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Foreword 

 

 

Dear Students, 

With great pleasure, we warmly welcome you as you commence a pivotal milestone in your 

academic trajectory – Your Thesis/Project. This journey is a concrete testament to your scholarly 

aptitude, critical thinking prowess, and research proficiency. It provides a unique opportunity to 

immerse yourself in a subject matter, effectively demonstrating mastery within your selected field 

of study. 

To facilitate the successful completion of your thesis/project, it is incumbent upon you to acquaint 

yourselves meticulously with the comprehensive guidelines laid forth by the Malta Leadership 

Institute. These guidelines have been designed to offer structured support throughout the 

research and composition process, enhancing your capacity to excel academically. 

We strongly urge you to seize this opportunity with enthusiasm and unwavering commitment. Our 

committed faculty and staff members stand ready to provide you with firm support throughout your 

academic journey. Do not hesitate to seek guidance and assistance from your supervisors or the 

Head of Schools, as necessary. Your success remains our foremost priority, and we are fully 

committed to extending the requisite resources and guidance to facilitate your academic 

progression. 

It is acknowledged that this journey may present challenges, but it is through the process of 

overcoming obstacles that personal growth and excellence are achieved. We hold utmost 

confidence in your capacity to rise to the occasion and produce an exceptional thesis/project that 

will make meaningful contributions to your academic and professional futures. 

Once again, we wholeheartedly welcome you to the Malta Leadership Institute, and we eagerly 

anticipate observing your academic accomplishments and personal development in the coming 

months. 

 

Yours sincerely, 

Sincerely, 

 

Head of Schools (Business, Education, and Health) 

Malta Leadership Institute 
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1. The General Master’s Programme’s Thesis/Project – An 

Overview 
 

1) At the Malta Leadership Institute, completing a thesis/project is mandatory for students 

pursuing a master’s degree in Business, Education, or Health. 

2) The thesis or project contributes significantly to the total ECTS credits required for 

graduation in most Master's programmes, accounting for 26 ECTS in the M.Ed. in Inclusive 

Education, 20 ECTS in the MBA, and 30 ECTS in the M.Sc. in Applied Nutrition and 

Dietetics out of the 90 ECTS credits needed. 

3) Undertaking a thesis/project in this programme is a significant academic challenge and 

represents a culmination of your advanced studies. 

4) This endeavour demands rigorous research skills, critical thinking, originality, and high 

student dedication and commitment. 

5) The word count of the research proposal and thesis (+/-10%) for the school of Business, 

Education and Health is as follows: (excluding Title Page, Declaration of Originality, Table 

of Contents/Index, Abstract and References) 

 

6) The word count for each section is approximately as follows: 

 

M. Ed in Inclusive Education Research Proposal – 1.5K – 2K 

words (85%) 

Conference Poster (15%) 

Thesis – 12K words (+/-10%) 

MBA Research Proposal – 3K words 

(100%) 

Journal Article – 7K words (+/-10%) 

Publishable Article – 3K words (+/-

10%) 

M.Sc. Nursing 3K Research Proposal 

(100%) 

Thesis – 20K words (+/-10%) 

M.Sc. Applied Nutrition/ M.Sc. 

Applied Nutrition & Dietetics 

3k Research Proposal (80%), 

Presentation (20%) 

Thesis – 15K words (+/-10%) 

Word Count: 

(Approximately) 

M.Ed. in Inclusive 

Education – 

Thesis 12k words 

(+/-10%) 

M.B.A – Journal 

Article 7k words 

(+/-10%) 

M.Sc. Nursing - 20k 

words (+/-10%) 

M.Sc. Applied Nutrition/ 

M.Sc. Applied Nutrition & 

Dietetics – 15k words (+/-

10%) 

Chapter 1: 

Introduction 

1,000 words 800 words 2,250 words 1,500 words 

Chapter 2: 

Literature Review 

4,000 words 1,000 words 6,000 words 5,000 words 

Chapter 3: 

Methodology 

2,000 words 1,000 words 4,500 words 2,500 words 

Chapter 4: Data 

Presentation, 

Analysis, and 

Discussion 

3,000 words Results – 2,000 

words 

Discussion – 1,400 

words 

5,000 words 4,000 words 

Chapter 5: 

Conclusions and 

Recommendations 

 

2,000 words 800 words 2,250 words 2,000 words 
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To support you in effectively navigating the thesis/project journey, we provide a range of 

lectures and informational sessions specifically designed to assist you in constructing and 

organising your thesis/project. These sessions aim to comprehend the requirements for 

this critical academic element. 

7) Each student will be assigned a supervisor to guide and support throughout the 

thesis/project journey. Supervisory meetings can be conducted face-to-face or via 

technological platforms like Skype or Zoom. After obtaining internal ethical approval from 

the Ethics Board, you will have three formal supervisory meetings. Additionally, informal 

meetings and ongoing communication with your supervisor will be encouraged to help you 

refine your research proposal. 

8) We may also organise online tutorials in smaller groups, utilising platforms like Zoom, to 

further enhance your thesis/project writing skills and address any familiar challenges you 

may encounter during the research process. 

9) The description of the research process, as illustrated in Table 1, outlines the key steps in 

completing your thesis/project. Specific dates will vary depending on your cohort/group, 

as different cohorts may have different programme start dates. 

10) For your convenience, much of the information in this Thesis/Project Handbook has been 

designed to serve as a quick reference guide for students. All relevant documents, 

templates, and additional resources are accessible through our online platforms.  

Please note that this adaptation emphasises the increased depth and rigour expected at the 

Master’s level and the corresponding adjustments in terms of word count, research support, and 

academic expectations.  
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2. M.B.A. with Specialisation – An Overview 

This component is integral to earning your Master’s in Business Administration (MBA). Here are 

the key aspects you need to be aware of: 

1. Mandatory Component: The thesis/project is compulsory for completing your MBA 

programme. It is a significant academic undertaking demonstrating your ability to engage 

in advanced research. 

2. Academic Weight: The thesis/project carries a weight of 20 ECTS credits, a substantial 

portion of the total 90 ECTS credits required for your MBA degree. 

3. Academic Challenge and Reward: Engaging in this thesis/project is challenging and 

highly rewarding. It calls for a high degree of self-discipline, initiative, creativity, and 

unwavering commitment. 

4. Project Structure: Your thesis/project comprises two key components: 

o Publishable Article (30%): You can critically appraise existing literature or 

systematically review your chosen research area. The structure for the critical 

appraisal includes sections such as introduction, literature review, methodology, 

critical analysis, synthesis and discussion, conclusions and recommendations, 

bibliography, and appendices if necessary. The systematic review follows a 

structured outline, including sections like introduction, methodology, data 

extraction and quality assessment, data synthesis and analysis, discussion, 

conclusion, bibliography, and appendices as needed. 

o Journal Article (70%): This is the larger portion, involving a 7,000-word article. It 

encompasses sections like an abstract, introduction, literature review, 

methodology, results, discussion, conclusions and recommendations, 

bibliography, and appendices if required. 

5. Publishable Article Templates (both the Critical Appraisal and the Systematic Review) 

and the Journal Article Template will be uploaded on the LMS in the respective module 

MBA 500: Dissertation.  

6. Order of Work: It is advisable to begin with the journal article and then proceed to the 

publishable article. Together, these two components constitute your thesis/project. When 

presenting your thesis, they should be bound together as a single document, with a clear 

separator between them. 

7. Guidance and Support: You will not be navigating this journey alone. We offer lectures, 

sessions, and Thesis/Project Information Sessions to help you develop and structure your 

thesis/project effectively. These sessions will clarify what is expected in this module 

(Module MBL007). 

8. Supervision: You will be assigned a dedicated supervisor to provide guidance and 

support. Meetings with your supervisor, which can be conducted face-to-face or via 

technological platforms like Skype or Zoom, are crucial. You will have three formal 

supervisory meetings, starting after obtaining internal ethical approval from the MLI Thesis 

and Ethics Board. Additionally, informal meetings and ongoing communication with your 

supervisor will be encouraged to help you refine your research proposal. 
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9. Online Tutorials: To enhance your thesis/project writing skills and address common 

difficulties encountered during the research process, we may organise online tutorials in 

smaller groups using platforms like Zoom. 

3. M.Ed. in Inclusive Education with Specialisation – An Overview 

 

This component is integral to earning your M.Ed. in Inclusive Education. Here are the key aspects 

you need to be aware of: 

1. Mandatory Component: The thesis/project is compulsory for completing your M.Ed. in 

Inclusive Education programme. It is a significant academic undertaking demonstrating 

your ability to engage in advanced research. The thesis is a compulsory component in the 

M.Ed. in Inclusive Education (Mental Health and Challenging Behaviour)/(Autism)/ 

(Learning Difficulties) 

2. Academic Weight: The thesis/project carries a weight of 26 ECTS credits, a substantial 

portion of the total 90 ECTS credits required for your M.Ed. (Inclusive Education) degree. 

3. Academic Challenge and Reward: Engaging in this thesis/project is challenging and 

highly rewarding. It calls for a high degree of self-discipline, initiative, creativity, and 

unwavering commitment. 

 

4. M.Sc. in Applied Nutrition/ M.Sc. in Applied Nutrition and 

Dietetics – An Overview 

This component is integral to earning your M.Sc. in Applied Nutrition/Applied Nutrition & Dietetics. 

