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1. Introduction
The Code of Conduct defines ethical behaviour, integrity, and transparency expectationsin all
interactions and activities involving MLI staff, including tutors, assessors, administrative personnel,

and external stakeholders. Adherence to these standards ensures the safety, quality, and fairness of
MLI’s educational processes.

2. Document Control

Version Section Responsibility Authorisation Date
MLI Office of the Principal Jesmond Friggieri 2018
MLI Office of the Principal Jesmond Friggieri 15" February 2025

3. The Fundamental Principle of the Policy
The Malta Leadership Institute (MLI) is committed to cultivating an environment grounded in integrity,
ethical behaviour, and transparency. This commitment extends to all interactions and activities
involving MLI staff, including tutors, assessors, administrative personnel, and external stakeholders.
By upholding these principles, MLI ensures the safety, quality, and fairness of its educational
processes, ultimately enriching the overall learning experience.

4. Policy Overview

4.1 Policy Purpose
This policy provides clear guidelines for ethical conduct and conflict management among MLI staff.
Outlining expected behaviours and procedures for identifying and resolving conflicts aims to

safeguard the integrity of the educational environment and foster trust among all stakeholders
involved in MLI’s operations.

4.2. Policy Scope
This policy applies to all members of the Malta Leadership Institute (MLI) community, including, but

not limited to:

1. Academic Staff : Professionals responsible for delivering educational content and evaluating
student performance.
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2. Administrative and Support Staff: Personnel managing, coordinating, and operational
supporting educational programs.

3. External Partners and Stakeholders: Individuals and organisations collaborating with MLI in
various capacities, including service providers and accrediting bodies.

4.3 Policy Key Principles

1. Integrity and Honesty: All MLI staff, including academic and administrative personnel, are
expected to uphold the highest standards of integrity and honesty in all professional
responsibilities. This includes providing accurate information, maintaining confidentiality as
required, and adhering to MLI’s educational and ethical standards.

2. Transparency in Decision-Making: MLI is committed to transparency in all decision-making
processes, encompassing programme development, assessments, student feedback, and
internal operations. Staff must disclose any potential conflicts of interest to ensure
impartiality and fairness.

3. Avoidance of Conflicts of Interest: Staff must avoid situations where personal, financial, or
other interests could conflict with their professional responsibilities. Any potential conflicts of
interest must be promptly disclosed and managed to preserve fairness and objectivity in
assessments, evaluations, and programme reviews.

4. Fairness and Equality: MLI staff are expected to treat all students, colleagues, and
stakeholders fairly and without bias. Discrimination based on gender, ethnicity, age, disability,
or other protected characteristics is strictly prohibited. Professional judgments must remain
free from influence by personal relationships or external affiliations.

5. Professional Competence and Development: Tutors, trainers, and assessors are expected to
maintain a high level of professional competence and continuously seek opportunities for
professional growth to enhance their knowledge and teaching methods. MLI supports this
commitment by providing access to training and resources.

6. Confidentiality and Data Protection: MLI staff must respect the privacy and confidentiality of
students, especially concerning assessments, personal data, and other sensitive information.
They are required to follow institutional policies and legal regulations regarding data
protection.

7. Accountability: All staff are accountable for their actions and decisions, fostering a culture of
responsibility where mistakes are acknowledged, addressed, and used as learning
opportunities for improvement. Breaches of the code of conduct or conflicts of interest will
be investigated and managed according to MLI’s disciplinary procedures.

8. Commitment to Student Well-being: Academic and Administrative staff are expected to
prioritise students’ well-being by providing fair assessments, constructive feedback, and
support throughout their academic journey. Staff should serve as positive role models,
encouraging ethical behaviour and integrity among students.

9. Collaboration and Communication: MLI staff must communicate openly with colleagues,
students, and external stakeholders. Conflicts of interest should be managed through
transparent communication to ensure that no personal interests compromise the integrity of
the learning environment.
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10. Compliance with Institutional and Legal Standards: MLI staff must adhere to internal policies
and relevant national laws, including those set by the Malta Further and Higher Education
Authority (MFHEA). This includes complying with external audits and reviews and actively
contributing to the ongoing quality and improvement of the institution’s educational
programmes.

4.4 Policy Review Updates
The MLI School Principal will review this policy annually in collaboration with the Head of the School
of Business and Management. Updates will ensure the policy remains aligned with current educational
standards, legal requirements, and best practices in ethical conduct and conflict management.

5. Types of Conflicts of Interest

Conflicts of interest may include, but are not limited to, the following:

1. Pecuniary (Financial) Interests:
Any direct or indirect financial gain, loss, or other material benefits that could influence
professional decisions.

2. Non-Pecuniary (Personal) Interests:
Non-financial interests, such as personal favours, relationships, affiliations, or conflicting
loyalties to other organisations, could impact objectivity or impartiality.

