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1. Introduction

This explains the fundamental principle and policy overview related to online learning at
Malta Leadership Institute (MLI). It ensures that online learning is delivered with the same
academic integrity, rigour, and student support as traditional, in-person education while
embracing the flexibility and accessibility of digital platforms.

2. Document Control

Version Section Responsibility Authorisation Date

Office of the Principal Jesmond Friggieri 2018

(this was part of the IQA Policy and
Procedures)

Office of the Principal Jesmond Friggieri 13" February 2025
Academic Support Manager
MLI Council

(this policy and procedure was taken out
of the IQA Policy and Procedure)

3. The Fundamental Principle of the Policy

The fundamental principle of this policy is to ensure that MLI’s online learning
environment maintains the highest standards of quality, accessibility, and engagement. MLI
is dedicated to delivering an effective online learning experience that mirrors the academic
excellence of traditional classroom settings, while offering flexibility to accommodate
diverse student needs.

3.2. Policy Overview

3.2.1 Policy Purpose

The purpose of this policy is to establish guidelines for the development, delivery, and
evaluation of online learning at MLI. It ensures that online education provides students with
high-quality learning experiences, clear learning outcomes, and comprehensive support.
The policy also sets expectations for the use of digital technologies to foster active
participation, collaboration, and continuous assessment.
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3.2.2. Policy Scope
This policy applies to all programmes, modules, and courses offered by MLI through

online platforms. It is relevant to students, tutors, and administrative staff involved in online

course design, teaching, and support services. The policy covers all aspects of online

learning, including course content, assessment, student engagement, and the use of
technology.

1.

3.2.3. Policy Key Principles

Quality Assurance in Online Courses: Online courses will follow MLI’s academic
standards to ensure equivalent quality to in-person learning. Courses must include
clearly defined learning objectives, well-structured content, and assessment methods
that promote student learning and engagement.

Accessible Learning: MLI will ensure that online courses are accessible to all students,
providing learning materials in formats compatible with diverse needs. Online
platforms will comply with accessibility standards to support students with different
abilities.

Student-Centred Support: Comprehensive academic and technical support will be
available to online students. MLI will provide training to both lecturers and staff to
assist students in navigating online courses, resolving technical issues, and achieving
learning outcomes.

Interaction and Engagement: Online courses will incorporate regular, meaningful
interaction between students and instructors, as well as opportunities for peer-to-
peer collaboration. Digital tools such as discussion forums, live sessions, and Web 2.0
technology will be utilised to maintain student engagement.

Assessment Integrity: MLI will maintain rigorous standards for assessments in online
courses, ensuring that assessments are secure, fair, and reflect students’
understanding of course content. Anti-plagiarism tools such as Turnitin will be
enforced to uphold the credibility of online assessments.

Technological Infrastructure: MLI will provide a reliable, secure online platform,
Learning Management System (LMS) (https://maltaleadershipinstitute.edu20.org/)

to facilitate learning and communication. This platform will support a wide range of
teaching methods and ensure smooth delivery of course content, assessments, and
feedback.

Continuous Improvement and Feedback: MLI will regularly review its online learning
practices through student feedback, performance data, and advancements in
educational technology. Improvements will be made to ensure that the online learning
experience remains engaging, effective, and aligned with best practices.

3.2.4. Policy Review and Updates

This online learning policy will be reviewed annually by the Academic Support Department

Manager and the Administrative and Student Support Departments Manager. Necessary
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updates will be made to reflect technological advancements, student feedback, and changes

in online education standards.

3.3. Procedures

3.3.1. Procedures for Students vis-a-vis Online Learning

1.

Students must attend at least 80% of the scheduled online lectures for each module.
Failure to meet this requirement will result in the student needing to re-do the
entire module. Attendance will be tracked through the LMS.
Online lectures will be conducted once a week via Zoom, from 5 PM to 8 PM.
Students are expected to:
a. Have their cameras switched on throughout the session to ensure
engagement.

b. Wear appropriate, decent clothing during online sessions.

If formative assessments are assigned, students are expected to complete and
submit them on time via the LMS. This promotes continuous learning and helps
prepare for final assessments.

Final assignments must be submitted within 6 weeks after the last lecture of the
module.

Students will have multiple attempts to submit assessments until the deadline,
but late submissions will not be accepted unless prior approval has been granted.
Exams must be conducted within 4 weeks following the last lecture. The specific time
and format will be communicated in advance via the LMS.