Here are the key aspects you need to be aware of: 

1. Mandatory Component: The thesis/project is compulsory for completing your M.Sc. in 

Applied Nutrition/Applied Nutrition & Dietetics programme. It is a significant academic 

undertaking demonstrating your ability to engage in advanced research. The thesis is a 

compulsory component in the M.Sc. in Applied Nutrition/ M.Sc. in Applied Nutrition and 

Dietetics programme.  

2. Academic Weight: The thesis/project carries a weight of 30 ECTS credits, a substantial 

portion of the total 90 ECTS credits required for your M.Sc. in Applied Nutrition/ Applied 

Nutrition and Dietetics degree. 

3. Academic Challenge and Reward: Engaging in this thesis/project is challenging and 

highly rewarding. It calls for a high degree of self-discipline, initiative, creativity, and 

unwavering commitment. 
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5. M.Sc. in Nursing – An Overview 

This component is integral to earning your M.Sc. in Nursing. Here are the key aspects you need 

to be aware of: 

1. Mandatory Component: The thesis/project is compulsory for completing your M.Sc. in 

Nursing. It is a significant academic undertaking demonstrating your ability to engage in 

advanced research. The thesis is a compulsory component in the M.Sc. in Nursing 

programme.  

2. Academic Weight: The thesis/project carries a weight of 30 ECTS credits, a substantial 

portion of the total 90 ECTS credits required for your M.Sc. in Nursing degree. 

3. Academic Challenge and Reward: Engaging in this thesis/project is challenging and 

highly rewarding. It calls for a high degree of self-discipline, initiative, creativity, and 

unwavering commitment. 

For the M.Ed. in Inclusive Education, M.Sc. in Applied Nutrition, M.Sc. in Applied Nutrition and 

Dietetics, and M.Sc. in Nursing programmes, both examiners are required to strictly follow the 

thesis/project marking scheme independently. 

Table 1. The Master’s Degree Research Journey     

Step Description 

1. Selection of a Research Topic: The thesis/project process typically begins with 

students selecting a research topic. This topic should align with their academic interests 

and the programme’s requirements ((EBSCO, Google Scholar, Research Gate, Academia.edu) 

2. Identifying a Thesis/Project Supervisor: Students are usually required to identify a 

thesis/project supervisor who will guide them throughout the research process. The 

advisor is often a faculty member with expertise in the chosen field. 

3. Proposal Submission: Students may need to prepare a research proposal after 

selecting a topic and supervisor. The proposal outlines the research question, 

objectives, methodology, and expected outcomes. Approval of the thesis/project is a 

crucial step in the process, requiring the consent of the head of the school and the ethics 

board. 

4. Literature Review: Students conduct a thorough literature review to familiarise 

themselves with existing research on their chosen topic. This step helps them identify 

gaps in the current knowledge and refine their research questions. 

5. Research and Data Collection: Depending on the nature of the research, students 

may collect data through experiments, surveys, interviews, archival research, or other 

appropriate methods. They should follow ethical guidelines and obtain any necessary 

approvals. 
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6. Data Analysis: After data collection, students analyse the data using appropriate 

statistical or qualitative methods or both. The analysis should be conducted rigorously, 

and results should be interpreted within the context of the research question. 

7. Authoring the Thesis/Project: The bulk of the thesis/project work involves writing a 

comprehensive document that includes several key components: 

• Introduction: Provides background information, research questions, and 

objectives.  

• Literature Review: Summarises relevant studies and identifies research gaps.  

• Methodology: Describes the research methods used and justifies their choice.  

• Presentation & Discussion of Results: Presents the research findings and 

analyse the results, discusses their implications, and relates them to the 

research questions.  

• Conclusion: Summarise the main findings and their significance.  

• References: Lists all sources cited in the thesis/project. 

9. Thesis/Project Submission: Once the thesis/project is complete and approved by the 

supervisor, students submit it to Turnitin according to the specified format and deadlines. 

10. Evaluation and Grading: The thesis/project is evaluated by the first supervisor and a 

second examiner. Both internal examiners will assign a mark individually, and the 

student is awarded the average mark based on the two marks of the internal examiners. 

An external examiner will be vetting a sample of thesess for moderation, to ensure 

fairness with respect to the awarding of marks. Grading criteria typically include the 

quality of research, writing, and presentation. 

11. Graduation: Upon completing the thesis/project, students are awarded their Master’s 

degree. 

 

10. Thesis/Project Objectives  
  

The primary objectives of the thesis/project component within our Master’s programmes in the 

School of Business, Education, and Health are outlined as follows: 

 

• Facilitating students’ participation in firsthand research activities within their respective 

academic disciplines, enhancing their capacity to apply theoretical concepts to practical, 

real-world scenarios. 

 

• Nurturing an appreciation for the significance of scientific investigation and research 

methodologies in the context of business leadership, education, or health-related fields. 

 

• Advocating for advancing knowledge, particularly concerning evidence-based practices 

related to specific business leadership, education, or health sectors. 
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4. Thesis/Project Learning Outcomes  
  

Upon successful completion of their thesis/project within the School of Business, Education, and 

Health, students will achieve the following learning outcomes and skills: 

 

Learning Outcomes (Knowledge): 

 

1. Recognise the Significance of Research Preparation: Understand the importance of 

comprehensive planning and preparation necessary to undertake a research project within 

their respective disciplines. 

 

2. Explain Pertinent Theories: Demonstrate the ability to explain relevant theories within 

their chosen subject areas, deepening their theoretical knowledge. 

 

3. Comprehend Research Methodologies: Gain insight into qualitative and quantitative 

research methods, enabling them to make informed decisions regarding research design 

and data collection. 

 

4. Master Data Collation and Critical Assessment: Acquire the principles and skills 

necessary to collect, critically assess, and interpret data effectively, fostering a robust 

analytical mindset. 

 

5. Proficiently Compile and Present Data: Develop proficiency in organising and 

presenting data and information coherently and logically, facilitating effective 

communication of research outcomes. 

 

6. Appreciate Effective Scientific Communication: Understand the significance of 

communicating knowledge in a scientific and scholarly manner, enhancing their ability to 

disseminate research findings effectively. 

 

7. Recognise the Value of Evidence-Based Recommendations: Appreciate the 

importance of formulating recommendations based on rigorously conducted research, 

contributing to informed decision-making and practice. 

 

Skills Attained: 

 

1. Research Project Planning and Preparation: Acquire the skills necessary to effectively 

plan and prepare a research project, from conceptualisation to execution. 

 

2. In-Depth Subject Area Understanding: Develop a comprehensive understanding of their 

chosen subject areas, enabling them to engage critically and analytically with complex 

topics. 
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3. Proficiency in Research Methods: Gain competence in utilising qualitative and 

quantitative research methods, equipping them to design and conduct research studies 

proficiently. 

 

4. Data Collation and Critical Evaluation: Cultivate the ability to collect and critically 

assess data, allowing for robust and insightful research outcomes. 

 

5. Data Compilation and Presentation: Demonstrate proficiency in coherently compiling 

and presenting research data and information, facilitating clear and persuasive 

communication of findings. 

 

6. Effective Scientific Communication: Enhance their capacity to communicate 

knowledge effectively in a scientific and scholarly manner, both in writing and orally. 

 

7. Evidence-Based Recommendation Development: Develop the skills to provide well-

founded recommendations grounded in research findings, contributing to informed 

decision-making and practical applications within their respective fields. 

 

 

5. The Thesis/Project Process  
 

The research journey in Business, Education, and Health typically comprises three fundamental 

phases, elaborated upon in detail under the following subsections: 

 

Step 1: Topic Selection 

• Choosing a Relevant Topic: Commence the research process by selecting a pertinent 

and engaging subject matter within your field of study. 

 

• Research and Idea Refinement: Delve into comprehensive research using resources 

such as EBSCO, Google Scholar, ResearchGate, Academia.edu, and SCI-HUB to narrow 

your ideas and refine your chosen topic. 

 

 

Step 2: Research Proposal 

• Identifying Research Questions/Hypotheses: Formulate clear, focused research 

questions or hypotheses to guide your investigation. 

 

• Ethical Considerations: Ensure thorough consideration of ethical issues associated with 

your research. 

 

• Methodology Selection: Choose appropriate research methods tailored to your study’s 

objectives. 
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• Designing the Research Project: Craft a comprehensive research project plan aimed at 

addressing your research questions.  

 

 

Step 3: Thesis/Project Writing 

The culmination of your research will involve the composition of various chapters within your 

thesis/project: 

1. Introduction: Present your research’s context, rationale, and objectives. 

 

2. Literature Review: Summarise and critically analyse existing scholarly literature relevant 

to your research topic. 

 

3. Methodology: Describe the research methods employed, justifying their selection. 

 

4. Presentation & Discussion of Results: Articulate your findings and thoroughly discuss 

their implications. 

 

5. Conclusions & Recommendations: Draw meaningful conclusions from your research 

and provide evidence-based recommendations. 

 

6. References: Ensure the proper citation of all sources used in your research. 

 

Additional Considerations: 

• Student Involvement in Topic Selection: Students are encouraged to select their 

thesis/project topics actively. 

 

• Informed Decision-Making: Students should conduct a comprehensive literature review 

before finalising a topic to make well-informed choices. 

 

• Supervisor Selection: While students can suggest potential supervisors, the approval of 

the suggested supervisor lies with the institution. We match supervisors’ research 

expertise with students’ areas of interest. 

