
TERMS AND 
GENERAL REGULATION  
FOR THE ENTIRE 
TEACHING STAFF AT SAWI



NB: In this document and for the role purpose of readability 
the masculine is used indiscriminately when referencing lectu-
rers, students and others. It goes without saying that all men-
tions include the feminine gender, and that all points contained 
in this document apply equally to men and women.
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SAWI

1. TERMS OF ENGAGEMENT FOR LECTURERS

General Information

SAWI - Academy for Marketing and Communication is a pri-
vate school and offers professional training at a tertiary level 
of education throughout Switzerland. SAWI specialises in the 
areas of marketing, sales, communication and in the digital 
field. SAWI training courses lead to specific degrees, certi-
ficates and diplomas. SAWI also offers a SAWI Bachelor or 
SAWI MBA programmes, as well as specific training courses 
developed in partnership with other schools or third partners. 
SAWI designs training courses specifically for private indivi-
duals or companies. 

Scope 

The terms of engagement apply to the entire teaching staff at 
SAWI, hereafter called the “lecturers”, who are not members of 
the SAWI staff as per the staff regulations. The present terms of 
engagement apply in particular to lecturers, heads of modules 
and program directors. The present terms also apply to SAWI 
staff members, who teach as a side activity and benefit from 
a contract as lecturers, heads of module or course directors.

Contractual Framework 

The mandate terms of articles 394 and seq. of the Swiss Code 
of Obligations apply.

If the lecturer is a legal person, the latter will appoint someone 
who will be responsible for the mandate. The present terms 
will then apply equally to the legal person and the person in 
charge of the mandate.

If SAWI concludes the contract with a natural person, yet the 
services are provided by a legal person, the contract is dee-
med to be concluded with, and binds the legal person.

Confirmation of the Mission and Free Choice

The lecturer is considered duly mandated upon receipt of the 
course calendar. SAWI remains free to cancel the mandate at 
any moment in time. The work contract then becomes null and 
void and has no further legal or financial consequences.

SAWI has no obligation to conclude one or several engage-
ment contracts with the lecturer.

The lecturer may accept refuse an engagement contract within 
5 days of receipt of the course calendar.

The lecturer must personally deliver the work services he was 
hired for. A possible replacement is only possible once SAWI 
has expressly agreed to it.

Honoraria, Social Security Charges, Swiss Pension Scheme 
or LPP 

SAWI undertakes to pay the gross honorarium according to the 
honoraria rates foreseen for the activity subject to the contract.

For future courses SAWI retains the right to adapt the honora-
ria, after giving advance notification to the lecturer.

When the invoices emanate from a self-employed person (and, 
for resident of Switzerland, the certificate from the compensa-
tion fund is produced) or a legal entity, payment will occur 
30 days after receipt of the invoice. The invoice must reach 
SAWI at the latest 30 days after the service was rendered; or 
by 20th January for all services rendered over the year prior. If 
the invoices don’t reach SAWI within the deadlines foreseen, 
SAWI retains the right not to acknowledge the amount poten-
tially due.

In the case of a dependant activity or, specifically for resident 
of Switzerland, without any certificate from the compensation 
fund, which confirms the self-employed status, all social costs 
- old age pension and surviving dependants' insurance (AVS), 
disability insurance (AI), allowance for loss of earnings (APG) 
or unemployment insurance (AC) - will be deducted from the 
gross fee, insofar as the minimum wage set by the AVS has 
been reached. The payment is made in the month following 
the service delivery. A company pension fund (LPP) is put in 
place for those lecturers for whom the work at SAWI constitutes 
the main activity and whose annual wage from SAWI is higher 
than the minimum LPP cost. Those lecturers for whom the work 
with SAWI doesn’t constitute the main activity, but who wish to 
be affiliated to the LPP can place a request for the latter with 
the Human Resources department at rh@sawi.com.  
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Supervision and Assessment 

SAWI has the right to review the professional qualifications 
and the teaching know-how of the lecturers, notably by atten-
ding certain classes.

The assessments of the lecturers are SAWI property and consti-
tute an important management tool. Lecturers can request in-
sight into the assessments. 

Availability of Course Material

Lecturers will share their course materials with the students via 
the tool or platform designat-ed by SAWI. The course materials 
are to be made available at the latest 10 days before the start 
of the courses.. 

Tools 

Lecturers use their own laptops. The projection equipment, as 
well as the electronic platform for the dissemination of online 
courses are made available by SAWI. If a lecturer requires 
ad-ditional technical means, he should inform the SAWI be-
forehand. 

Inability to fulfil Duties as Lecturer/ Duty to inform 

If a lecturer is unable to teach his course as per the contractual 
terms, he must inform SAWI immediately. In the case of a fo-
reseeable absence due, for instance, to a scheduled hospital 
stay or military service SAWI must be informed as soon as 
the information is known and before the date of the hindered 
course. 

No honoraria will be paid for classes that are not taught.

If a lecturer fails to inform SAWI in due course and in advance 
or if a lecturer fails to fulfil the contract, and in the absence 
of a valid motive, on a given date, SAWI retains the right 
to demand compensation for the expenses occurred, up to a 
maximum of CHF 800.- per mandate. 

