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1. Introduction

The aim of MLI Recruitment Policy and Procedures is to attract, select, and appoint highly
qualified, competent, and diverse individuals who will effectively contribute to the
institution's educational mission and strategic goals. This policy is applicable both to
Academic and Administration staff.

2. Document Control

Version Section Responsibility Authorisation Date

1 Office of the Principal Jesmond Friggieri (part 2018
of the Tutor’s Manual)

2 Office of the Principal Jesmond Friggieri 31°t January 2025
(taken out of the
Tutor’s Manual)

MLI Council

3. The Fundamental Principle of the Policy
This policy aims at ensuring transparency, fairness, and consistency in the recruitment and
selection process, promoting equal opportunity and non-discrimination to all MLI staff. By
adhering to these guidelines, the institution maintains high standards of integrity, enhances

organizational performance, and sustains its reputation for academic excellence and
administrative efficiency.

4. Policy Overview

4.1. Policy Purpose
The purpose of this policy is to establish clear guidelines and standards for the recruitment,
selection, and appointment of academic and administrative staff within the institution. It
aims to ensure fairness, transparency, merit-based selection, and compliance with relevant
laws and regulations. Additionally, the policy seeks to promote diversity, equal employment
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opportunities, and to attract highly qualified personnel who align with the institution's
mission, values, and strategic objectives.

4.2. Policy Scope
This policy applies to all recruitment and selection activities for academic and administrative
staff across all departments, schools, and administrative units within MLI. It covers
permanent, temporary, full-time, part-time, and contractual employment positions, as well
as internal and external candidates. The scope includes all stages of the recruitment
process, from job advertising and applicant screening to selection, appointment, and
onboarding procedures.

4.3. Policy Key Principles
The guiding Principles shall be the following:

1. Fairness and Equity: Ensuring equal opportunities and non-discriminatory practices
throughout the recruitment and selection process.

2. Transparency and Accountability: Clearly defined procedures and criteria openly
communicated to all applicants, enabling accountability and trust.

3. Merit-Based Selection: Appointments based solely on candidates’ qualifications,
competencies, experience, and suitability for the position.

4. Diversity and Inclusion: Commitment to attracting a diverse pool of candidates to
enrich the institution’s culture, innovation, and performance.

5. Confidentiality: Protection of applicants’ personal data and maintaining strict
confidentiality throughout the recruitment and selection process.

6. Compliance: Adherence to relevant employment legislation, institutional policies,
and ethical standards in recruitment practices.

7. Efficiency and Effectiveness: Conducting recruitment processes in a timely, cost-
effective manner while ensuring high-quality appointments aligned with institutional
goals.

4.4, Policy Review and Updates
The policy and procedures shall be reviewed from time-to-time according to arising needs
and according to the feedback received from Recruitment Boards

5. Procedures

The following procedure will be followed for any recruitment process:
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1. Identifying Staffing Needs: Department, School or unit identifies and justifies the
requirement for a new or replacement position aligned with institutional strategic
objectives with the MLI Council.

2. Position Approval: MLI Council approves following considering the needs of the
organization and strategic goals of MLI following approval from the Board of
Directors of LCTS Ltd.

3. Job Description and Advertisement: Develop a clear, accurate job description
specifying qualifications, responsibilities, and competencies; advertise the vacancy
through appropriate internal and external channels, referring to the MLI Job
Descriptions Manual and Procedures.

4. Application Collection and Screening: The HR department shall issue the call for
applications on the right channels including but not excluding social media
platforms. After receipt of applications within specified deadlines, then MLI Council
shall appoint a board to screen and shortlist candidates based on established criteria
and minimum qualifications.

5. Interview and Assessment: The selection board shall conduct structured interviews
and relevant assessments (presentations, tests, demonstrations, etc.) to objectively
evaluate applicants’ suitability.

6. Reference and Background Checks: If the need arises further reference checks and
background checks for selected candidates to confirm credentials, employment
history, and suitability will be conducted by the selection board.

7. Selection Decision and Approval: A final decision shall be taken by the selection
board for the most suitable candidate based on merit, documented assessment
results, and present the result to the MLI Council/Principal for approval.