 

• Student Responsibility: It is essential to understand that while supervisors provide 

guidance, students are responsible for engaging with academic literature, conducting 

research, selecting methodologies, collecting, and interpreting data, authoring reports, 

and adhering to established deadlines. 
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5.1. Developing the Research Proposal 
 

A well-structured research proposal is pivotal in preparing for your thesis/project within Business, 

Education, and Health. The proposal is a comprehensive roadmap for your research journey, 

demanding clarity, precision, and focus. Here are the key elements to consider when developing 

your research proposal: 

 

• Masterplan for Your Thesis/Project: The research proposal serves as the masterplan 

for your thesis/project research, guiding every aspect of your study. 

 

• Clarity and Presentation: Ensure your proposal is well-presented and written clearly, 

setting the stage for your research. 

 

• Focus and Coherence: Maintain a laser-like focus, aligning your proposal with clear 

objectives, a well-defined research question, and a suitable research design, 

methodology, and tools. 

 

• Identifying the Area of Study: Identify the specific area of study that aligns with your 

research interests. Sources of inspiration can include general business, education or 

health journals, subject-specific literature, and content covered in your coursework. 

 

Structure of the Research Proposal: Organise your research proposal into the following 

sections: 

 

• Title: Provide a tentative title that summarises the essence of your thesis/project. 

 

• Introduction: Offer a concise description of your chosen topic, outlining the general 

aims, specific objectives, and research questions/hypotheses to be addressed. 

 

• Background/Literature Review: Familiarise yourself with your research field’s major 

authors and themes. Identify gaps or areas for further investigation that you intend to 

explore in your thesis/project. 

 

• Methodology: Discuss the research methods you intend to employ to achieve your 

objectives. Justify the selection of these methods and explain their appropriateness 

for your research. Additionally, address any constraints, such as access or time 

limitations, and briefly outline your data analysis approach. 

 

• Ethical Considerations: Clearly articulate your ethical approach, detailing how you 

plan to obtain informed consent, maintain anonymity and confidentiality, and safeguard 

vulnerable groups in your research. 

 

• Timetable (time frame): Present a detailed schedule outlining how you intend to 

complete your thesis/project within the specified submission time frame. 
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• Summary and Anticipated Conclusions: Offer a concise and informative summary 

of your proposal, including anticipated conclusions for the research questions 

developed to address your objectives and general aims. 

 

Research Proposal Form (Appendix 2): Utilise the editable research proposal form to facilitate 

adherence to the above-mentioned guidelines. (Please refer to the provided form for details.)  

 

Ethical Approval Process: The approval process for ethical considerations is pivotal to 

successfully commencing your research. MLI Ethics Board may issue a conditional letter followed 

by an unconditional approval.  

The Approval from the MLI Thesis and Ethics Board shall be either UNCONDITIONAL or 

CONDITIONAL. An UNCONDITIONAL ETHICAL APPROVAL implies that the student has 

permission to carry the proposed research. There might be instances where the MLI Ethics Board 

will issue an unconditional approval instantly. 

CONDITIONAL ETHICAL APPROVAL means that the student cannot carry out the proposed 

research BEFORE submitting the necessary documentation to EXTERNAL ETHICAL BOARD(S) 

within the respective Ministry/department. For instance, if the proposed research involves 

students attending state schools, ethical approval from the Ministry of Education is necessary. In 

this regard, you may not commence work on your thesis without the approval by BOTH the MLI 

Thesis and Ethics Board and by the Ministry of Education. Hence, other External Ethical Board 

Approvals may be necessary depending on the participants the student plans to involve in the 

research. 

For educational purposes, it is recommended to use the information sheets and consent forms 

provided by the Ministry of Education (found in Appendix 2 – Research Proposal). This ensures 

that when applying for external ethical clearance, no modifications will be required. 

 

5.2 Formatting Guidelines 

 
Font Type and Size 

 

Adhering to precise formatting guidelines is essential for successfully presenting your 

thesis/project. Please follow these guidelines carefully: 

 

o Font Type and Size: You have the option to choose one of the following font types 

and sizes for your thesis/project: Calibri [size 12], Arial [size 12], or Verdana [size 

11].  

o Maintaining consistency using the same font type and size throughout the 

thesis/project is important. 
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The Preface  

 

This is the material before Chapter 1, and shall include the following, in this order (the 

items in brackets are optional): 

 

● Title Page 

● (Dedication) 

● Declaration of Originality 

● Abstract 

● Acknowledgements 

● (List of Abbreviations) 

● Table of Contents/Index 

● (List of Figures) 

● (List of Tables) 

 

Page Numbers 

• Page 1 should begin with the Introduction Chapter. 

• For content preceding the Introduction (i.e., the preface), employ Roman numerals (i, 

ii, iii, iv, v, vi, vii, etc.). 

 

The Title Page 

• Utilise the Title Page template provided by the institution. 

• You can find a copy of the Title Page template in Appendix 3. The editable form is 

accessible on the Learning Management System (LMS). 

 

Declaration of Originality 

• Follow the ‘Declaration of Originality’ template provided by the institution. 

• A copy of the Declaration of Originality template can be found in Appendix 4. The 

editable form is available on the LMS. 

 

Abstract 

• Maintain single line spacing for the abstract text, with justification (both left and right). 

• Set margins with a left margin of at least 4.0 cm, right margin of 1.5 cm, top margin of 

3.0 cm, and bottom margin of 2.5 cm. 

• Employ Roman numerals for page numbering in the abstract section. Remember that 

page 1 begins with the Introduction Chapter; any preceding pages should use Roman 

numerals. 
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General Text 

• Maintain 1.5 line spacing for the general text, justified (both left and right). 

• Keep margins consistent with a left margin of at least 4.0 cm, right margin of 1.5 cm, 

top margin of 3.0 cm, and bottom margin of 2.5 cm (standard Microsoft Word formatting 

settings). 

• Page numbers should be centred at the bottom or the right-bottom corner. 

• Avoid paragraph indentation. 

• Use italics or bold typeface for in-text emphasis. 

• The use of footnotes is permitted. 

 

Headings and Sub-headings 

• Format chapter headings/titles in BLOCK CAPITALS, similar to the main text but in size 

14 and bold (e.g., ‘CHAPTER 1: INTRODUCTION’). Leave a 1.5-line spacing after the 

heading. 

• Chapter headings should start on a new page, either centred or on the left. 

• All other sub-headings under the Chapter Headings should follow the formatting of the 

main text and include a 1.5-line space. 

• Employ subheadings alongside a numbering system to organise your work effectively. 

It is highly recommended to use Microsoft Word’s automatic referencing system for 

table of contents and headings. 

•  

Long Quotations 

For quotations longer than 3 lines, use block quotes. These should be formatted as follows: 

• Single-line spacing. 

• Indented left. 

• Justified left and right. 

• Include the author’s name, date, and page number referring to the parent text. 

• It must be preceded and followed by a 1.5-line spacing.  
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Incorporating visual elements such as Figures, Tables, Maps, and Charts can enhance the 

presentation of your research. To ensure clarity and consistency, please adhere to the following 

guidelines: 

 

• Numbering and Borders: Each Figure, Table, Map, or Chart must be numbered, e.g., 

‘Figure 1: The Business Performance Index.’ Additionally, these visual elements should be 

bordered for distinction and neatness. 

 

• Caption Font: The font used for captions of Figures, Tables, Maps, and Charts should be 

smaller than the main text, maintaining the same font as the main text but set at Size 9. 

 

• Source Attribution: If the student did not create the Figure, Table, Map, or Chart, it is 

imperative to include the source in brackets. This practice acknowledges the origin of the 

visual element and provides proper credit. 

 

Here is an example of how a Figure should be appropriately numbered, captioned, and sourced: 

 

Figure 1: The Impact of Leadership Styles on Employee Motivation (Source: Smith et al., 

2020) 

  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

   

 

 

 

 

 https://mfhea.mt/ 
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Typing and Proofreading 

 

Meticulous attention to the quality of your written work is paramount. Here are essential guidelines 

to ensure the professionalism of your thesis/project: 

 

• Proofreading: Always take the time to proofread your work for proper grammar and 

presentation before submitting it to your supervisor. This step ensures the clarity and 

coherence of your writing. 

 

• Final Presentation: Pay special attention to the final presentation of your thesis/project. 

The appearance of your work should be neat and well-organised. 

 

• Use of Software: Leverage software tools that can aid your writing process, including 

spell checkers, grammar checkers, and formatting tools. These tools can help enhance 

the overall quality of your thesis/project. 

 

• Data Backup: Prepare for unexpected events such as disk failure, loss or corruption of 

hardware or software, and printer malfunctions. Regularly back up your work on pen drives 

and external hard disks to mitigate these risks. Additionally, it is advisable to maintain 

updated hard copies of your work as a precaution. 

 

MLI offers a proofreading service to all students, adhering to the guidelines specified in the MLI 

Thesis Handbook. This service includes reviewing and updating the table of contents and 

references to ensure they comply with the referencing system applied. The price list for this 

service is as follows: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Kindly fill in this Jotform in order to benefit from this service: 

https://form.jotform.com/241291737269363  

 

 

 

 

https://form.jotform.com/241291737269363
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Submission of Thesis/Project in Electronic Format 

 

Please provide an electronic copy of your thesis/project to use Turnitin’s plagiarism detection 

service. This will facilitate the assessment of originality and ensure academic integrity in your 

work. 

 

Binding: 

● The hardbound copy should have gold lettering, along with a specific colour determined 

by the Master’s programme you are enrolled in (pg.39). It is your responsibility to organise 

the binding and making sure copies are ready after the mark has been published.  

● A thesis submission form from MLI is to be filled out and handed along with the binded 

thesis. 

