, projectors, or 
storing photocopied materials within departments for reuse. 

Any faults or issues with photocopiers must be reported to the IT staff. 

United World Colleges is committed to working towards a more sustainable future. 
Every effort should be made to limit photocopying and printing to what is strictly 
necessary, while recognising that, in some cases, this remains the most effective way to 
share information. 

Audio-Visual Equipment 

Most audio-visual equipment is owned by individual College departments or by the Library 
(DVDs), or is managed and loaned by the IT service and the laboratory technician. Routine 
checks are carried out, and at the end of the academic year the technicians conduct a full 
inventory and maintenance review. 

 

ADMINISTRATIVE PROCEDURES 

Budgeting 

Financial estimates for academic departments and activities are requested to staff in the 
spring for the following year. Once agreed, colleagues with spending responsibilities are 
required to remain strictly within their spending limits and for the items requested. Changes 
to expenditure plans may be made with the prior approval of the Rettore. The distinction 
between consumable and capital expenditure is best made by the Accounts office, so budget 
holders are asked to identify and estimate the cost of their requirements for the following 
academic year in a single list, to be subsequently divided into capital and running expenditure 
on their behalf. 

Budget holder requests will be evaluated by the Rettore and/or one of the Deputy Heads and 
approved allowances will be notified to the Accounts Office. 

The final decision about manufacturers and suppliers will remain with the College 
administration, which also retains the ultimate responsibility for regular and emergency 
maintenance. 

Operating Costs 

Staff with budgetary responsibility are accountable for managing approved expenditure in 
accordance with the following procedures:   

-​ No expenditure may exceed the approved budget. As shipping costs and price 
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fluctuations are often unpredictable, staff are encouraged to allow for a margin of 
flexibility in their spending;  

-​ Repeated purchases of individual copies of books are not permitted without prior 
approval. Such purchases should be made to enrich the Library collection;  

-​ No unauthorised reallocation of approved funds is permitted. For example, if funds 
have been approved for the purchase of books, they may not be used for any other 
purpose without the approval of the Rettore;  

-​ No goods may be purchased without completing the purchase request form, which 
must be shared with the Accounts Office;   

-​ No orders may be placed after 30 April without the approval of the Rettore. This is to 
ensure that all payments are completed within the relevant academic year. The 
College’s administrative staff must be able to verify goods delivered during the 
summer holidays, with access to copies of orders and instructions for checking 
compliance, in order to process payments in a timely manner. The 30 April deadline 
may be brought forward or extended by the Rettore in exceptional circumstances;  

-​ Orders for books placed online, for example via Amazon.com, must be made 
through the Library.  

-​ Library orders may be placed by the Librarian at any time during the academic year, 
but no later than 30 April. Staff are asked to check budget allocations with Heads of 
Department before placing orders.  

 

Expenditure Monitoring 

Departmental or co-curricular account statements must be reviewed alongside any 
outstanding orders in order to provide an accurate picture of the remaining available funds. 
Statements may be requested on a monthly basis throughout the academic year. 

When a staff member with budgetary responsibility has only 10% of their budget remaining, 
they will be notified by the Accounts Office. Any further expenditure within that budget will 
require the approval of the Rettore or the Deputy Head (Academic). 

 

Procurement Procedures 

All purchases must be authorised by the Rettore. In their absence, the Secretary General or 
the Deputy Heads may act in this capacity. For any purchase, the Procurement and Contracts 
Office must be consulted in order to determine the appropriate procedure to follow. As the 
College receives public funding, it is required to manage procurement carefully in order to 
comply with the applicable laws and procedures governing the proper use of funds.  
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Purchases below €1,500 may be made through Petty Cash procedures, using College credit 
cards assigned to authorised staff or via bank transfer, after checking available suppliers and 
prices. Such purchases must be authorised in advance by the Head of Department through 
the “Petty Cash” form. After the purchase, staff must submit the invoice together with the 
relevant authorisation to the Finance, Procurement & Payroll Office and to the College 
Accounts Office.  

