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1. Introduction 

 

Malta Leadership Institute (MLI) is committed to maintaining clear, accurate, and effective 

policies and procedures. Regular review and revision ensure policies remain relevant, 

compliant, and reflective of best practices, legal requirements, and institutional objectives. 

 

2. The Fundamental Principle of the Policy 

MLI recognizes that transparent, and regularly updated policies underpin effective 

governance and operational excellence. Regular policy review and revision are essential to 

achieving clarity, consistency, compliance, and continuous improvement throughout the 

institute. 

3. Policy Overview 

3.1. Policy Purpose 

The purpose of this policy is to establish standardized guidelines for reviewing, revising, and 

updating existing policies and procedures at MLI.  

3.2. Policy Scope 

This policy applies to all institutional policies and procedures at MLI, affecting all students, 

academic and administration staff members. 

3.3. Policy Key Principles 

• Regular and systematic review and revision. 

• Transparency in communicating policy and procedural changes. 

• Engagement with key stakeholders in policy and procedural revision. 

• Compliance with regulatory, legislative, and institutional requirements. 

• Clear documentation of revisions. 

Version Section Responsibility Authorisation Date 

1 MLI Office of the Principal MLI Council/Jesmond 
Friggieri 

2018 

2 MLI Office of the Principal MLI Council/Jesmond 
Friggieri 

31st January 2025 
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3.4. Policy Review and Updates 

1. Policies and procedures shall be systematically reviewed every two years or 

whenever the authorising department feel that there should be any change 

proposed. All changes have to be approved by the MLI Council at the last instance.  

2. The person authorising the policy or procedure has the responsibility to trigger both 

the regular and the ad hoc changes in any policy and procedure. The authorising 

officer (being the Principal, Manger or any Academic Staff) shall make proposals to 

the MLI Council which might approve or reject the changes proposed.  

4. Procedures 

4.1. Procedures for Students 

1. Students shall be alerted immediately with any updates in policies and procedures 

via the LMS and email notifications with date of the commencement when the 

change in policy and procedure will be coming into effect. 

2. Students are encouraged to provide feedback on policies by sending a message at 

any time through the LMS message system at Customer Care at MLI or 

admissions@maltaleadershipinstitute.com.  

3. In the event that policies are changed and students are directly concerned, students 

might be directly consulted through focus groups or via surveys to understand their 

point of views about significant changes.  

4.2. Procedures for Academic Staff 

1. Academic staff shall be consulted during policy reviews relevant through focus 

groups or via surveys to understand their point of views about significant changes.  

2. Students are encouraged to provide feedback on policies by sending a message at 

any time through the LMS message system at Customer Care at MLI or 

admissions@maltaleadershipinstitute.com.  

3. Academic Staff shall be informed of any policy revisions promptly via email and 

during departmental meetings. 

4. Training or briefing sessions will be organized to clarify significant changes. 

4.3. Procedures for MLI Administration Staff 

1. MLI Administration staff shall be consulted during policy reviews relevant through 

focus groups or via surveys to understand their point of views about significant 

changes.  

2. MLI Administration Staff are responsible to implement policies and procedures, but 

are also encouraged to promptly inform their superiors with suggestions in changes 

in policies and procedures. 

mailto:admissions@maltaleadershipinstitute.com
mailto:admissions@maltaleadershipinstitute.com
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3. All MLI Administration staff will be notified promptly regarding policy revisions 

through internal communications and staff meetings. 

4. Staff training sessions shall be conducted to ensure understanding and effective 

implementation of revised policies. 

 

5. Policy and Procedures Format Standard 

 

Policies and Procedures should be formatted according to Appendix 1. 
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Appendix 1: Policy and Procedures Template 
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