Exclusivity 

As a rule, lecturer may not teach a course similar in other 
educational institutions. If a lectur-er wishes to give a course 
in a different educational institution, he has to inform SAWI in 
writing and obtain approval from SAWI. 

SAWI Commitments 

Lecturers may not make commitments to students, that would 
for instance generate costs, without agreement from SAWI. 
If a lecturer deems the need of certain specialised literature 
necessary, he will have to obtain prior approval from SAWI. 

Copyright 

Lecturers hold the copyright for their course material.

During the duration of the contract lecturers give SAWI the 
right to publish the course mate-rial electronically on SAWI’s 
information forum and to duplicate the course material for the 
students. Furthermore, lecturers agree to make the course mate-
rial available to SAWI at all times, in order for SAWI to share 
information about the course with a course substitutes or new 
lecturers.

SAWI takes no responsibility for copies or reproductions or any 
other copyright infringement on the part of present and past 
students, other lecturers or third parties.

If SAWI has given a lecturer the paid mandate to create or 
review a course, the copyright and all other rights deriving 
therefrom will be transferred to SAWI. This also applies to all 
docu-ments and materials resulting from the course. This ap-
plies also to all other paid jobs, for which a lecturer might be 
mandated and paid for by SAWI. 

Data Security 

Lecturers may only use or reproduce SAWI documents, such as 
student lists or lists of lectur-ers, course concepts, course mate-
rial of other lecturers and any other commercial data of SAWI, 
in the context of their mandate.

Furthermore, lecturers shall not use information such as SAWI’s 
addresses, email addresses or telephone numbers in any pri-
vate capacity nor on behalf of any third party. 

2. DUTIES

Lecturers owe their students, as well as the entire staff at SAWI, 
courtesy and respect. Lectur-ers contribute to an atmosphere of 
trust, impartiality and fairness, and ensure that the princi-ples 
of honesty and integrity, as well as specific values advocated 
by the SAWI are respected.

Furthermore, lecturers have the duty :
· To mention any specific needs they might have, for SAWI to 

be able to welcome them with the necessary measures, in 
so far as possible 

· To act as responsible members of the SAWI community by 
adopting a respectful attitude to-wards staff and students 
and by complying with the internal rules 

· To accept the teaching modalities set for each course 
· Not to share information regarding third parties, unless the 

latter expressly agree to ite 
· Respect others in the free expression of their points of views 

and opinions and not to infringe on the rights of other 
lecturers or students

· Respect the working areas and the academic activities of 
students 

· Respect the scheduled timelines 
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3. IT EQUIPMENT

Lecturers are required to use their own IT and communication 
tools (with the exception of projection equipment) and are 
responsible for their proper functioning. The lecturers’ devices 
shall be recent, up-to-date and possess all the necessary ac-
cessories and features (charger, camera, microphone, etc.). 

4. USE OF INTERNET AND OTHER 
COMMUNICATION TOOLS 

LLecturers will respect ethical principles that guide the use of 
IT resources, which are made available to them (such as the 
WI-FI, videoconferencing services or other programmes) and 
not use these for personal use nor downloads.

It is specifically forbidden to do the following: to mask one’s 
own identity, to impersonate someone else, to take ownership 
of someone else’s password, to use accounts others than those 
for which legitimate access is given, to set up programmes that 
bypass the established procedures and follow the objective 
to increasing the systems’ security levels, to use or develop 
programmes undermining the integrity of IT systems, to install 
or use software for purposes that are not aligned with those 
of the SAWI mandate, to use a workstation or any other IT re-
source without the explicit agreement of the person whom they 
are attributed to, to access data of others without their explicit 
agreement, even when that data is not explicitly protected.

The use of electronic communication tools (emails, discussion 
forums, document available on the internet) must respect the 
following rules and not:
· undermine the sensitivity of other users, notably via 

messages, images, videos or provocative texts or texts that 
prejudice privacy

· breach laws on private, literary, artistic or other property
· promote racism, antisemitism, xenophobia, homophobia 

and/or misoginy 
· communicate in the name of SAWI or of any of the SAWI 

entities 

5. USE OF THE PREMISES

Lecturers shall behave respectfully towards the premises at their 
disposal.

If necessary, they shall intervene with students to make sure the 
rule of “no eating” in the classrooms or other specified areas 
is observed.

Lecturers will also make sure the furniture in the classrooms is 
put back to initial disposition at the end of each class.

At the end of each class the classroom must be left clean, win-
dows closed, projection equipment and lights off.

A strict no-smoking rules applies to the entirety of the SAWI pre-
mises, including the terraces of the buildings. This also applies 
to electronic cigarettes

 

6. HONORAIRES DES CHARGÉS DE COURS 

See table at the end of the document.

7. ADMINISTRATION ET CONTACTS

SAWI Leadership: 
direction@sawi.com, +4158 123 06 00 

SAWI Lausanne: 
mysawi@sawi.com, +4158 123 06 00 

SAWI Zurich: 
info@sawi.com, +4158 123 06 30

Head of Communications and Admissions:
admissions@sawi.com, +4158 123 06 00

Continuing Education Courses: pedagogie@sawi.com 

Bachelor Course: bachelors@sawi.com 

Administration: administration@sawi.com

IT: it@sawi.com 

HR: rh@sawi.com 

Finance: finance@sawi.com

Career: career@sawi.com
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