● Further details on the binding and the submission of the hard-bound copy of the thesis 

are given on pages 75-77.  

 

5.3 Main Subdivisions (Chapters) of the Thesis/Project 

 

The thesis/project should encompass the following sections and chapters (A to M): 

A. Front Page 

• Utilise the provided template found in Appendix 3.  

• The editable version will be available on the Learning Management System (LMS). 

B. Dedication 

• This section is optional. You may choose to dedicate your thesis/project to someone 

special.  

• The editable version will be accessible on the LMS. 

C. Author’s Declaration of Originality 

• Employ the template from Appendix 4.  

• The editable version can be found on the LMS. 

 

D. Abstract 

• The abstract, though written last, appears first in your thesis. 

• It is a concise summary of your thesis, typically 350 to 500 words. 

• In this section, you must briefly outline the aims of your study, the research design and 

methodology, and, importantly, the key results and findings. 
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• Ensure the abstract is written clearly and engaging to capture readers’ interest. 

E. Acknowledgements 

• Use this section to acknowledge those who contributed to your thesis/project research, 

including your thesis/project supervisor. 

F. Table of Contents/Index 

• The Table of Contents should, at a minimum, include all chapter headings and 

subheadings (up to 2 levels) and appendices. 

• If applicable, incorporate a List of Tables and a List of Figures within the Table of Contents. 

• It is strongly recommended to utilise Microsoft Word’s built-in functions to generate an 

automatic Table of Contents 

 

 

G. The Introduction Chapter  

Much of this section would have been developed during your research proposal phase. 

In this chapter, you should: 

i. Provide context for your research. 

ii. Explain its significance and relevance to theory, practice, policy, or social issues. 

iii. Clearly state the broad aim, specific objectives, and research questions/hypotheses for 

your study. Refer to Box 1 below to clarify the distinctions between the aim, objectives, 

and research questions/hypotheses. 

 

 

 

 

 

 

 

 

 

 

Box-1: Distinguishing between an AIM, an OBJECTIVE and a RESEARCH 

QUESTION/HYPOTHESIS 

 

The AIM of the research. This will provide the reader with a description of what you want 

to achieve from carrying out this research. 

  

The OBJECTIVES of the research. These are more specific than the aim. Through your 

objectives you outline the particular issues that you need to address in order to achieve 

the stated aim.  

 

The RESEARCH QUESTIONS/HYPOTHESES. These are more specific than the 

objectives and specify the various insights and information that need to be collected in 

order to achieve the objectives. If they are formulated as a statement rather than a 

question, we refer to them as hypotheses. 

 

The research questions are commonly used in qualitative research whereas hypotheses 

tend to be used in quantitative research.  
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Note: 

The Objectives of the Research 

In the fields of Business, Education, and Health, research objectives serve as specific and focused milestones that 

delineate the issues to be addressed to attain the study’s overarching aim. These objectives provide a clear and 

structured pathway toward achieving the research aim. 

The Research Questions/Hypotheses 

Within the research process, research questions and hypotheses play a pivotal role in refining the focus and scope of 

the study. They are more specific than research objectives and delineate the precise insights and information that 

must be collected to fulfil the stated objectives. 

Research Questions: These are often used in qualitative research and formulated as inquiries guiding the 

investigation. They help researchers explore and understand complex phenomena in-depth. 

Hypotheses: If formulated as statements rather than questions, we refer to them as hypotheses. Hypotheses are 

more commonly used in quantitative research and represent specific, testable assertions about relationship or 

variable differences. They provide a framework for empirical testing and analysis. 

 

H. The Literature Review/Background Chapter  

Within this section: 

i. Critical Literature Review: Your task is to provide a comprehensive and critical review of 

published and unpublished literature on your research topic. 

ii. Argumentative Synthesis: Summarise and present your literature search in a structured 

argumentative fashion. This argument should lead logically to and substantiate your 

chosen research approach. 

iii. Demonstrate Depth of Knowledge: Showcase your wide-ranging knowledge of the 

major debates in the literature, the various research approaches that have been explored, 

and the existing gaps in knowledge. 

iv. Thematic Organisation: Organise your literature review into themes or issues using 

subheadings. These themes should directly align with the questions and issues central to 

your study, providing a structured rationale for your chosen research approach. 

v. Critical Evaluation: Be discerning when assessing the literature, you’ve reviewed. 

Highlight any biases or methodological shortcomings in prior studies that could have 

influenced their results and conclusions. 

vi. Relevance and Currency: Ensure the literature you incorporate is relevant and current. 

Recent literature is preferred, ideally not over seven years, unless you reference 

foundational works crucial to your study. 

 

I. The Methodology Chapter  

The Methodology Chapter is the second major section of your thesis/project and holds significant 

importance. It comprises various components, distinguishable through the following subheadings: 
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• Design: Begin with an overview of your methodology, summarising how it addresses your 

research questions. Typically, start broadly (qualitative/quantitative) and then narrow down 

to specify your research’s target subjects or objects and the research techniques you 

intend to employ. 

• Population and Sample/Research Participants: Define your research population and 

describe how you selected your sample. Acknowledge any limitations encountered during 

the sampling process. 

• Research Instruments/Techniques/Tools: Provide a detailed description of the research 

instruments, techniques, or tools you utilised in your study. If applicable, include the 

questionnaire or interview schedule you developed as an appendix. Explain the process 

involved in instrument development. 

• Data Collection Description: Provide a comprehensive account of how you collected the 

data. Explain the processes involved, including how you negotiated access to data 

sources, where the data were sourced from, the duration of the data collection phase, and 

any challenges encountered during this process. Be sure to outline how you successfully 

overcame these challenges. 

• Ethical Considerations: Briefly outline any ethical considerations anticipated during the 

research process. Describe how you addressed these ethical issues and ensure your 

research was conducted ethically. This may include considerations related to informed 

consent, confidentiality, and safeguarding vulnerable groups. 

• Methodological Evaluation: Engage in a critical discussion regarding the strengths and 

limitations of your selected research methods. Distinguish between the strengths and 

limitations of your chosen methodology, distinct from the limitations of the thesis/project. 

This assessment provides transparency and helps readers evaluate the robustness of 

your research. 

• Data Analysis Approach: Clarify how you analysed the collected data. Offer readers a 

clear roadmap for interpreting the results you will present. Explain the methodologies and 

techniques employed in data analysis, ensuring that readers understand the process 

leading to your findings. This may encompass statistical analyses, qualitative coding, or 

other relevant procedures. 

Students have the flexibility to structure their Data Presentation, Analysis, Discussion and 

Conclusion in one of the following ways: 

 

Option a) 

 

Chapter 4: Data Presentation, Analysis, and Discussion 

Chapter 5: Conclusion 

 

Option b) 

 

Chapter 4: Data Presentation and Analysis 

Chapter 5: Discussion and Conclusion 

 

Option c) 
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Chapter 4: Data Presentation and Analysis 

Chapter 5: Discussion 

Chapter 6: Conclusion 

 

J. Data Presentation, Analysis, and Discussion  

 

This section is pivotal in summarising, explaining, and interpreting research findings. It consists 

of two key aspects: 

 

i. Data Presentation and Analysis: 

 

• In this segment, you are tasked with presenting your research results while interpreting 

and analysing them. 

• Quantitative research involves presenting descriptive tables, pie charts, and bar graphs. 

Qualitative research entails thematic analysis derived from interviews or focus groups. 

 

 

 

ii. Discussion: 

 

• Engage in a thorough discussion to elucidate differences or similarities between your 

findings and those of previous studies. 

• Ground your discussion within the context of the issues identified during the literature 

search. 

• Highlight your research findings’ contributions to the ongoing debates within your field. 

• Ensure that your discussion and interpretation are substantiated by evidence gleaned from 

your research. 

  

K. Conclusions and Recommendations  

 

i. Conclusions: 

 

• Your conclusions must revisit the research questions/hypotheses originally defined in the 

Introduction Chapter. 

• Conclude based on the findings from the data you have collected, addressing each 

research question or hypothesis. 

 

ii. Limitations of the Research: 

 

• Transparently acknowledge and justify your conclusions, considering your research 

design and the inherent limitations of your study. 

 

iii. Recommendations and Future Research: 
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• Recommendations may include practical applications, policy implications, potential 

legislative changes, etc. 

• Discuss the implications of your findings for current practices, policies, and/or theories. 

• Offer suggestions for future research directions. 

• Remind the reader about potential avenues for future research within your study area. 

 

L. References 

 

• The reference list is distinct from the bibliography. It should exclusively include works cited 

or mentioned in your thesis. 

• Compose an alphabetically organised list of references encompassing books, articles, and 

other sources cited in your thesis. 

• Ensure consistency and meticulous attention to detail in your referencing. 

• Employ the latest Harvard Referencing System. 

• Maintain precise in-text citations. 

• Utilise reference management software like Mendeley, which can be integrated into 

Microsoft Word to assist with reference list compilation. 

• Refer to the ‘Induction’ Module on the LMS for guidelines on referencing according to the 

APA/Harvard system. 

 

M. Appendices 

 

The Appendix section should be structured as follows: 

 

i. Appendix 1: The original questionnaire or interview schedule (blank). 

ii. Appendix 2: Information Sheets and Consent Forms (blank copies). 

iii. Appendix 3: Ethical Approvals: 

• Include a copy of the letter of internal ethical approval from the MLI Thesis and Ethics 

Board. 

• Include a copy of the letter of external ethical approval if applicable. 