5.1 Conflict of Interest Procedures
5.1.1 Academic Staff

1. Disclosure of Potential Conflicts:
At the start of their tenure and throughout their employment, tutors/trainers are required to
disclose any potential conflicts of interest that may arise about:

e Students in their class

e Assessments

e Locations of training

e Other employment or professional commitments

2. Resolution of Conflicts:
Any identified conflicts of interest must be addressed through consultation with the Malta
Leadership Institute (MLI) Principal. To maintain objectivity, the MLI Principal may reassign the task
to other trainers or assessors.

3. Adherence to the Code of Conduct:
As a contractual obligation, tutors/trainers must adhere to the code of conduct outlined in Appendix
10. This code sets the minimum standards for ethical behaviours, and tutors/assessors are expected
to exceed these standards.
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4. Declaration of Conflicts:
Upon commencement of employment, tutors/trainers must sign a declaration (see Appendix 11)
confirming that they have no existing conflicts of interest. Should any disputes arise, the MLI
Principal ensures they do not negatively impact students’ outcomes.

5. Reporting Relationships with Students:
Tutors/trainers who have a relationship with a student outside of the educational context and feel
uncomfortable assessing their work must promptly notify the MLI Principal. To ensure impartiality
and fairness, the MLI Principal will assign another trainer/assessor to evaluate the student’s work in
such cases. This policy also applies when a student resubmits an assignment due to disagreements
over the grade awarded by their lecturer.

5.1.2 MLI Administration Staff

1. Disclosure of Conflicts of Interest:
At the start of employment and throughout their tenure, administrative staff are required to
disclose any potential or actual conflicts of interest related to:
a. Handling student records, including grades or personal information.
b. Procurement of goods and services for the institution.
c. Financial transactions or participation in contracts.
d. Personal relationships with staff, students, or external vendors that could influence
their decisions.
2. Reporting and Guidance:
Any potential conflicts of interest must be reported immediately to the Human Resources
Department. Suppose administrative staff are still determining a possible conflict. In that
case, they are encouraged to seek guidance from the Administrative and Student Support
Department Manager, the Academic Support Department Manager, or the HR Department.
3. Management of Conflicts:
When a conflict of interest is identified, the MLI Principal will determine the appropriate
course of action, including reassigning tasks or responsibilities, modifying reporting
structures, or implementing additional oversight to maintain impartiality.
4. Data Access and Integrity:
Administrative staff with access to sensitive information, such as student grades or financial
data, must avoid situations where personal relationships or external interests could misuse
this data.
5. Recruitment and Hiring Fairness:
Administrative staff involved in recruitment or hiring processes, including the Administrative
and Student Support Department Manager and the Academic Support Department
Manager, must declare any personal relationships with candidates. In such cases, they will
be excluded from the hiring process to ensure impartiality and fairness.
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5.2 Non-Compliance

In addition to signing a “No Conflict-of-Interest Statement” at the beginning of their contract,
Academic and Administrative are subject to internal managerial controls designed to detect any
violations of this policy. If management identifies grounds for investigating potential conflicts of
interest, the following measures may be taken under the oversight of the MLI School Principal:

1. The Academic Staff /Administrative Staff may be directly questioned regarding the potential
conflict of interest.

2. External checks may be conducted to verify any indications of a conflict.
An independent investigation may be initiated to ensure impartiality.

In cases of non-compliance, the following actions may be taken against tutors/assessors and
administrative staff:

1. Disciplinary measures, which may include termination or a request for resignation.
2. Revocation of decisions or contracts implicated in the conflict.
3. Reassignment, transfer, or limitation of responsibilities.
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Appendix 1: Declaration of Interests Template

No Conflict-of-Interest Statement
To: Principal, Malta Leadership Institute

| hereby affirm the following:

1. 1hold no financial or other personal interests, either direct or indirect, in any matter
that could potentially conflict with my responsibilities as a Tutor and/or Assessor at
the Malta Leadership Institute.

2. Should a potential conflict of interest arise during any training programme, | pledge
to promptly notify the Principal of the Malta Leadership Institute. A fitting resolution
will subsequently be determined.

3. lalso acknowledge that should there be any changes in the circumstances detailed in
this declaration, | am obligated to issue an updated declaration within one month of
the change.

4. Furthermore, if requested by the Malta Leadership Institute, | will provide additional
details regarding the information in this declaration.

[Name of Lecturer or Administrative Staff]

[Signature]
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Appendix 2: MLI Code of Conduct (Generic)

Malta Leadership Institute (MLI) is firmly committed to maintaining integrity, honesty, and

transparency among all staff, tutors, assessors, administrative personnel, and students. MLI ensures

that:

10.

11.

12.

13.

14.

15.

All activities are conducted openly, transparently, and honestly.