Active participation during online lectures is encouraged to foster a collaborative
learning environment.

Group work and projects must be completed as assigned, with students maintaining
regular contact with their peers and lecturers through the LMS or email.

Students must ensure they have reliable internet access and the necessary software
and hardware to participate in online classes, submit assignments, and take part in
assessments.

Students will receive regular feedback on their progress through the LMS. Any
questions or concerns regarding coursework, assessments, or the learning process
should be directed to the lecturer or the Academic Support Department.

3.3.2. Procedures for Academic & Administrative Staff vis-a-vis Online Learning

1.

Ensure that submissions are automatically passed through the Turnitin system to
validate originality and detect potential plagiarism. Regularly check the Turnitin
settings to confirm they are configured correctly for each assessment and that
students are aware of these settings.
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10.

11.

12.

13.

Ensure that the learning outcomes, reading lists, assessment guidelines and
assessment for each module are clearly visible to students on the Learning
Management System (LMS). Update and maintain the reading lists to ensure
relevance and clarity.

Assist students in navigating and utilising the online EBSCO library to enhance their
research capabilities.

Update the course schedule on the portal in advance so that students are fully aware
of important dates and deadlines. Communicate any changes in the schedule
promptly to avoid confusion.

Provide necessary Zoom links for online lectures and ensure they are accessible to
students ahead of time.

Send important updates, announcements, and information to students via email
through the LMS as necessary. Maintain open lines of communication to address any
student inquiries or concerns promptly.

Organise and provide training sessions to the lecturers through the Academic
Support Department on how to use the LMS effectively.

Regularly monitor student participation and engagement in online classes. Reach out
to students who may be struggling to engage and offer additional support or
resources.

Lecturers should be encouraged to engage with students as much as possible
through various interactive methods, such as quizzes, breakout rooms and
discussion forums.

Ensure that assessments are graded in a timely manner, adhering to the stated
deadlines (lecturers have 4 weeks from the date of submission, and internal verifiers
have 2 weeks for review).

The induction module for both lecturers and students must be up-to-date with the
latest information. Regular reviews should be conducted to ensure relevance.
Solicit feedback from students regarding their online learning experiences to identify
areas for improvement. Engage in regular reviews of online learning processes and
materials to enhance the quality of the educational experience.

MLI uses Zoom as the platform to offer Synchronous Learning. In order to know how
to use Zoom and the procedure refer to the MLI Academic Policy and Procedures
Appendix 4: Zoom Procedures for Hosts.
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Appendix 1: Data Protection Form for Online Lectures

OMLI

Data Protection Form

This consent is being asked in line with Data Protection Law (Cap 586 of Maltese Laws)
and EU General Directive on Data Protection (GDPR - Regulation (EU) 2016/679).

By submitting this form you are consenting to LCTS Ltd (Company Reg. No. C92852) and
henceforth Malta Leadership Institute as part of LCTS Ltd and any person employed within
the organisations mentioned here above to collect, record, organise, structure, store, adapt
or alter, retrieve, consult, use, disclose by transmission, dissemination or otherwise making
available, alignment or combination, restriction, erasure or destruction of personal data
manually or by means of a computer database or otherwise, any information which you
provide to them for the purpose of the administration and management of the company.

Disclaimer
Last updated: April 15, 2020

1. Interpretation and Definitions

1.1 Interpretation
The following definitions shall have the same meaning regardless of whether they appear
in singular or in plural.

1.2 Definitions
For the purposes of this Disclaimer:

e Company (referred to as either "the Company", "We", "Us" or "Our" in this Cookies Policy)
refers to
LCTS Ltd and Malta Leadership Institute, Valley Towers, Suite 9, Valley Road Birkirkara
BKR9022
Malta.

e You means the individual accessing the Service, or the company, or other legal entity on
behalf of which such individual is accessing or using the Service, as applicable.

e Website refers to www.maltaleadershipinstitute.com (Malta Leadership Institute) or any
other
website owned by LCTS Ltd that is used by the person signing this consent form.

e Application means the software program downloaded by You on any electronic device
named
Zoom or any other softwared used by LCTS Ltd/Malta Leadership Institute.
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e Service refers to all the services including electronic used by the person signing the consent
form in order to attain the requested service.