 

iv. Appendix 4 (if applicable): Details about sampling and other procedural matters. 

v. Appendix 5 (if applicable): Supplementary data supporting the research argument. 

 

All of these appendices shall be included, although their sequence can be changed based on 

when they are mentioned in the text. 

 

5.4 Supervisory Meetings and Submission of Draft Chapters for Review 

 

In your journey through your programme’s thesis/project phase, engaging in a collaborative and 

iterative process with your supervisor is crucial. Here is how this process unfolds: 

 

• Supervisory Correction: Your supervisor will review and provide feedback on the draft 

chapters submitted during the thesis/project phase and guide you in refining your research 

proposal before submission. 
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• Timely Submissions: You are responsible for submitting draft chapters within reasonable 

time frames, ensuring ample time for correction. Please allow a week for review and 

feedback when submitting whole chapters. 

 

• Submission Process: Whole draft chapters should be submitted to your supervisor only 

once, and the submission schedule is as follows: 

 

• 1st supervisory meeting: The aim of the first meeting is to discuss with the supervisor 

the general directions that shall be taken for the Introduction, Literature Review & 

Methodology.  After the first meeting (and before the second meeting), the student should 

have submitted a draft version of the Introduction, Literature Review & Methodology 

Chapter for a review. 

•  

• 2nd supervisory meeting: The aim of this second meeting is to discuss your work on the 

Introduction, Literature Review and Methodology, and for the supervisor to suggest 

improvements. You shall also communicate how you intend to present and analyse the 

results obtained or to be obtained so that the supervisor can offer his/her guidance. After 

the second meeting (and before the third meeting), the student should have submitted a 

draft copy of the rest of the thesis, i.e. the Data Presentation, Analysis and Discussion 

Chapter, and the Conclusions & Recommendations Chapter. 

 

• 3rd supervisory meeting: The aim of this third and last meeting is to discuss the Data 

Presentation, Analysis and Discussion Chapter, and the Conclusions & Recommendations 

Chapter, and to provide the student with overall feedback on the thesis. 

 

• Student Log Sheet: Maintain a Student Log Sheet (Appendix 5) with three reports 

corresponding to the three formal supervisory meetings. These reports should detail the 

main points discussed and suggestions made by your supervisor for improvement. 

Keeping these records updated is essential, as MLI may request them to monitor your 

progress. You will upload these reports under the respective module when submitting your 

thesis/project. This requirement is compulsory, and thesis/project marks will not be 

communicated without these reports. 

 

• Tutors’ Supervisory Reports: Your supervisor will complete three progress reports, one 

after each supervisory meeting, using the provided template (Appendix 6). These reports 

should be submitted together via email on academia@adminassociations.com (email title 

e.g., ‘PROGRESS REPORTS – Maria Borg’ B.Ed. Cohort 1A) within one month after the 

third and final supervisory meeting. 

 

This collaborative process ensures you receive guidance and feedback at critical stages of your 

thesis/project, enhancing your work’s quality and overall learning experience. 

 

5.5 Ethical Considerations and Data Protection 

 

mailto:academia@adminassociations.com
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Conducting research demands the utmost ethical conduct. While not all research endeavours 

may necessitate rigorous ethical considerations, many do, particularly when dealing with 

vulnerable populations such as children. 

 

Ethical and data protection concerns in research projects may encompass various aspects, 

including but not limited to: 

 

• Choice of Topic: Ensuring the research topic is sensitive to ethical concerns and aligns 

with ethical standards. 

 

• Timing of Processes: Determining the appropriate timing of research processes to 

minimise potential harm or discomfort to participants. 

 

• Selection, Involvement, and Welfare of Participants: Ethical research involves 

carefully choosing participants, ensuring informed consent, and safeguarding their well-

being throughout the research process. 

 

• Role of the Researcher: Maintaining objectivity, transparency, and integrity in the 

researcher’s role and actions. 

 

• Data Collection and Use: Ethical data handling, including ensuring confidentiality and 

anonymity and obtaining informed consent from participants regarding data usage. 

 

• Testing of Resources and Products: Ethically evaluating any resources, products, or 

interventions involved in the research to ensure they meet ethical standards. 

 

• Presentation and Reporting of Results: Accurately and honestly presenting research 

findings while adhering to ethical guidelines. 

 

 

Avoiding Plagiarism 

 

In the academic world, upholding ethical standards, particularly when citing sources and avoiding 

plagiarism, is paramount. Here are some guidelines to ensure you maintain academic integrity: 

 

• Acknowledging Sources: Giving credit to the sources of information you use in your 

work is essential. Properly acknowledging your sources allows readers to distinguish 

between your original ideas and those derived from others. 

 

• Plagiarism Awareness: Plagiarism involves presenting someone else’s work, ideas, or 

words as your own without proper attribution. This includes copying, using ideas without 

acknowledgement, paraphrasing without citation, and incorporating more than a single 

phrase from another source without proper quotation marks and citation. 

 

• Turnitin Software: Turnitin software will assess your thesis/project, which checks for 

similarities in your work against existing sources. It is crucial to ensure that your work does 
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not exceed a similarity percentage of 20%. Please note that similarity percentage 

requires appropriate interpretation by examiners. 

 

• Fraudulent Practices: Engaging in fraudulent practices, such as copying someone else’s 

work, using commercial research services, or submitting work on behalf of someone else, 

is prohibited and unethical. 

 

The use of Artificial Intelligence: 

 

In today’s digital age, the proliferation of information and using Artificial Intelligence (AI) tools have 

introduced new dimensions to plagiarism. To maintain academic integrity and ethical standards 

in this context, consider the following guidelines: 

 

• AI-Generated Content: Be cautious when using AI-generated content. While AI can 

assist research and writing, always verify the sources, and ensure the generated 

content is appropriately cited. 

• Originality Checking Tools: Use AI-powered originality-checking tools like Turnitin to 

assess your work for potential plagiarism. These tools can help identify similarities with 

existing sources and guide you in making proper citations. 

• Human Oversight: AI can assist in various research and writing stages, but human 

oversight is crucial. Ensure that AI-generated content aligns with academic standards 

and ethical guidelines. 

• Citing AI-Generated Work: If you use AI-generated content in your research or 

writing, cite it appropriately. Please provide information about the AI tool and its 

contribution to your work. 

• Understand AI Ethics: Familiarise yourself with the ethical considerations 

surrounding AI, including issues related to data privacy, algorithmic bias, and 

intellectual property rights. 

 

Incorporating AI into academic work can enhance research and productivity, but it should be done 

with a clear understanding of the technology’s limitations and ethical responsibilities. Always 

prioritise academic honesty and proper citation practices to uphold the integrity of your work. 

 

• Consequences of Plagiarism: Plagiarism is a serious academic offence. The Malta 

Leadership Institute (MLI) has established procedures to address plagiarism cases if 

detected. Maintaining academic honesty, upholding ethical standards, and ensuring that 

your work represents your original contributions and ideas is essential. 

 

 

6. Thesis/Project Post-Submission and Examination Process 
 

Upon submitting your thesis/project, your work will be evaluated comprehensively to assess its 

quality and determine your ultimate grade. Here are the primary components of this examination 

process: 
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6.1. Thesis/Project Examining Board Composition 

 

• The Thesis Examining Board consists of two internal and external examiners. 

o Your thesis/project supervisor will serve as one of the internal examiners. 

o Both internal examiners will independently assign a mark to your thesis/project, 

and your final mark will be the average of these two scores. 

o An external examiner may review a sample of the thesis/project to ensure fairness 

in the grading process. 

 

 

 

 

6.2 Examination Outcomes 

 

The outcomes of the examination process depend on the quality of your thesis/project: 

 

• If your thesis/project receives an average 50% or less mark, the board may call you for an 

oral (viva) examination. In this case, you have two potential outcomes: 

i. Your thesis/project may be referred to you for major revisions and resubmission. You 

must address the board’s feedback and make necessary revisions within six months. 

ii. The board may decide not to grant permission for resubmission, indicating that you 

will not be awarded the degree. 

 

Approaching your thesis/project carefully and seriously ensures a successful examination 

outcome. Seek guidance from your supervisor and address any feedback provided during the 

examination process diligently. Your commitment to producing high-quality work is essential for a 

favourable result. 

 

 

6.3 Marking Scheme  
 

The thesis/project marking scheme RM form is to be strictly followed by both examiners 

independently.  

 

 

6.4 Thesis/Project Extensions 

 

In certain circumstances, you may find it necessary to request an extension for your thesis/project 

submission. Here are the key details regarding thesis/project extensions: 

 

• You can request an extension for up to three months, and you have the option to make 

this request three times. 

• To apply for an extension, notify MLI at least one month before your planned thesis/project 

submission date. You can complete the ‘Thesis/Project Extension Form’ in Appendix 7. 

• Extension requests will be considered case-by-case, considering your specific 

circumstances. 
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• The ‘Thesis/Project Extension Form’ requires completion by you, the student. However, 

Section 3 of the form should be filled out by your supervisor. This ensures that your 

supervisor is aware of and supports your extension request. 

• Afterwards, send an email requesting an extension to academia@adminassociations.com  

Please remember to always copy admissions@adminassociations.com  and attach the 

completed form. If this is your first time applying for an extension, a fee of €700 must be 

paid – always check beforehand with an MLI representative as tariffs may change 

accordingly.  Only after the payment is settled, an email will be sent granting the extension 

for 3 months. 

• Additionally, your supervisor should send the most recent progress report to 

academia@adminassociations.com (if not already submitted). Keeping your supervisor 

informed about your progress and extension request is essential to streamline the 

process. 