8. Offer and Onboarding: Following the confirmation and approval from the MLI
Council/Principal, the HR will issue a formal employment offer; upon acceptance,
proceed with onboarding, induction, and orientation processes to effectively
integrate the new hire into the institution.

All recruitment will be conducted following an open call for applications. The MLI School
Principal will lead the selection process in collaboration with the Administrative and Academic
Managers or a Selection Board as it deems necessary, who will conduct interviews and select
the most suitable candidate for the role.

5.1 Academic Staff Requirements

Academic Staff at the Malta Leadership Institute (MLI) are expected to meet the following
criteria to ensure they possess the necessary qualifications and experience for delivering high-
quality instruction:
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1. Relevant Qualifications: Academic Staff must qualify directly relevant to the courses
they will be teaching or working on.

2. Teaching Experience: A minimum of two years of teaching or lecturing experience in
any academic institution, full-time or part-time, is considered an asset.

3. Qualification Level: Academic Staff must hold qualifications that are at least one level
higher than the MQF (Malta Qualifications Framework) level of the course they are
teaching.

a) Possessing a qualification in Training Delivery at MQF Level 4 or higher is considered
an added advantage.

4. Training Delivery Qualification: Academic Staff who do not already qualify for Training
Delivery at MQF Level 4 or higher will be allowed to complete this qualification within
their first year of employment.

5. Advanced Level Teaching (MQF Level 7): For courses at MQF Level 7, academic must
hold at least the same MQF level or higher or at least 2 years experience of teaching
and have at least five years of professional experience in the relevant field.

5.2 Administrative Staff Requirements

Administrative Staff at the Malta Leadership Institute (MLI) are expected to meet the
following criteria determined from time-to-time according to the Job Role proposed by the
Human Resources Department/Office following approval of the MLI Council/Principal.

6. Equal Treatment for Part-Time Staff

Part-time Academic and Administrative Staff will be treated with the same level of respect
and subject to the same standards, expectations, and opportunities for development as full-
time staff.

By maintaining these standards, MLI ensures that all Academic Staff are well-equipped to
deliver a high level of education, fostering academic excellence and enriching students’
learning experiences.
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7. Appendix 1: Sample Contract — Internal/External Verifier
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Contract of Service/Employment - Internal Verifier

This contract of employment is made the 2024 between

holding ID Card residing at

, Malta, hereinafter called

as ‘the Contractee/Service Provider’,

and

Leadership Consultancy and Training Services Ltd (LCTS) on behalf of Malta Leadership Institute (MLI)
represented by Jesmond Friggieri, holding ID Card 8370M of Valley Towers, Suite 9, Valley Road, Birkirkara,
hereinafter called as ‘the Company’.

The Regulations and Conditions of Employment/Service Provision as set out herein will be deemed to constitute
a “Contract of Service”, in fulfilment of current employment legislation/or any other related legislation. All
Contractees/Service Providers will be required to sign at the space provided at the end of these conditions,
agreeing to adhere to the Company’s Conditions of Employment/Service Provision

1. Date of Commencement: 2" January 2024

2. Period of Contract: The contract shall be valid for a period of 12 months and is renewable
automatically every year.

3. Place of Work: The Contractee/Service Provider shall be based at LCTS, Valley Towers, Suite 9, Valley
Road, Birkirkara BKR9022 or any other place, that LCTS might require her services including Gozo or
online if this deemed possible.

4. Workload: The workload is determined according to the Quality Assurance Procedures together with
the Quality Assurance/Academic manager and as necessary depending on the number of students and
as per Remuneration stipulated in in Appendix 2.

5. Job Function: The Contractee/Service Provider shall be contracted to carry out the work as an Internal
Verifier as indicated in Appendix 2.

6. Type of Employment and Hours of Work: The contract is deemed to be on part-time basis and there
is no fixed amount of hours per week as this depends on the Quality Assurance work deemed
accordingly.

7. Payment: The Contractee/Service Provider’s remuneration and other conditions will be as per
Appendix 2 of this agreement. Payment shall be by direct debit into the Contractee/Service Provider’s
bank account, the account details are to be provided by the Contractee/Service Provider to the
Company. Payment shall be made upon either on presentation of MLI Claim Sheet or on presentation
of Invoice. In the case of Contract of Service, the Service Provider needs to issue an invoice.