2. Disclaimer

1. The information contained on the Service is for general information purposes only.

2. The Company assumes no responsibility for errors or omissions in the contents of the
Service.

3. In no event shall the Company be liable for any special, direct, indirect, consequential,
or incidental

damages or any damages whatsoever, whether in an action of contract, negligence or
other tort,

arising out of or in connection with the use of the Service or the contents of the Service.
4. The Company reserves the right to make additions, deletions, or modifications to the
contents on the Service at any time without prior notice.

5. The Company does not warrant that the Service is free of viruses or other harmful
components.

3. External Links Disclaimer

1. The Service may contain links to external websites that are not provided or
maintained by or in any way affiliated with the Company. The Company does not
guarantee the accuracy, relevance,

timeliness, or completeness of any information on these external websites.

4. Errors and Omissions Disclaimer

1. The information given by the Service is for general guidance on matters of interest
only.

2. Even if the Company takes every precaution to ensure that the content of the Service
is both current and accurate, errors can occur. Plus, given the changing nature of laws,
rules and regulations, there may be delays, omissions or inaccuracies in the information
contained on the Service.

5. Fair Use Disclaimer

The Company may use copyrighted material which has not always been specifically
authorized by

the copyright owner. The Company is making such material available for teaching,
consultation, or research purposes of a personal nature. The Company makes sure
where it is possible to

The Company believes this constitutes a "fair use" of any such copyrighted material as
provided for in the copyright law of the European Union.

If You wish to use copyrighted material from the Service for your own purposes that go
beyond fair use, You must obtain permission from the copyright owner or acknowledge
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the source of that
information.

6. Views Expressed Disclaimer

1. The Service especially during lectures may contain views and opinions which are not
those of the Company and do not necessarily reflect the official policy or position of the
Company.

2. Comments published by users are their sole responsibility and the users will take full
responsibility, liability and blame for any libel or litigation that results from something
written in or as a direct result of something written in a comment. The Company is not
liable for any comment published by users and reserve the right to delete any comment
for any reason whatsoever.

7. No Responsibility Disclaimer

In no event shall the Company is liable for any special, incidental, indirect, or
consequential damages whatsoever arising out of or in connection with your access or
use or inability to access or use the Service.

8. "Use at Your Own Risk" Disclaimer

1. All information in the Service is provided "as is", with no guarantee of completeness,
accuracy,

timeliness or of the results obtained from the use of this information, and without
warranty of any

kind, express or implied, including, but not limited to warranties of performance,
merchantability and fitness for a particular purpose.

2. The Company will not be liable to You or anyone else for any decision made or action
taken in

reliance on the information given by the Service or for any consequential, special or
similar

damages, even if advised of the possibility of such damages.

9. Online Meetings/Lessons

1. The Company’s policy ensures that no recordings of the meetings are carried out
without the explicit confirmation by You.

2. If a meeting is to be recorded, the Host will ask whether You would like to join a
meeting that’s going to be recorded or not.

3. The Company is not to be held responsible in the case of problems that are directly
related to the application “Zoom” (including but not limited to account hacking,
malware, viruses, sharing of personal data with advertisers, file corruption, zoom
bombing etc.).

4. If you decide to switch on your device’s camera/webcam during the Zoom meeting,
the Company assumes that you are aware of any potential risks associated with
switching on your device’s camera/webcam.

5. In case of recording, Zoom techology will take off the names of the persons present
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during the
meeting while it leaves the images of the persons who have the camera switched on.

10. Contact Us

If you have any questions about this Disclaimer, You can contact Us:

By email: info@maltaleadershipinstitute.com

By visiting this page on our website : http://maltaleadershipinstitute.com/en/privacy-
policy.htm

By phone number : +356 27422299/79294135

By mail : Malta Leadership Institute, Valley Towers Suite 9 Valley Road, Birkirkara
BKR9022 Malta

ID Card No *
First name *
Surname *
Address *
Street Address
Street Address Line 2
City
Postal / Zip Code
Country
Home Telephone Mobile
E-mail *

Data Protection Act 2018 - Declaration

By completing this form, | give permission for my data to be held in LCTS Ltd/Malta Leadership Institute
databases and agree that they may process personal data relating to me for personnel, administration
and/or management purposes of the above mentioned federation.

As Administrators we are obliged to send you emails or SMSes from time to time to keep you updated
about events of the LCTS Ltd/MLI.

Please tick below for particular options
Mobile/SMS

Email
Both

Which communication means do you prefer? *

Consent * | agree with the statement above

Sub mit
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