• When requesting an extension, ensure that you provide a valid reason for the extension 

and maintain clear communication with your supervisor throughout the process. It is 

important to exercise careful discretion when incorporating extensions to guarantee the 

successful finalisation of your thesis/project. 

 

 

 

7. The MLI Thesis and Ethics Board 
 

The MLI Thesis and Ethics Board is crucial in the thesis/project proposal review and approval 

process. Here are key details regarding the board’s function and composition: 

 

• The Thesis and Ethics Boards review thesis/project proposals. They can approve 

(conditionally and/or unconditionally) or refer proposals back to students for necessary 

revisions. 

• Depending on the number of students, there may be more than one Thesis and Ethics 

Board in operation. 

• Each board has four to six members, all holding at least an MQF Level 7 Qualification 

from a recognised educational institution. 

• Board members are assigned to review specific thesis/project proposals and provide 

feedback reports to the assigned supervisors. 

• The board holds a 3-hour session to discuss any queries related to the Research Proposal 

Forms submitted by students. 

• Board members must declare any potential conflicts of interest to maintain transparency 

and integrity in the review process. Conflict of interest situations include reviewing 

proposals of colleagues, relatives, or individuals they may supervise. 

o Board members cannot participate in decisions about the research proposals they 

plan to supervise. 

o Board members must abstain from decisions on proposals involving their relatives. 

o Board members cannot contribute to decisions regarding their colleagues’ 

proposals. 

o This rigorous process ensures fairness and ethical conduct throughout the 

evaluation of thesis/project proposals. 

mailto:academia@adminassociations.com
mailto:admissions@adminassociations.com
mailto:academia@adminassociations.com
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8. Communication 

We encourage our students to utilise the Learning Management System (LMS) to contact 

Customer Care at MLI for administrative matters. Please note that exceptions for emails related 

to thesis/project queries or academic issues can be made. 

Please use the designated form for students requesting extensions on their thesis/project. 

Extensions should be send to academia@adminassociations.com whilst also copying 

admissions@asminassociations.com (Customer Care at MLI on the LMS) 

Your cooperation is valued, and our dedication to delivering top-notch support to our students and 

staff remains unwavering. Please contact us without hesitation if you have any inquiries or need 

additional clarification regarding these updates. 

 

9. Appendices 
 

Appendix 1: The Principles of Ethical Research Conduct 

(Adapted from the European Commission’s Twelve Golden Rules to Ethical Research Conduct) 

1. Ensure that you observe all ethical requirements where research is to be conducted. 

2. Respect the integrity and dignity of persons, even in case of perceived greater benefits. 

3. Any anticipated risks (physical, psychological, legal) should be communicated clearly to 

the participants involved in your research. 

4. Acknowledge the individuals’ rights to privacy and personal data protection. 

5. Fulfil the requirement of informed consent and continuous dialogue with the research 

participants to keep them informed. 

6. Do not impose more than is necessary on research participants by going beyond stated 

objectives [principle of proportionality]. 

7. Listen to the public and engage with them in constructive dialogue transparently, honestly 

and with integrity. 

8. Ensure that you recognise the wholeness of an individual and that any modification 

(genetic or technological) does not interfere with this principle. 

9. Take all precautions to prevent being openly available for misuse or malignant use by 

terrorists or military organisations. 

mailto:academia@adminassociations.com
mailto:admissions@asminassociations.com
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10. Any widely shared expressions of concern about threats from research must be 

considered if they are not to benefit society at large, accepting that certain research 

practices might have to be abandoned. 

11. Respect biodiversity and not impose irreversible change threatening the environment or 

ecological balance. 

12. In case your research involves animals: 12.1. Treat animals with respect and ensure 

humane conditions during all stages of the research. 12.2. Design animal research based 

on the 3 Rs Principles: 12.2.1. Reduce – involving the least number of animals possible. 

12.2.2. Replace – opt for non-animal methods wherever possible if you can achieve the 

same scientific aim. 12.2.3. Refine – all research methods involved should aim for animal 

welfare, minimising potential pain, suffering, and distress as much as possible. 

Resultantly, to be able to put into practice the above-mentioned ethical principles, an information 

sheet and a consent form are to be devised. Refer to Appendix 2 for templates. Participants (or 

the participants’ guardians) must be given adequate time to read the information sheet and 

consent form before signing. They will be given a copy of the information sheet and signed 

consent form. 

The information sheet and consent form shall contain the following information: 

1. A statement that the study involves research. 

2. A brief explanation of the purpose of the research. 

3. The expected duration of the research participant’s involvement. 

4. A description of the procedures to be followed. 

5. A statement on whether it can be foreseen that research participants may experience any 

risks or discomfort, which may be psychological or/and physical. Suppose any such risks 

or discomforts are foreseen. In that case, a description of such risks or discomforts shall 

be included in the consent form, together with information about where research 

participants may obtain psychological and emotional support. If no risks are foreseen, this 

should be stated. 

6. Describe any benefits to the participant or others that may be expected from the research. 

If no benefits are foreseen, this should be stated. 

7. A statement that participation is voluntary, refusal to participate will involve no penalty or 

loss of benefits to which the participant is otherwise entitled, and that the participant may 

discontinue participation at any time without giving a reason and without penalty or loss of 

benefits to which the participant is otherwise entitled. 

8. A statement on what is done with the data gathered about/from participants who 

discontinue participation. 

9. A statement describing the extent to which confidentiality of records identifying the subject 

will be maintained, who has access to them, and for how long they will be stored. 

10. A statement informing research participants about their rights under the General Data 

Protection Regulation (GDPR) and the Malta Data Protection Act 2018 to access, rectify, 

and erase the data concerning them where applicable. 10.1. Any personal data collected 

during the research shall be processed fairly and lawfully. 10.2. Personal data shall not be 

retained longer than necessary. 10.3. All measures shall be taken to anonymise data if 

possible and ensure confidentiality. 
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11. Name and contact details of the researcher and supervisor (if applicable). This enables 

research participants to exercise the right to request written information about their data 

being processed and to request further information about the research. 

Additional details must be included in the consent form if the research involves: (A) Children or 

participants who cannot give informed consent - the consent form shall be signed by the research 

participant’s legally authorised representative (usually the parent or guardian). Moreover, children 

are to consent, i.e., their agreement to participate. (B) Vulnerable groups (children, prisoners, 

persons with disabilities, substance abusers, and economically or educationally disadvantaged 

persons) - include a statement that the integrity and dignity of research participants shall be 

respected, and that informed consent shall be obtained, outlining in detail the safeguards that will 

be used to ensure the rights and welfare of these participants. (C) More than minimal risk – an 

explanation as to whether any medical treatments are available if injury occurs and, if so, what 

they consist of, where further information may be obtained, and whom to contact in the event of 

a research-related injury to the research participant. 

References: 

1. European Commission, 2013. Ethics for Researchers: Facilitating Research Excellence in 

FP7. Luxembourg: Publications Office of the European Union. Accessed on 13 April 2020 

from: https://ec.europa.eu/research/participants/data/ref/fp7/89888/ethics-for- 

2. University of Malta, 2019. Research Code of Practice. Accessed on 13 April 2020 from: 

https://www.um.edu.mt/__data/assets/pdf_file/0011/338942/ResearchCodeofPractice.pd

f 
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https://www.um.edu.mt/__data/assets/pdf_file/0011/338942/ResearchCodeofPractice.pdf
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Appendix 2: Research Proposal 

Research Proposal Form 
Instructions: 

• You are to fill out ALL sections highlighted in yellow.  

• You are NOT to remove or replace text in black or modify any subheadings. 

Leave everything as is. Only write in the textboxes highlighted in yellow. 

• The textboxes will expand with the text you write.  

Section 1: Student and Thesis/Project Details 

Student Name & Surname:  Enter your name & surname in full 

MLI Number: Enter your MLI number 

Proposed Title:Enter your proposed title; it should give a clear indication of what your 

thesis is to be about. This may be modified further on.  

Proposed Supervisor and/or name of a suitably qualified person with whom the 

proposed study has been discussed: Leave blank if you don’t have a supervisor in 

mind. MLI will take care of assigning a supervisor.  

Section 2: The Research Proposal 

2.1. Introduction (c. 600 words) (M.Ed. c. 400 words) 
 

Include a brief description of the topic HERE to introduce the research area. Mention 

the main conclusions from literature and identify any research gaps.  

AIM 

State the AIM of the research: what do you want to achieve by carrying out this 

research? It should be broad in scope yet focused. You should have only ONE Aim.  

OBJECTIVES 

These are more specific than the aim. You need to outline the particular issues that 

you need to address in order to achieve the stated aim. Refer to the example in class 

as a model. It is suggested to have between 2-3 objectives. 

RESEARCH QUESTIONS/HYPOTHESES 

These are more specific than the objectives and specify the various insights and 

information that need to be collected in order to achieve the objectives.  

This section has to be properly referenced including accurate in-text citations and a 

reference list at the end of this section 2.1.  
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2.2. Background (c. 1,500 words) (M.Ed. c. 1,000 words) 
 

Here you need to show:  

i) that you have reviewed the work of the major authors in your research field;  

ii) that you are familiar with the major themes relevant to the subject area 

chosen; and  

iii) what further investigations you intend to pursue as part of this Thesis/Project.  

 

This section has to be properly referenced including accurate in-text citations and a 

reference list at the end of this section 2.2. 

 

2.3. Methodology (c. 500 words) (M.Ed. c. 400 words) 
 

In this section you need to discuss the methods you will be deploying in order to 

achieve your stated research objectives.  