8. Leave and Bonuses: The Contractee is not entitled to any bonuses or leave (applicable to Contract of
Employment)

9. Regulations: The Contractee/Service Provider shall abide with all policies that the company and MLI
follow including any updates of such policies that may occur during the duration of this contract
including but not excluding declaring any conflict of interest for instance when providing services to
other both public and private providers.

LCTS, Valley Towers, Suite 9, Valley Road, Birkirkars, BKRS022, Malta, Europe
Tel: +356.27422299 Mob:+356.77072843 +356 79294135 +356.79603358
Email info@maltaleadershipinstitute com admin@adminassociations com
Website www. maltaleadershipinstitute com www Ictsmalta com

VAT: MT 26929908
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10. Grievance Procedure: The Company is most anxious that legitimate grievances raised by an
Contractee/Service Provider are expeditiously and fairly resolved. Any member of staff who has a
grievance relating to his/her employment should discuss it with the management of the Company.

11. Termination of Contract: Both parties have the right to terminate this contract any time observing
notice periods.

12. Notice Periods: Not applicable, however the Contractee/Service Provider shall inform the
management of LCTS of his/her resignation in writing three (3) months prior his resignation. During this
period the lecturer will be bound with the policies and procedures. Prior to termination, s/he would
need to have finished all related work to the coursework and student work as agreed on acceptance of
resignation.

13. Standard of Dress: All Contractees/Service Providers are expected to conform to an acceptable
standard of dress to ensure that the image as presented to customers, students, colleagues and
associates is in keeping with the proper professional approach of the Company.

14. Confidentiality and Data Protection: The Contractee/Service Provider will not, during or at any time
after the termination of your employment, disclose to any person or persons (except to senior
Contractees/Service Providers of the Company) nor use for ex- Contractee/Service Provider’s own
benefit any confidential information that s/he may have received or obtained in relation to the affairs
of the Company or its Clients. Contractee/Service Provider are also being bound by the Data Protection
Act (Cap 586) Laws of Malta and the EU Directive — General Data Protection Regulation (https://eur-
lex.europa.eu/legal-content/EN/TXT/HTML/?uri=CELEX:32016R0679&from=EN)

15. Coursework: The Contractee/Service Provider shall not disclose or use or download from any LCTS/MLI
systems any coursework for personal use and all data downloaded shall erased from any personal
devices once the QA process has been terminated.

16. Company Internal Information and Developments: The Contractee/Service Provider shall not disclose
or use any information obtained about the operations and new developments of LCTS/MLI and divulge
it to third parties or use it for his personal use during and also following the termination of the contract.

17. Internal Examiner with other Service Providers: Whether being within the public or the private sector,
the Contractee/Service Provider shall declare the training/tutoring/other related services provided to
other providers prior and any point during the duration of this contract. It is at only at the discretion of
the MLI to determine whether the provision of services with other providers is acceptable or not.

18. Termination of Contract: The contract may be terminated by only as follows:
a) Poor or inadequate performance.
b) Inability to deliver the services as required in this contract.
c) Failure to follow any written directions by the School Principal/Director.
d) Undeclared or untenable conflict of interest.

| agree to be bound by the Regulations and Conditions of Service as contained in the Foregoing

Name: Signature:

Signed for and on behalf of LCTS

Name: Jesmond Friggieri Signature:
Date:

LCTS, Valley Towers, Suite 9, Valley Road, Birkirkars, BKR9022, Malts, Europe
Tel: +356.27422299 Mob:+356.77072843 +356 79294135 +356.79603358
Email info@maltaleadershipinstitute com admin@adminassociations com
Website www maltaleadershipinstitute com www ictsmalta com
VAT: MT 26929908
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Appendix 1 - Job Description

Description: Internal Verifier
The Internal Verifier shall be that of:

T Ensuring that the assessment system is equitable and operates fairly in the classification of students
namely:
a. ensuring that assessments are set at an appropriate standard and accurately reflect the
syllabus.
b. Ensuring that internal marking is consistent, by reviewing a selection of scripts.