Required evidence is provided promptly, facilitating fair, accurate, and honest reporting for
assessment and quality assurance purposes.

Work documentation is produced efficiently, minimising disruption and bureaucracy.
Health and safety procedures are strictly followed to ensure the safety of all parties involved.
Positive relationships and constructive dialogue are maintained to uphold high-quality
standards.

Concerns raised by Internal Quality Verifiers (IQVs) regarding activities are addressed
promptly and appropriately.

IQVs are respected for their role in observing practices and assuring the quality of
assessments.

All staff and students shall respect the confidentiality of personal information and sensitive
organisational matters.

MLI promotes a culture of inclusivity, valuing diversity and ensuring equal opportunities for
all individuals.

All staff are expected to conduct themselves professionally, demonstrating punctuality,
preparedness, and respectful communication.

Staff must avoid conflicts of interest and disclose any situations that could be perceived as
a conflict.

Every individual at MLI is accountable for their actions and decisions, upholding the values
and standards of the institute.

Clear procedures are established for reporting any misconduct or violations of this Code,
with protections against retaliation for good-faith reports.

MLI encourages ongoing professional development and adherence to best practices in
education and assessment.

MLI commits to environmentally responsible practices in all operations.
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Appendix 3: Student’s Charter

This Student’s Charter ensures that every student knows about their rights and receives

equitable and impartial treatment from Malta Leadership Institute.

Stude

Vi.

Vii.

Vii

Xi.

Xii.

Stude

PN

nts are guaranteed the following rights:

Participate in determining if their course of study is in alignment with the standards
of their chosen qualification.

Access all necessary resources, including learning materials and support, to
attain academic objectives.

iii. Experience teaching methods tailored to their individual needs and capabilities.

Benefit from high-quality instruction supplemented by suitable resources and learning
environments.

Receive information, advice, and guidance at all stages of their academic journey.

Be treated respectfully, acknowledging their individuality.

Engage in learning within a safe, accessible environment.

i.Obtain guidance for future learning or employment opportunities.

. Have their concerns heard and taken into account.

Provide feedback, lodge complaints, and offer suggestions.

Expect confidentiality, with the assurance that personal information will be collected,
used, and stored following the MLI Data Protection Policy.

Appeal decisions they disagree with, following established procedures.

nts are also expected to:

Respect and show consideration towards fellow students.

Respect the MLI faculty, assessors, and other staff members.

Adhere to agreed schedules and maintain punctuality.

Notify the MLI centre in case of absence (missing 20% of the course would result in
issuing only a certificate of attendance for accredited qualifications).

Bring all required materials to class.

Complete assignments and meet deadlines.

Seek help when necessary.

Abide by the rules, procedures, and policies of the MLI centre/course.

Pay all course/exam fees promptly.

10. Notify MLI of any changes to personal details.

11. Assume responsibility for personal/valuable items brought into the centre, as MLI

cannot be held responsible.

12. Silence mobile phones during classes.
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13. Be vigilant about safeguarding, health and security, and internet security, and
promptly report any incidents.
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Appendix 3: Academic Code of Conduct
Academic Staff are a point of reference for any student. Thus, they should abide with
the following principles of their code of conduct ensuring that learners maximise their
potential.

1. Best Interest: Tutors/Assessors shall be committed to acting in the best interest of
the learners at MLI.

2. Responsibility: Academic Staff shall take responsibility for their own behaviour and
work to resolve conflicts that may arise between themselves and MLI. However,
when this cannot be solved, it is to be reported to the School Principal to avoid any
conflict of interest.

3. Integrity: Academic Staff shall practice and promote accuracy, honesty, and
truthfulness.

4. Fairness: Academic Staff shall exercise reasonable judgment and take precautions to
ensure that their potential biases, the boundaries of their competence, and the
limitations of their expertise do not lead to or condone unjust practices.

5. Commitment: Academic Staff shall fulfil commitments made to learners.

6. Respect for Others’ Rights and Dignity: Academic Staff will respect the dignity and
worth of all staff, and the rights of individuals to privacy, confidentiality and self-
determination.

7. Excellence: Academic Staff shall strive to maintain excellence by continuing to
improve their tutoring/assessing skills and engage in applicable professional
development activities.

8. Respect for Individual Differences: Academic Staff shall respect cultural, individual,
and role differences, including those based on age, sex, gender identity, race,
ethnicity, culture, national origin, religion, sexual orientation, disability, language
and socioeconomic status.

9. Professionalism: Academic Staff shall not engage in inappropriate relations with
learners.

10. Confidentiality: Academic Staff shall maintain the highest privacy standards in terms
of protecting personal information relative to those whom they tutor.?

1 Adapted from the Association of the Tutoring Profession. Retrieved from https://www.myatp.org/code-of-ethics/
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