You will need to justify why you chose those particular methods and explain why they 

are the most appropriate for this particular research.  

You should also explain the constraints you may face in terms of access, time and so 

on.  

You should also include a brief explanation on how you are going to analyse the data 

This section has to be properly referenced including accurate in-text citations and a 

reference list at the end of this section 2.3. 

 

2.4. Ethical Considerations 
 

For Research Involving Human Subjects you need to fill out this section after 

reading carefully The Principles of Ethical Research Conduct in Appendix I 

of this form. You may NOT commence work on your Thesis/Project without the 

UNCONDITIONAL approval by the MLI Thesis/Project and Ethics Board.  

The Approval from the MLI Thesis/Project and Ethics Board shall be either 

UNCONDITIONAL or CONDITIONAL. An UNCONDITIONAL ETHICAL 

APPROVAL implies that you have permission to carry out your research. 
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CONDITIONAL ETHICAL APPROVAL means that you cannot carry out your 

research BEFORE submitting the necessary documentation to EXTERNAL ETHICAL 

BOARD(S). For instance, if your research involves students attending state 

schools, ethical approval from the Ministry of Education is necessary. You may not 

commence work on your Thesis/Project without the approval by BOTH the MLI 

Thesis/Project and Ethics Board and by the Ministry of Education. Other External 

Ethical Board Approvals by the respective Ministry/department may be necessary 

depending on the participants you plan to involve in your research. 

Re B.Ed: External Ethical Board Approvals (to apply after being granted approval 

from MLI Thesis/Project and Ethics Board) – Useful Links:  

● Request for Research in State Schools: 

https://researchandinnovation.gov.mt/en/Pages/Request-for-research-in-

state-schools.aspx 

● Request for Research in Church Schools: send an email with the required 

documentation to laila.sekkaki@maltadiocese.org  

● Request for Research in Private Schools: for independent schools, ask 

Head of Schools for Guidance on their Ethics Policy to conduct Research. 

2.4.1. Will project involve collection of primary data from human participants? 

Choose an option from the drop-down menu.   

If NO, proceed to sub-section 2.4.2 – Ethics Self-assessment Checklist. 

If YES, explain a) human participants’ characteristics (min-max participants, age, 

sex, other); b) how they will be recruited; c) what they will be required to do; d) 

duration of participation; e) how participants may benefit; f) whether any form of 

reward/compensation is to be offered. Leave paragraphs a) to f) lettered – do not 

amalgamate in one paragraph. 

a) Explain human participants’ characteristics, including details on min-max 

participants, age, sex, and other relevant details 

 

 

b) Explain how participants will be recruited – one is to avoid contacting the 

potential participants directly, due to GDPR. 

 

 

c) Explain what the participate will be required to do, e.g., take part in an 

interview … 

https://researchandinnovation.gov.mt/en/Pages/Request-for-research-in-state-schools.aspx
https://researchandinnovation.gov.mt/en/Pages/Request-for-research-in-state-schools.aspx
mailto:laila.sekkaki@maltadiocese.org
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d) Explain the duration of participation, e.g., the interview shall take 

approximately 45 minutes to 1 hour to complete 

 

 

e) Explain how the participants may benefit; e.g., there are no foreseeable 

benefits from participating in this interview 

 

 

f) Explain whether any form of reward/compensation is to be offered, e.g. No 

form of reward or compensation is to be offered. 

 

 

 

2.4.2. Ethics Self-Assessment Checklist 

Instructions to complete Table-1: Ethics Self-Assessment Checklist:  

● Mark with a ‘Yes’ or ‘No’ the following questions.  

 

Table-1: Ethics Self-Assessment Checklist Mark with a 

‘Yes’/’No’ 

Section 1: Human participants [Skip Section 1 if your research does not involve 

data collection from human participants] 

1 Risk of harm to participants: Are your participants at risk of harm? 

(Physical, psychological, legal, economic, social, etc.)  

 

2 Physical intervention: Does your research involve non-harmful 

physical intervention on participants which may raise ethical 

concerns in your discipline? 

 

3 Vulnerable participants: Are there participants considered 

vulnerable (e.g. children, prisoners, persons with disability, 

substance abusers, or economically or educationally 

disadvantaged persons, or other)? 
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4 Identifiable participants: Are there participants whose identity 

may be revealed in your research data, even though they have 

not given explicit consent to be so identified? 

 

5 Special Categories of Personal Data (SCPD): Do you plan to collect  

SCPD (sensitive personal data), which, for identifiable 

participants (in records, data and/or  publication), reveals 

race or ethnic origin, political opinions,  religious or 

philosophical beliefs, membership in a trade union, genetic  or 

biometric data that may uniquely identify a natural person, 

health,  sex life and/or sexual orientation? 

 

6 Human tissue/samples: Will your research involve the collection 

of human tissue/samples?  

 

7 Withheld info assent/consent: Do you plan to withhold 

information from potential participants regarding the nature of 

the research when you seek to obtain assent/consent? 

 

8 Use of ‘opt-out’ instead of the ‘opt-in’ method.  Will any participants 

be included in your study without providing explicit consent? 

 

9 Deception in data generation: Do you plan to actively provide 

false/misleading information or passively withhold 

information during the process of data generation (e.g. 

experiments, use of placebos, scenarios, games)?  

 

10 Incidental findings: Could your research generate incidental 

findings that may need to be communicated to participants?

  

 

Section 2: Unpublished secondary data [Skip Section 2 if your research does not 

involve use of unpublished secondary data]. 

11 Human: Was the data collected from human participants?   

12 Animal: Was the data collected from animals?  

 

 

13 No written permission: Is written permission from the data 

controller of the original data still to be obtained?  

 

Section 3: Animals [Skip Section 3 if your research does not involve primary data 

collection from animals]. 

14 Live animals, lasting harm: Does your research involve taking live 

animals out of their natural habitat for use in procedures or where 

such removal may cause the animals lasting harm? 
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15 Live animals, harm: Is there a risk that your research causes 

harm to live animals? 

 

16 Dead animals, illegal: Does your research involve the use of dead 

animals (or their tissue/samples) that have not been acquired legally 

or from a legal source? 

 

Section 4: General Considerations [TO BE CONSIDERED FOR ALL PROJECTS] 

17 Cooperating Institution: Do you need permission from a 

cooperating institution (e.g. from MFED in case of participant 

students attending public schools)? 

 

18 Risk to researcher/s: Does this research expose any members of 

the research team to any significant foreseeable risk that 

would require precautionary measures over and above those 

typically required in their line of work? 

 

19 Risk to environment: Is there significant foreseeable risk that 

your research can cause harm to the environment?  

 

20 Commercial sensitivity: Does your research make use of data that 

may be commercially sensitive? 

 

Section 5: Other potential risks [TO BE CONSIDERED FOR ALL PROJECTS] 

21 Other potential risks for research ethics and data protection. Does 

your research present other potential risks which may arise 

from: 

• conflict of interest; 

• the harvest of social media data;  

• the involvement of low income and/or lower middle-

income countries;  

• the import and/or export of records, data, materials and 

specimens;  

• the need for special permits/licences to employ specific 

constructs/tests;  

• the researcher/s having a dual role;  

• and/or the dual use/misuse of research 

• other potential risks not mentioned above? 

 

 

If you answered ‘YES’ to ANY of the 21 questions constituting the Ethics Self-

Assessment Checklist above [Table-1], you are to complete sub-section 2.4.3. 

2.4.3. Detailed Evaluation of Potential Ethical Concerns/Issues 

Box-1 below details the information you are requested to provide. You are to provide 

an explanation as specified in Box-1 below ONLY for those questions which you have 

answered ‘YES’ for in Table-1.  



 39  

 

 

BOX-1: Description of Detail Needed pertaining to the 21 Questions of the Ethical 

Self-Assessment Checklist 

 

Section 1: For projects that involve primary data collection from human participants 

 

Q1. Risk of harm to participants: Please explain: i. whether and how participants risk any 

harm (physical, psychological, legal economic or social) by participating in the 

research; ii. why such risks are unavoidable; iii. what safeguards you have taken 

to minimise the risk.   

Q2. Physical intervention on participants: Please provide a brief risk assessment of each 

technique used and a brief overall risk assessment.  

Q3. Vulnerable participants: Please explain: i. the nature of the vulnerability; ii. what 

safeguards will be taken to protect vulnerable participants (e.g. by not stigmatising 

participants, not putting undue pressure, implementing safeguards while 

processing consent, providing contact details for professional help should this be 

required, safeguarding privacy, providing compensation, etc.  If participants are 

unable to give consent, please explain how you intend to obtain their assent; if 

this is not possible,- please explain why. 

Q4. Identifiable participants: Please elaborate on: i. the nature of the records, their storage, 

security, traceability, identifiability of participants and access to research records; 

ii. how participants will be protected when disseminating results (e.g. 

pseudonyms, coding, making data attributable with consent); iii. plans for 

retention and destruction of the records.   

Q5. Special Categories of Personal Data (sensitive personal data): Which of the following data 

categories are collected, if any? i. race and ethnic origin; ii. political opinions; iii. 

religious and philosophical beliefs; iv. trade union memberships; v. health status; 

vi. sex life or sexual orientation; vii. genetic information; viii. biometric data that 

may uniquely identify a natural person. Please describe.   

Q6. Collection of human tissue/samples: Please elaborate on: i. the nature of materials and/or 

biological tissue/samples, their storage, security, traceability, identifiability, and 

who has access to them; ii. plans for retention and destruction.  