c. Contributing to the ratification of marks by the Quality Assurance Coordinator and Head of
School; this will include, in exceptional circumstances, advising on any proposed scaling of
marks at a cohort level.

d. Reviewing the final marks for the chosen modules within the qualifications retrospectively
and according to established sampling.

e. Highlighting and encouraging good practice.

f.  Delivering an annual written report to the School Principal and Quality Assurance
Coordinator.
2 Ensuring the degrees/qualifications awarded by MLI are comparable in standard with accreditation
level according to the MQF and EQF awarded by the Malta Further and Higher Education Authority.
This work normally includes:

a. Reviewing the degree programmes (the sequence and nature of the modules necessary to
complete a degree), commenting on their alignment with the Malta Qualifications
Framework (MQF).

Contributing to progression and award decisions taken by the Programme Board of
Examiners meeting when this is necessary.
Approving the classification or unclassified results for the cohort.
Highlighting and encouraging good practice.
Acting as a critical friend to the department/school.
Delivering an annual written report to the School Principal and Quality Assurance
Coordinator.
g. Make suggestions to Programme Review as part of the Continuous Review of process of
Qualifications

3. Attending QA Meetings
The Internal Verifier shall be directly accountable to the Quality Assurance Coordinator/Academic Manager
and School Principal.

o

-0 ao

Appendix 2 - Remuneration

The Contractee/Service Provider shall work flexible hours according to the number of cohorts and students
assessed for Quality Assurance purposes in coordination with the QA Coordinator and the Head of School for
Educational Services

The Remuneration for work shall be considered as follows:

‘ Taught Courses _‘

‘ Minimum Fee €320.00 \
‘ Fee per credit per student - UG Modules* €0.20 ‘
‘ Fee per credit per student - PG Modules* €0.40 1
| Maximum Fee €1250.00 ‘

The fee for observing lecturers during the lecturing will be of €25 (VAT Exempt) per observation (30
minutes minimum).

LCTS, Valley Towers, Suite 9, Valley Road, Birkirkara, BKR9022, Malts, Europe
Tel: +356. 27422299 Mob +356.77072843 +356 79294135 +356 79603358
Email: info@maltaleadershipinstitute com - admin@adminassociations com
Website: www.maltaleadershipinstitute com - www.ictsmalta.com

VAT: MT 26929908

9 MLI Recruitment Policy & Procedures



OMLI Malta Leadership Institute

c/o LCTS, Valley Towers, Suite 9 (Level 6), Valley Road, Birkirkara, BKR9022, Malta, Europe.

8. Appendix 2: Sample Contract — Generic Lecturer
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Contract of Employment - Lecturer

This contract of employment is made the (date) between

holding ID Card residing at

Malta hereinafter called as ‘the Employee’,

and

Leadership Consultancy and Training Services Ltd (LCTS) on behalf of Malta Leadership Institute (MLI)
represented by Jesmond Friggieri, holding ID Card 8370M of Valley Towers, Suite 9, Valley Road,
Birkirkara BKR9022 hereinafter called as ‘the Company’.

The Regulations and Conditions of Employment as set out herein will be deemed to constitute a “Contract
of Employment”, in fulfilment of current employment legislation. All Employees will be required to sign
at the space provided at the end of these conditions, agreeing to adhere to the Company’s Conditions of
Employment.

1. Date of Commencement:

2. Period of Contract: The contract shall be valid for a period of 12 months and is renewable
automatically every year.

3. Place of Work: The Employee shall be based at LCTS Ltd, Valley Towers, Suite 9, Valley Road,
Birkirkara BKRS022 or any other place, that LCTS might require her services including Gozo.

4. Hours of work: The hours of work are stipulated by the Management of Malta Leadership
Institute

5. Job Function: The Employee shall be employed to carry out the work as a Lecturer as indicated
in Appendix 2.

6. Probationary Period: No probationary period applies

7. Type of Employment and Hours of Work: The employment will be on part-time basis and there
is no fixed amount of hours per week as this depends on the lectures available from time to time.