In exceptional cases where a member of staff makes a purchase using personal cash, 
reimbursement may be processed through the following month’s salary, provided that the 
request is supported by authorisation from the Rettore and a description of the purchase. The 
maximum reimbursable amount per purchase is €100. Tutorial dinner reimbursements are 
excluded from this limit, as they are calculated proportionally based on the number of 
students.  

All other purchases must be handled by the Finance, Procurement & Payroll Office, which is 
responsible for ensuring that procurement is carried out in full compliance with Italian law 
and the College’s internal regulations. 

To initiate the procurement of goods or services, the staff member must complete a request 
form including: 

●​ their full name; 
●​ the purpose of the purchase and the required timeframe; 
●​ the type of goods or services to be procured; 
●​ the estimated cost; 
●​ confirmation of budget availability; 
●​ evidence of authorisation by the Rettore or Head of Department; 
●​ evidence of any market research already conducted, or any additional information 

required by the Finance, Procurement & Payroll Office to carry out such research. 

 

GENERAL ADMINISTRATION 

Conditions for Use of the Auditorium  

The Auditorium may be booked through the ICMA Assistant. Booking requests must be 
submitted by email to auditorium@uwcad.it and must include:  

●​ a brief description of the activities to take place in the Auditorium and the name of 
the teacher in charge;  

●​ the names of two fire safety officers who will be present at the event. All Residence 
Tutors are qualified fire safety officers, as is Stefano Sacher; 

●​ the expected number of participants. Events held in the Auditorium that are open to 
external audiences must not exceed 150 participants; 
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●​ Events in the Auditorium may not be advertised externally without the approval of 
the ICMA Assistant.  
 

Events in the Auditorium may not be advertised externally without the approval of the 
ICMA Assistant.  

Food and drink are not permitted in the Auditorium unless arrangements have been made 
for cleaning after the event. Use of the Auditorium is permitted only with prior authorisation 
from the ICMA Office or, in cases of short notice, from the Rettore or the Director of 
Performing Arts. The Auditorium must be left in a clean and orderly condition after use. If 
the arrangement of seating or furnishings is altered, it must be restored at the end of the 
activity.   

When not in use, the Auditorium must be locked.   

Maintenance of College Property  

All maintenance requests must be submitted using the electronic maintenance form available 
in the FixIT System. The College’s maintenance team is limited in size and is responsible for 
a wide range of tasks. External specialists are often required; however, they may not be 
immediately available, or may charge significantly higher costs if multiple interventions 
cannot be grouped into a single service call.   

College Stationery  

Teachers may request the purchase of stationery items from the Student Contact Officer, in 
limited quantities and for official use only. Administrative staff may request stationery 
through the Student Contact Officer.   

Telephones  

Student residences may be contacted by telephone from outside at any time. Residence 
Tutors are provided with phones enabled for local calls. International calls may only be made 
from the administrative offices.  

Staff Travel and Reimbursement Requests  

Following approval of a work travel request and with prior authorisation from the Rettore, 
staff may obtain a cash advance from the Student Contact Officer. Requests for advances in 
foreign currency must be made at least one week in advance.  

Upon return, reimbursement claims must be submitted within one month, together with all 
supporting documentation for expenses incurred, including receipts for any payments made 
using College credit cards. If claims have not been submitted towards the end of this period, 
the Accounts Office will issue a reminder to the staff member concerned. In the absence of 
the required documentation, the amount will be deducted from the following month’s salary.  

Reimbursements are normally processed through payroll in the month following that in 
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which the expenses were incurred. Reimbursement requests must be submitted to the 
Human Resources Office in order for the tax-exempt reimbursement to be included in the 
payslip in the month following the date of expenditure.  

