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TOH: HR-VSC.20170302  

HRM/… 

Housekeeping Regulation 
 

 

 

Villa Scylla and Cottage Scylla  

Via XXV Aprile 2/4, 21037 Lavena Ponte Tresa 

ITALY 
 

 

 

We have generously been provided with access to Villa Scylla and Cottage Scylla by the owning family for the 

purpose of allowing worthy individuals the opportunity to enjoy a free holiday.  We therefore expect that you treat 

Villa and Cottage Scylla with respect, care and consideration, remembering that it is somebody’s home and that you 

are representatives of NARPO.  We hope that you have an enjoyable and memorable stay but should you have any 

issues that you would like to raise, please feel free to do so with the Property Caretaker. 

 

 

Situation 

 

Villa Scylla is situated in the suburbs of Lavena (a suburb of Ponte Tresa), directly on Lake Lugano (Ceresio).  Ponte 

Tresa Lavena is located on the border of Italy and Switzerland just 10 minutes from Lugano-Agno airport and 15 

minutes from the town of Lugano itself.   It is easily reachable from Malpensa airport by taking the A9 motorway 

towards Como-Chiasso, crossing the Swiss border and continuing on the motorway, exiting at Lugano Sud (South).  

From Lugano, Ponte Tresa is clearly signposted.  A quiet pedestrianised promenade is all that separates the Villa 

from the lake and a 2-minute walk along the promenade will take you to a small but varied selection of lakeside 

restaurants and cafes.  Nearby you can also find shops and the local post office.   

 

 

Property 

 

Villa Scylla is comprised of the main villa and a separate Cottage Scylla.  Both are situated in the same walled 

grounds where there is also a tennis court and gardens. 

 

Villa Scylla is comprised of: 

 

- one double bedroom, located on the ground floor 

- one bathroom, located on the ground floor 

- one kitchen with dining table, located on the ground floor 

- one sitting room with sofas and a dining table, located on the ground floor 

- one double bedroom with en-suite bathroom, located on the first floor 

- one twin bedroom with two single beds, located on the first floor 

- one bathroom (for use by guests staying in the twin bedroom), located on the first floor 

- one lounge room with a sofa and a television, located on the first floor 

 

Cottage Scylla is comprised of: 

 

- one apartment with one double bed, basic kitchen facilities and bathroom with shower 

- one apartment with two single beds, basic kitchen facilities and bathroom with shower  

 



Staying in our Villas                                                                                                               02.III.2017 

 

HRM  Page 2 of 5 

The kitchen and lounge areas in the Villa are available for use by all guests staying within the Villa. 

 

 

Property Caretaker 

 

The current caretaker is Mr. Alessandro Monti (T +39 32 0117 1001). The property manager is Mrs. Hannah 

Mazzoleni and can be reached during office hours at T +41 79 577 7722.  

 

 

Booking Procedure 

 

In order to secure your booking NARPO requires one copy of the Housekeeping Regulation signed by the NARPO 

member on behalf of their party to confirm your acceptance of the terms.  You are responsible to ensure that your 

travel insurance provides adequate cover for cancellation, property damage, and medical emergency in particular, as 

NARPO does not cover the costs of such eventualities. 

 

 

Deposit Payment 

 

A deposit of EUR 250.- or GBP 250.- will be required on your arrival at the Villa.  This should be handed in cash to 

the caretaker on arrival and will be retained until your check-out when the caretaker will confirm that there have been 

no breakages or damages.  If there are breakages or damages the caretaker will endeavour to agree with you on the 

spot what can be reasonably deducted.  The NARPO member will be responsible for the conduct of all individuals 

in his or her party. 

 

You should also note that whilst NARPO will not be held liable for loss or damages caused by its members, NARPO 

will provide support where appropriate in finding an amicable solution to any dispute between the property owners 

and NARPO members.  NARPO will also provide members’ booking details to the property owners on request. 

 

 

Arrangements for Access 

 

Access to the property is strictly by prior arrangement with the caretaker.  In order to make arrangements regarding 

the exact time and place for collection of the key it is essential that you contact the caretaker well in advance of your 

visit, as well as by returning the Guest Information Form to the caretaker one week before your arrival.     

 

YOU MUST ARRIVE BETWEEN 16:00 PM and 18:00 PM on the Friday of your 

arrival and leave between 08:00 AM and 10:00 AM on the Friday of your departure.  

Between these times the property will be closed and you will NOT be able to gain entry.  

In exceptional circumstances it MAY be possible to make alternative arrangements 

against extra costs to be paid by you, but ONLY IF discussed and agreed before you 

make your travel reservations.  We will not be held liable for any additional costs you 

may occur, such as alternative hotel accommodation if you fail to adhere to the check-

in and check-out times. 
 

If you are staying for a total period of two weeks the cleaning staff will perform their usual cleaning duties on the 

Friday between 10:00 AM and 16:00 PM.  We ask that you ensure the Villa and Cottages are tidy before this time 

and that you will be out during these hours so that they can perform their cleaning duties as quickly as possible. 