8. Salary: The Employee’s hourly rates and other conditions will be as per Appendix 2 of this
agreement. Payment shall be by direct debit into the Employee’s bank account, the account
details are to be provided by the Employee to the Company. Payment of salary shall be the last
day of the month and will be paid by two months delay from the execution of the tasks required.

9. Leave and Bonuses: Vacation Leave and Bonuses are included in the hourly rate as stipulated in
Appendix 2 and according to the Employment and Industrial Relations Act (Cap 452).

10. Long Absence: The Lecturer/employee has to inform the Management of the MLI at least two
(2) months beforehand so that lectures can be allocated to another lecturer.

v. updated — 13-11-2023

LCTS, Valley Towers, Suite 9, Valley Road, Birkirkara, BKR9022, Malta, Europe
Tel: +356.27422299 Mob:+356.77072843 +356.79294135 +356.79603358
Email: info@maltaleadershipinstitute.com - admin@adminassociations.com
Website: www.maltaleadershipinstitute.com - www.Ictsmalta.com

VAT: MT26929908
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11. Sick Leave: In the event that the lecturer/employee is sick, s/he must inform the office at least
Shours prior the lesson, so that the necessary arrangements are done. In case that the module
is delivered by more than one lecturer, s/he shall first contact another lecturer and see his/her
availability in order to reduce cancellations.

12. Regulations: the employee shall abide with all policies that the company and MLI including that
any updates of such policies that may occur during his/her tenure.

13. Grievance Procedure: The Company is most anxious that legitimate grievances raised by an
Employee are expeditiously and fairly resolved. Any member of staff who has a grievance relating
to his/her employment should discuss it with the management of the Company.

14. Dismissal: The Company hopes that it will not become necessary to dismiss an Employee,
however, it must be understood that there are certain breaches of Company Rules for which,
after the facts have been ascertained, an Employee may be summarily dismissed or suspended,
without pay, pending further investigations. In such an event, an Employee will be afforded a full
right of representation of his/her case to the Company before a final decision is made. Continued
failure to adhere to normal Company requirements, including timekeeping, attendance, job
performance, confidentiality in relation to all the Company’s affairs and general conduct will
result in an Employee being subject the following procedure:

a. The Employee will receive a verbal warning.

b. The Employee will receive a first formal written warning advising that continued failure
to improve on the specific aspect of performance will lead to dismissal.

The Employee will receive a final formal written warning will include dismissal.

At all times the Employer/Company will abide by procedural fairness under current
employment legislation when dealing with dismissals from the Company.

a0

15. Notice Periods: Not applicable, however the employee/lecturer shall inform the management
of LCTS/MLI of his/her resignation in writing three (3) months prior his resignation. During this
period the lecturer will be bound with the policies and procedures. Prior to termination, s/he
would need to have finished all related work to the coursework and student work.

16. Standard of Dress: All Employees are expected to conform to an acceptable standard of dress
to ensure that the image as presented to customers, students, colleagues and associates is in
keeping with the proper professional approach of the Company.

17. Confidentiality and Data Protection: The Employee/Lecturer will not, during or at any time after
the termination of your employment, disclose to any person or persons (except to senior
Employees of the Company) nor use for ex-employee’s own benefit any confidential information
that s/he may have received or obtained in relation to the affairs of the Company or its Clients.
Lecturers are also being bound by the Data Protection Act (Cap 586) Laws of Malta and the EU
Directive — General Data Protection Regulation (https://eur-lex.europa.eu/legal-
content/EN/TXT/HTML/?uri=CELEX:32016R0679&from=EN)

18. Use of email and contact: Lecturers are to refrain from giving personal telephone or mobile
numbers and email addresses to any students or customers. Students are to communicate
always with lecturers through the appropriate message system on the Learning Management
System of MLI and/or through the office numbers.

v. updated — 13-11-2023

LCTS, Valley Towers, Suite 9, Valley Road, Birkirkara, BKR9022, Malta, Europe
Tel: +356.27422299 Mob:+356.77072843 +356.79294135 +356.79603358
Email: info@maltaleadershipinstitute.com - admin@adminassociations.com
Website: www.maltaleadershipinstitute.com - www.Ictsmalta.com

VAT: MT26929908

11 MLI Recruitment Policy & Procedures



OMLI Malta Leadership Institute

c/o LCTS, Valley Towers, Suite 9 (Level 6), Valley Road, Birkirkara, BKR9022, Malta, Europe.