Different forms are used for reimbursement requests:  

o​ expenses related to the use of a personal vehicle for work purposes and travel, where 
such use has been authorised in advance by the Rettore;    

o​ reimbursement of expenses incurred during business travel or external activities, 
where participation has been authorised in advance by the Rettore; 

o​ the Petty Cash form (for small amounts and only for documented expenses incurred 
on behalf of the College), which must be approved by the Rettore and submitted to 
the Human Resources Office for processing through payroll.  

 

Deductions 

Any amounts owed to the College will be recovered exclusively through payroll deductions. . 

 

STAFF AND CONTRACTUAL MATTERS  

Employment Relationship  

The employment relationship is governed exclusively by Italian law, the Federculture national 
collective agreement (CCNL), any supplementary agreements, and the College’s internal 
regulations and procedures. 

New staff will be assigned to the appropriate pay grade in accordance with the provisions of 
the Federculture CCNL, with the corresponding legal and financial terms as set out therein 
and as supplemented by the second-level agreement of 29 September 2017. 

As established by the Federculture agreement, the probationary period is: 

-​ 6 months for staff in grade D 

-​ 3 months for staff in grades C and B 

During the probationary period, either party may terminate the employment relationship 
without notice. 
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Appointment to Post   

The Rettore appoints all staff in accordance with Article 9 of the College Statute, by means of 
a formal appointment letter signed by the Rettore and countersigned by the employee.  

In recruiting staff, the College follows the “Criteria for Hiring Personnel and Other 
Appointments” published on the College website.  

The appointment letter is issued in accordance with Italian law and the Federculture national 
collective agreement. In particular, for teaching staff it will include:  

a) the start date and subjects taught;  

b) the duration of the employment and, in the case of fixed-term contracts, the reason for 
the fixed term; 

c)the number of weekly teaching hours, where the appointment is part-time; 

d) the initial salary level within the salary scale; 

e) the country of origin, for the purposes of travel expenses and other contractual 
provisions. 

Appointments that include the payment of travel expenses and periodic return trips to the 
country of origin are intended to enable teachers to maintain ties with their home country 
and to ensure that the College continues to benefit from a highly international teaching body. 
If a teacher and their family acquire Italian citizenship, they retain the right to periodic return 
trips to their country of origin but lose entitlement to relocation expenses at the end of their 
employment. 

 

Notice Period for Resignation  

A teacher employed on an open-ended contract who wishes to leave the College must give 
written notice to the Rettore by 28 February of the academic year in which their service at the 
College will end.  

Teachers wishing to take up a position in a school in the Southern Hemisphere, or for other 
valid reasons, may request authorisation from the Rettore to leave the College at the end of 
December. In such cases, notice must be given by 1 September of the same year. The Rettore 
will grant early release only if a suitable replacement can be secured (either on a temporary 
or permanent basis) and if the interests of students affected by a mid-year change of teacher 
are fully safeguarded.  

A teacher intending to seek alternative employment will normally inform the Rettore of their 
intention to resign by the end of December and formally confirm this intention by the end 
of February. Teachers wishing to extend the notice period until March may seek the 
agreement of the Rettore, who will normally accept such requests.  
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Open-ended contracts may be terminated by the Rettore in cases of serious professional 
misconduct, in accordance with applicable law. In exceptional circumstances, such contracts 
may also be terminated for organisational reasons, including programme restructuring or 
downsizing. In such cases, the Rettore will inform the staff member by 31 December of the 
preceding year and confirm the decision by 28 February, with termination taking effect from 
August of the same calendar year.  

For non-teaching staff, notice periods are established by the Federculture CCNL as follows:​
Grades Q and D: 3 months; 

Grades C and B: 1.5 months; 

Grades A: 1 month. 

 

Resignation  

To resign, the employee must follow the online procedure available on the INPS website and 
complete the relevant form. This may be done either through a qualified assistance service 
chosen by the employee (CAF), at a cost of €45 to be borne by the employee, or online at no 
cost if the employee holds a digital identity credential (SPID).  