 

It may be necessary for staff and/or third parties to have access to the Villa and Cottages during your stay.  These 

visits will be organised to take place between 09:00 AM and 16:00 PM.  If possible you will be informed beforehand 
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of these visits but it will not always be possible.  We therefore ask you to co-operate and allow access to all parts of 

the property as may be required. 

 

 

Provisions 

 

These can be bought locally from the shops nearby.  We provide none. 

 

 

Linen 

 

We provide sheets, pillowcases and towels for: 

 

   Villa Scylla Six guests 

   Cottage #1 Two guests 

   Cottage #2 Two guests 

    

 

Beds 

 

Villa  1 room with a double bed, en-suite bathroom and separate sitting room 

  1 room with a double bed and separate bathroom 

  1 room with two twin beds and separate bathroom 

 

Cottage #1 1 room with a double bed and en-suite bathroom 

Cottage #2 1 room with two twin beds and en-suite bathroom 

 

 

Torch 

 

It is advisable to take a good torch with you, especially if you are arriving after dark. 

 

 

Cot 

 

We do not provide a cot.  If you travel with children too young to sleep in a bed, you must bring your own travel cot. 

 

 

ON ARRIVAL 

 

Parking 

 

There is a large paved area next to the main Villa within the garden fence where you can park your car.   

 

Keys  

 

The keys are to be collected and returned to the caretaker.  Kindly call the caretaker well in advance of your stay to 

confirm time of arrival and during your stay to arrange the handover at the end of your stay.  If any key is lost by 

you, you must inform the caretaker immediately and you will be liable for any costs involved in ensuring the security 

of the property which may include new keys and changing locks. 

 

 

DURING YOUR STAY 



Staying in our Villas                                                                                                               02.III.2017 

 

HRM  Page 4 of 5 

 

Visitors 

 

We provide sufficient crockery and cutlery to enable you to entertain two more guests than the property sleeps.  You 

may invite others to the property during your stay but the numbers must be restricted to a total of four at any time.  

Moreover, all visitors must depart by midnight, and no visitors are permitted to stay overnight.  You are not permitted 

to use the property for parties, receptions or gatherings of a commercial nature. 

 

 

Gas & Electricity 

 

Gas and electricity are provided by us but please be as modest as possible in your consumption, as costs have risen 

significantly in recent years.  It is important that you turn off all lights when leaving the property for any length of 

time and that you turn down radiators to reasonable levels. 

 

 

Rubbish 

 

Rubbish accumulated in the rubbish bins must be separated into the various categories and placed in the correct 

containers in the basement.  These containers must then be placed outside the large gate for collection on the correct 

day according to the calendar which can be found in the basement.   

 

 

Breakages 

 

You must inform the caretaker immediately of any breakages or damage.  

 

 

Noise 

 

There may be no noise between the hours of 22:00 PM and 08:00 AM. 

 

 

Communal areas 

 

As you may not be the only guests staying in the Villa, you are requested to be considerate of other guests during 

your stay.  In particular, the kitchen must be kept clean and tidy at all times; utensils, crockery, cutlery and glassware 

must be cleaned and returned to the cupboards as soon as you have finished using them. 

 

 

Furniture 

 

We ask that you do not move the furniture around.  Some of it damages easily and also this makes a great deal more 

work for the caretaker.   

 

 

Stiletto Heels 

 

Stiletto heels may not be worn inside the building as they are likely to cause damage to the floors. 
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Smoking 

 

It is strictly prohibited for you to smoke inside or in the immediate vicinity of the Villas and Cottages. 

 

 

Pets 

 

No pets can be accommodated within the buildings and grounds of the Villas or Cottages under any circumstances. 

 

 

Health and safety 

 

While the Villa and Cottages have been significantly modernised, they were constructed to the standards of 

earlier ages. Consequently you may encounter features that reflect particular character but deserve due care 

and attention, particularly for the young, elderly, less mobile or visually impaired. There is one flight of old, 

stone steps to access the Villa from ground floor and a further two flights of stairs inside to reach the first 

floor and there is no lift.  NARPO members are kindly requested to consider carefully their suitability to a 

stay in such a property and you should contact NARPO before booking if you are in any doubt as no alternative 

accommodation is available if the Villa or Cottages are unsuitable to a particular guest’s needs. 

 

 

ON DEPARTURE 

 

 

The caretaker will ensure the cleanliness of the property on the Friday after you have left and before the others arrive, 

but we do hope and expect that you will leave it as clean as you can. 

 

We ask especially that on the day of departure you leave by 10:00 AM.  This is to ensure that the caretaker has 

sufficient time to have the property ready for the next arrival.  Please leave the property secure and return the key to 

the caretaker. 

 

Thank you for your help. 

 

 

 

Name………………………………………………. NARPO Membership Nr…………………………. 

 

 

 

 

        

Signature ………………………………………..... Date ………………………………………………. 