- e
%

N

Leadership Consultancy & Training

19. Copyright of coursework: Lecturers are bound to contribute directly and indirectly to the
development of coursework especially to the powerpoints used during lecturers and readings
that will be provided for the students. While it is understood that some material would be of
generic nature and accessible publicly, the material produced for Malta Leadership Institute, will
remain property of the Company. MLI reserves the right to use the same material in the absense
of the employee/lecturer on condition of citing the author of such material.

20. Alteration to Terms of Employment: Any alterations in the Regulations of Employment affecting
staff individually will be notified, but any general alteration will be communicated if necessary in
writing.

21. Termination of Contract: The contract may be terminated by only as follows:

a) Poor or inadequate performance.
b) Inability to deliver consultancy services as required in this contract.
c) Failure to follow any written directions by the School Principal/Director.

1 agree to be bound by the Regulations and Conditions of Employment as contained in the Foregoing

Name:

Signature:

Signed for and on behalf of LCTS/Malta Leadership Institute

Name: Jesmond Friggieri Signature:

Date:

v. updated - 13-11-2023

LCTS, Valley Towers, Suite 9, Valley Road, Birkirkara, BKR9022, Malta, Europe
Tel: +356.27422299 Mob:+356.77072843 +356.79294135 +356.79603358
Email: info@maltaleadershipinstitute.com - admin@adminassociations.com
Website: www.maltaleadershipinstitute.com - www.lctsmalta.com

VAT: MT26929908
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Appendix 1 - Job Description

Description: Lecturer
The following will be tasks
e interviewing course applicants, if the need arises
lecture planning, preparation and research
contact and teaching time with students
checking and assessing students' work
encouraging personal development via tutorial or online work
invigilating examinations
attending staff or other quality assurance meetings
general administration related to course assignments
writing research proposals, papers and other publications (on extra remuneration)
reading academic journals
supervising students
e attending and speaking at conferences and seminars (on extra remuneration)
The Lecturer will be directly accountable to the School Principal

Appendix 2 — Salary

No of Hours

The Employee shall:

a) Work flexible hours in order to design coursework and prepare lectures

b) Deliver training according to the job description and courses/modules agreed upon from time-to-
time

Salary

The hourly rate

1. for the delivery of lectures (face-to-face and synchronous online lecturing) shall be that of €25 per
hour for modules at MQF Level 4 & 5

2. for the delivery of lectures (face-to-face and synchronous online lecturing) shall be that of €35 per
hour for modules at MQF Level 6

3. for the delivery of lectures (face-to-face and synchronous online lecturing) shall be that of €45 per
hour for modules at MQF Level 7

4. for the delivery of lectures including preparation of lecture and assessment for lifetime use by MLI
(1 ECTS = max. 4 hrs of recording of lectures) shall be that of €75 per hour at MQF Level 4

5. for attending meetings shall be paid at the rate of €20 per hour

6. for tutoring students during their dissertation €300 at MQF Level 6

7. for tutoring students during their dissertation €600 at MQF Level 7

8. for correction of assignments shall be €3 per assignment MQF Level 4,5 & 6

9. for correction of assignment shall be €10 per assignment MQF Level 7

10. for dissertation corrections as 2nd Examiner at €50 per dissertation

11. for course development at Eur50 per ECTS (new qualification and not preparation for courses)

12. for school/workplace visits for assessments of practical of students at €30 per visit/student.

13. Remuneration for Gozo lectures:

a. Ferry Ticket (Refund of the ticket on presentation of the ticket)
b. 1.5 hrs x 2 for the inconvenience @ €15

v. updated - 13-11-2023

LCTS, Valley Towers, Suite 9, Valley Road, Birkirkara, BKR9022, Malta, Europe
Tel: #356.27422299 Mob:+356.77072843 +356.79294135 +356.79603358
Email: info@maltaleadershipinstitute.com - admin@adminassociations.com
Website: www.maltaleadershipinstitute.com - www.lctsmalta.com

VAT: MT26929908
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