In addition to the information required to identify the employer and the employment 
relationship to be terminated, the employee must indicate the effective date of resignation, 
namely the day following their last working day. The notification generated at the end of the 
procedure will be sent automatically to the College.  

Within seven days of submitting the form, the employee may withdraw their resignation by 
completing the relevant form. Retirement age and pensions are governed by Italian 
employment law.  

 

Working Hours 

For matters relating to working hours, reference should be made to Article 5 of the 
supplementary collective agreement, which sets out the specific arrangements applicable to 
both teaching and non-teaching staff. 

All full-time teachers have an annual workload, which is calculated as the sum of duties 
carried out over the year (including teaching, co-curricular activities, and tutorial roles). Some 
teachers also take on residential tutoring responsibilities. Before the start of the academic 
year, and following consultation with the Deputy Head (Academic) and any staff affected by 
changes, the Rettore assigns duties to teaching staff based on the needs of the College and its 
students.  

Details of personal and residential tutoring responsibilities are set out in the Educational 
Staff Manual, which is reviewed annually and may be updated by the Rettore in consultation 
with teaching staff.  
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The working hours of non-teaching staff are governed by Article 5 of the College’s 
supplementary agreement.  

 

Assignment of Organisational Roles and Specific Responsibilities  

Each year, the Rettore identifies roles involving specific responsibilities and the organisational 
positions required to support the distinctive residential nature of the College. New roles or 
projects are assigned following an internal call circulated to all staff with the appropriate 
qualifications.  

 

Learning Italian 

All staff are strongly encouraged to learn Italian. Attendance at Italian lessons offered at the 
College should be arranged with the Italian teachers. Staff attending lessons are expected to 
demonstrate punctuality and regular attendance, including the completion of assigned work, 
and to act as role models for students.  

 

Use of the Mensa (canteen) 

During the academic year, staff are entitled to lunch free of charge in the college Mensa. 
They may also dine in the evening when engaged in College activities or, at weekends, when 
carrying out official duties (e.g. teacher on duty, hosting external guests for College 
activities). External collaborators may also have lunch in the Mensa when working at the 
College.  

Teaching Staff 

In addition to the above, and to support their residential commitments, full-time teachers 
may dine in the dining hall twice a week. Spouses/partners and children are entitled to two 
meal vouchers each per week. School-age children of teachers who eat in the dining hall 
must always be accompanied by their parents. Pre-school children may share meals with their 
parents at no additional cost. Guests and visitors may dine in the dining hall upon purchase 
of a meal voucher from the Student Contact Officer. Meals not taken are not reimbursed.  

Non-Teaching Staff  

Meal entitlement applies on days when staff are present at the College, provided they 
normally work at least half of the daily working hours and are on duty during the 
12:25–13:25 time slot. The working schedule includes a 30-minute lunch break.  

Lunch in the Mensa provides an opportunity for social interaction between administrative 
and educational staff, as well as between staff and students.. 
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When the dining hall is closed, meals may be taken at local venues identified periodically by 
the College.  

During periods when the working week is reduced to 35 hours, staff may choose between 
the following options:  

-​ Standard schedule with lunch break (35 hours): from 08:00–08:30 to 
15:30–16:00, including a 30-minute lunch break. Meals may be taken in the Mensa, 
when open, or at designated partner venues only when the Mensa is not operating. 
Staff are required to sign a form confirming that the meal has been taken at the 
partner venue. It is advisable to inform the venue in the morning and indicate the 
number of people intending to have lunch that day.  

-​ Compressed schedule (35 hours): from 08:00–08:30 to 15:00–15:30, without a 
lunch break. Under this arrangement, the “coffee break” is moved to 12:00–12:20, 
and staff may use the Common Room for a light snack if they wish.  

