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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 

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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8. Appendix 2: Sample Contract – Generic Lecturer 
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