Family members or guests of staff may have lunch in the dining hall upon purchase of a meal 
voucher from the Student Contact Officer. Pre-school children are exempt from purchasing 
a voucher if they share a meal with a parent. Where administrative staff need to use the 
dining hall in the evening or on public holidays for service-related reasons, this must be 
authorised by the Rettore (including by email).  

 

Insurance 

Students and staff are covered by insurance for accidents and third-party liability. The 
Human Resources Office must be notified within 24 hours of any incident and will request 
all necessary details to open a claim with the insurance provider.  

All communication with the insurance provider must be handled exclusively through the 
Human Resources Office or the Medical Centre.  

 

Driving Licence and Vehicle Registration  

Under Italian law, all vehicles owned by individuals resident in Italy must be registered with 
Italian number plates and may be driven only by holders of an Italian driving licence or a 
driving licence issued by a Member State of the European Union in photo-card format. New 
members of staff from non-EU countries benefit from a transitional period of up to one 
year before they are required to meet these requirements. During this period, they may drive 
provided they hold a valid, unrestricted national driving licence. Some licences (for example 
those issued in Australia, Canada, or the United States of America) are not recognised in 
Italy for conversion purposes.  

The College will support non-EU staff in obtaining an Italian driving licence, in view of the 
potential requirement to undertake driving duties on behalf of the College. Reimbursement 
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of related expenses–up to a maximum of €1,200 and subject to the submission of 
appropriate invoices–is expressly conditional upon the teacher’s willingness to undertake 
occasional driving duties using College vehicles for student transport or other institutional 
needs. This does not constitute a permanent or ongoing assignment. Teachers who do not 
indicate such availability will be eligible for reimbursement up to a maximum of €250.  

 

Residence Permits  

Administrative procedures relating to residence permits are handled by the College’s 
administrative staff (issue and renewal), subject to the submission of the required 
documentation (photograph, passport, and, in the case of renewal, the original permit).  

The administrative staff can also provide assistance with applications for re-entry visas, 
where necessary.  

The Student Contact Officer is responsible for coordinating the residence permit application 
process.  

The College will cover any costs associated with obtaining or renewing residence permits.   

 

INPS (Istituto Nazionale della Previdenza Sociale) 

Employees hired by the College are, by law, required to be enrolled in the compulsory social 
security system. Registration with INPS entails enrolment in the Italian national social 
security system. Each year, the College Administration issues every employee with the 
Certificazione Unica (CU), which, among other things, certifies the amount of contributions 
paid.  

Employees must retain these documents carefully, as they are essential for future pension 
claims. The information contained in the CU is also required when completing the annual 
income tax return.  

Staff should note that the second additional salary payment made in June (the so-called 
“14th salary”) may be used to support supplementary pension arrangements, given the 
limited possibility of having Italian pension entitlements recognised in their country of 
origin.  

The 13th and 14th salary payments are calculated pro rata in twelfths of the monthly salary, 
based on the number of months worked in the relevant calendar year. These salary payments 
form part of the employee’s total annual salary and are not discretionary bonuses, but 
deferred portions of salary paid at specific times of the year (June and December).  
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Health Card and European Health Insurance Card  

All employees are automatically entitled to public healthcare in Italy (including medical 
consultations, hospital care, and prescribed medication). Some services require a co-payment 
(ticket), such as laboratory tests, X-rays, and certain medicines.  

All new employees, once registered with the local municipal registry (anagrafe), will receive a 
Health Card (Tessera Sanitaria) for themselves and their dependent family members. The card 
is issued free of charge. It is the official document required to access healthcare services in 
Italy and provides access to a general practitioner (medico di base), who is normally the only 
person authorised to refer patients for hospital admission or specialist consultations. The 
College doctor does not act as a general practitioner.  

Dental care provided by the National Health Service does not cover prosthetics or implants.  

Full entitlement to healthcare applies within Italy only. However, the Health Card (which 
also functions as the European Health Insurance Card – EHIC) entitles all residents in Italy 
to receive necessary medical treatment in all EU countries, as well as in Switzerland, Norway, 
and Iceland, either free of charge or at a reduced cost. This applies when treatment becomes 
necessary during a temporary stay, for example due to illness, an accident, or a pre-existing 
chronic condition.  

The Health Card may also be valid in certain non-EU countries (such as Argentina, 
Australia, etc.), depending on bilateral agreements between Italy and those countries. Staff 
who wish to extend their healthcare coverage to these countries when travelling privately 
must request a specific certificate from the local health authority in Aurisina.  

The College covers medical expenses arising from emergency hospitalisation, illness, or 
injury when an employee is abroad for work-related reasons. It is essential to retain all 
receipts and documentation, as reimbursement is made after the fact. ​
​
The Health Card shows the expiry date. The administrative offices can assist with renewal; 
however, to initiate the process, non-Italian staff must submit the expired card to the Student 
Contact Officer in good time, together with an identity document or residence permit.  

 

Taxation 

By law, the College is required to withhold taxes from employees’ salaries at rates established 
by legislation. In Italy, the tax year coincides with the calendar year.  

By 20 April each year, as required by law, the College Administration issues a certificate 
(Certificazione Unica – CU) detailing the employee’s earnings and the taxes already paid. Staff 
must contact an authorised tax assistance centre (CAF) to complete their income tax return 
if they have additional sources of income or own property in Italy or abroad.​
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​
The College Administration will keep staff informed of any changes to Italian tax legislation. 

 

Housing 

By contract, full time teachers are provided with accommodation for themselves and their 
families. This accommodation is to be considered as tied accommodation, which requires 
teachers to conduct their lives in a manner which is fully compatible with the standards 
reasonably to be expected of teachers working in a residential international school. 

When teachers are absent, their accommodation cannot be used by others, unless specifically 
authorized by the Rettore in the College’s interest. The Administration keeps copies of the 
keys for the purpose of entry in emergency situations when damage might otherwise be 
caused to the property. 

As set out in the supplementary collective agreement, Residence Tutors are not required to 
pay for heating, hot water, electricity, telephone services, or waste disposal associated with 
their accommodation.  

 

Maintenance of Accommodation  

Major maintenance is the responsibility of the College, but this does not include repairs 
resulting from negligence. Where maintenance is required, staff must inform the 
Maintenance Office directly, which will arrange an inspection and coordinate any necessary 
repairs.  

It should be noted that, for apartments rented by the College, the property owner must 
authorise any work, whether structural or related to furnishings. La manutenzione ordinaria è 
a carico del dipendente, compresa l'usura quotidiana (ad esempio il cambio delle lampadine). 
Routine maintenance is the responsibility of the occupant, including normal wear and tear 
(for example, replacing light bulbs). Requests for maintenance work to be carried out during 
the summer holidays must be submitted for approval no later than 1 May.  

 

DISCIPLINARY SANCTIONS AND PROCEDURES  

Employee misconduct may, depending on the seriousness of the breach, result in the 
following disciplinary measures, as provided for under Italian law: 

a) verbal warning;  

b) written warning;  

c) a fine of up to a maximum of four hours’ pay;  

d) suspension from work and pay for up to a maximum of 10 days; 

 
41 

 

 



e) disciplinary dismissal . 

No disciplinary measure more severe than a verbal warning may be imposed without prior 
formal notification of the charges to the employee and without giving the employee the 
opportunity to be heard.   

 

Disciplinary Procedures 

Any disciplinary measure more serious than a verbal warning must be notified to the 
employee in writing, with a clear statement of the facts constituting the alleged breach. The 
notification must be issued promptly, and in any case no later than 10 working days, and 
must specify the deadline by which the employee may submit their defence. This deadline 
may not be less than 10 working days.  

Within the timeframe indicated in the written notification, the employee may submit written 
representations or request a hearing to discuss the matter, and may be assisted by a 
representative of the trade union to which they belong or have given a mandate.  

The Rettore, or a member of staff in a managerial role delegated by the Rettore, will conduct 
the investigation, which must be completed within 30 days from the deadline granted to the 
employee for submitting their defence.  

At the conclusion of the investigation, the Rettore will impose the disciplinary measure 
deemed appropriate, having consulted any staff members involved in the investigation. 
Without prejudice to the right to bring the matter before the judicial authorities, the 
employee who has been notified of a disciplinary sanction may, within 20 days, also request – 
either directly or through their trade union – the establishment of a conciliation and 
arbitration panel through the Provincial Labour Office. This panel shall consist of one 
representative from each party and a third member agreed jointly or, failing agreement, 
appointed by the Director of the Labour Office. The disciplinary sanction will remain 
suspended pending the panel’s decision.  

 

General Criteria for the Application of Disciplinary Sanctions  

The type and severity of disciplinary measures imposed under the preceding section are 
determined on the basis of the following general criteria:   

a) the intentional nature of the conduct and the degree of fault;   

b) the significance of the obligations breached;  

c) the responsibilities associated with the employee’s role;  

d) the extent of the damage caused or the level of risk posed to the College, colleagues, 
students, or third parties; 
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e) the proportionality between the breach and the sanction, and the principle of 
progressive discipline;  

f) repetition of the misconduct.  

An employee may be subject to disciplinary action if they:   

1) engage in conduct that does not comply with standards of fairness and professional 
conduct towards other staff, students, or third parties;  

2) are absent from work without justification for several consecutive days, up to a 
maximum of four days;  

3) leave their place of work without valid reason;  

4) repeatedly arrive late without justification, suspend work, or leave early without 
authorisation;  

5) perform their duties negligently or fail to exercise due care in relation to premises or 
equipment entrusted to them;  

6) cause damage to property or facilities within the College through negligence or lack 
of due care;  

7) engage in behaviour or conduct that constitutes harassment or undermines the 
dignity and freedom of others;  

8) fail to comply with this Staff Manual, the supplementary collective agreement, or the 
Federculture agreement, as well as with service instructions and working hours, or engage 
in conduct detrimental to discipline, standards of conduct, hygiene, or safety within the 
College. 

Verbal and written warnings are applied in cases of less serious misconduct, while the 
remaining sanctions apply to more serious breaches. The seriousness of the misconduct is 
assessed in accordance with the general criteria set out above.  

Disciplinary sanctions shall have no effect for any purpose after two years from the date on 
which they were imposed.  

Communication to Employees  

This Staff Manual, together with any other disciplinary policies providing for sanctions or 
identifying conduct that may give rise to disciplinary action, must be brought to the attention 
of employees by being displayed in a place accessible to all (Staff Room).  

For matters not covered by this Manual, reference should be made to the provisions of the 
Federculture national collective agreement (CCNL). 

Duino, 9 January 2026​  
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APPENDIX 
Organisation Chart 
​
Other College Policies and Regulations 
UWC Adriatic Regulation on Safeguarding and the Prevention of Harassment and Abuse 
UWC Adriatic Gift Acceptance Policy 
Regulation for Sub-Threshold Procurement of Works, Services and Supplies ​
Whistleblowing Regulation 
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https://www.uwcad.it/wp-content/uploads/2025/04/UWC-Adriatic-Organisation-Chart-23042025.pdf
https://www.uwcad.it/wp-content/uploads/2024/09/Harassment-and-Abuse-Regulation-ENG-def.pdf
https://www.uwcad.it/wp-content/uploads/2026/04/UWC-Adriatic-Gift-Acceptance-Code-Revised-March-27-2026-EN.pdf
https://www.uwcad.it/wp-content/uploads/2026/04/REGOLAMENTO-Lavori-Servizi-e-Forniture-finale-EN.pdf
https://www.uwcad.it/wp-content/uploads/2026/04/Regolamento_Whistleblowing-EN.pdf
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