Q7. Withholding information at consent/assent: Please explain: i. the nature of the 

information withheld; ii. why withholding information is necessary; iii. whether and 

how participants may be given the information at any point during the research.   

Q8. Opt-out consent/assent: Please explain: i. the nature of the consent; ii. why opt-out is 

necessary; iii. how you will ensure that participants are able to make an informed 

choice concerning whether to participate or opt out.   

Q9. Deception in data generation: Please explain: i. the nature of the deception; ii. why this 

is unavoidable and why you have rejected alternative methods of conducting 

research; iii. whether the information is likely to be significant to subjects; iv. what 

explanation for deception and debriefing you give to participants following their 

participation.   

Q10. Incidental findings: Please elaborate on: i. the nature of potential incidental findings; ii. 

how such findings will be managed (participant consent to be informed, 

communication of information, etc.)  

 

In this sub-section you need to provide an explanation for those questions you have 
answered ‘YES’ to ONLY in Table-1. In order to give you a direction on the type of 

explanation needed for every question of the Ethics Self-Assessment Checklist, 
consult Box-1 below. 
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Section 2: For projects that involve use of unpublished secondary data   

 

Q11. Unpublished secondary data collected from human participants: Please indicate the 

nature of the data collected. In the case of data that has not been anonymised/coded 

and that could lead to the identification of persons, provide evidence that the research 

project from which the data has been generated was covered by data protection and 

ethics review (including participant consent for secondary use), or (if administrative 

data) evidence that the data controller had permission from subjects for secondary 

use of data and conformed to the requirements of the Data Protection Act and GDPR.  

 Q12. Unpublished secondary data collected from animals: Please indicate the nature of the 

data collected. If the source was a research project, provide evidence that the project 

was covered by ethics review 

 Q13. Unpublished secondary data (no written permission from data controller): Please 

elaborate.   

 

Section 3: For projects that involve primary data collection from animals  

 

Q14. Lasting harm to animals out of natural habitat: Please inform the Joint FREC Animal 

Research Sectoral Subcommittee and provide further information based on their 

guidance.  

Q15. Risk of harm to live animals: Please inform the Joint FREC Animal Research Sectoral 

Subcommittee and provide further information based on their guidance.  

Q16. Use of non-legal animals/tissue: Please inform the Joint FREC Animal Research Sectoral 

Subcommittee and provide further information based on their guidance.  

 

Section 4: General Considerations 

 

Q17. Permission from cooperating institution: Please explain: i. how the cooperating 

institution will be contacted; ii. whether the approval of another Research Ethics 

Committee or Data Protection Office is required.         

Q18. Risk to researcher/team: Please elaborate on: i. the nature of the risk; ii. why it is 

unavoidable; iii. the mitigating and/or compensating measures you plan to 

implement.   

Q19. Risk of harm to environment: Please elaborate on: i. the nature of the risk of harm to 

the environment; ii. why it is unavoidable; iii. the mitigating and/or compensating 

measures you plan to implement.   

Q20. Commercial sensitivity: Please elaborate on: i. the nature of the data; ii. how you plan 

to safeguard sensitive data.   

 

Section 5: Other Risks 

 

Q21a. Dual use and/or misuse: Please elaborate on: i. the nature of the risk of dual and/or 

misuse; ii. why this is unavoidable; iii. the mitigating and/or compensating measures 

you plan to implement.   

Q21b. Conflict of Interest: Please elaborate on: i. the nature of the conflict of interest; ii. how 

you plan to guarantee the impartiality of the research process given such conflict.   

Q21c. Dual role: Please elaborate on: i. the nature of the dual role; ii. how you plan to address 

issues that may arise, such as power imbalance, unwarranted surveillance, coercion 

of participants, exclusion of participants from other services, etc.   

Q21d. Permission/license to use research tools: Please explain: i. how you satisfy such 

criteria; ii. how you will obtain permissions/licenses when required.   

Q21e. Collaboration/data/material collection in low/lower-middle income country: Please 

elaborate on: i. the countries (of the researcher/s and the institution/s involved) and 

partners involved; ii. the resources, participants and materials involved; iii. whether 

and how you plan to implement capacity building measures, and if not, why not; iv. 
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whether and how you plan to implement benefit sharing measures, and if not, why 

not.  

Q21f. Import/export of records/data/materials/specimens: Please provide details on: i. the 

nature of the records, data and/or materials involved; ii. the countries involved; iii. 

legal and regulatory considerations; iv. licenses, permissions and/or safeguards 

necessary.   

Q21g. Harvest of data from social media: Please provide details. 

Q21e. Other considerations: Please provide details. 

 

2.4.4. Declaration 

I hereby declare that I have THOROUGHLY read The Principles of Ethical Research 

Conduct found in Appendix 1 of this application form. 

Choose an option from the drop-down menu. 

I hereby confirm that the answers to the questions above reflect the contents of my 

research proposal and that the information provided above is truthful.  

Choose an option from the drop-down menu. 

 

2.4.5. MLI Ethical Board Checklist 

Consult Table-2 below, and ensure that you have attached all the documentation 

below, before submitting your application. Mark with an ‘X’ as appropriate in Table-

2 below. 

 

Table-2: MLI Ethical Board Checklist  YES NOT 

APPLICABLE* 

In case of adults: Information Sheet and Consent 

Form for adult participants in English 

  

In case of children/vulnerable groups: Information 

Sheet and Consent Form for Parents/Guardians in 

Maltese and English 

  

In case of children/vulnerable groups: Information 

Sheet and Assent Form for Children in Maltese and 

English 

  

Approval from the person directly responsible for the 

participants (e.g. Head of School) in English 

  

Survey/Interview/Focus Group Questions etc. in 

Maltese and English 

  

 

*If not applicable, still mark with an ‘X’ under the ‘NOT APPLICABLE’ Column. 
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2.5. Timeframe (c. 100 words) 
 

Detail how you anticipate completing the Thesis/Project by the submission date. Give 

the months range on when the various Thesis/Project chapters (Introduction Chapter, 

Literature Review Chapter, Methodology Chapter, Data Analysis & Discussion 

Chapter, Conclusion Chapter) are to be completed. Use the following ‘Smart Art’ 

Graphic. The first box was filled out as an example of how it should be done. Keep 

the same format (obviously modifying the month/year as needed). 

 

 

2.6. Summary and Anticipated Conclusions (c. 300 words) (M.Ed. c. 200 words) 

 

This section is important because it gives the reviewer of your Thesis/Project 

proposal a better understanding of the most important information.  

Make sure that this is concise, clear and informative.  

Explain what are the anticipated conclusions for the research questions that you  

have developed to address the objectives and the general aim. 

Section 3: Signature and Dates 

March-April 
2021

• Introduction Chapter

[Text]

[Text] • [Text]

[Text] • [Text]
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Signature of Student:  Date: Click or tap to enter a date.   

 

FOR OFFICE USE ONLY (Not to be completed by the student) 

I. Considered by Thesis/Project & Ethics Committee on: 
 

Click or tap to enter a date. 

 

II. Requires Ethical Approval by External Board of Ethics (e.g. from MFED)? 

Choose an option 

III. Decision Reached by the MLI Thesis/Project & Ethics Board: 

Choose an option 

 

IV. Any Further Comments: 

 

 Click or tap here to enter text. 

 

 

 

Signature and Stamp: 
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Appendix 1: The Principles of Ethical Research Conduct 
 

(Adapted from the European Commission’s Twelve Golden Rules to Ethical Research Conduct) 

 

1. Ensure that you observe all ethical requirements where research is to be 

conducted (e.g. research in secondary schools requires ethical clearance from 

MFED) 

2. Respect the integrity and dignity of persons always, even in case of perceived 

greater benefits; 

3. Any anticipated risks (physical, psychological, legal) should be communicated 

clearly to the participants to be involved in your research; 

4. Acknowledge the individuals’ rights to privacy and personal data protection; 

5. Fulfill the requirement of informed consent and continuous dialogue with the 

research participants to keep them informed; 

6. Do not impose more than is necessary on research participants by going 

beyond stated objectives [principle of proportionality]; 

7. Listen to the public and engage with them in constructive dialogue, 

transparently, honestly and with integrity. 

8. Ensure that you recognise the wholeness of an individual and that any 

modification (genetic or technological) does not interfere with this principle. 

9. Take all precautions to prevent being openly available for misuse or malignant 

use by terrorists or military organisations. 

10.Any widely shared expressions of concern about threats from research must 

be considered if they are not to benefit society at large, accepting that perhaps 

certain research practices might have to be abandoned. 

11.Respect biodiversity and do not impose irreversible change that threatens the 

environment or ecological balance. 

12.In case your research involves animals: 

12.1. Treat animals with respect and ensure humane conditions during all 

stages of the research 

12.2. Design animal research based on the 3 Rs Principles 

12.2.1. Reduce – involving the least number of animals possible; 

12.2.2. Replace – opt for non-animal methods wherever possible if you 

can achieve the same scientific aim; 

12.2.3. Refine – all research methods involved should aim for animal 

welfare, minimising potential pain, suffering and distress as much 

as possible. 

Resultantly, to be able to put into practice the above-mentioned ethical principles, an 

information sheet and a consent form are to be devised. Refer to Appendix 2 for 

templates. Participants (or the participants’ guardians) must be given adequate time 
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to read the information sheet and consent form before signing. They are to be given 

a copy of the information sheet and signed consent form.  

The information sheet and consent form shall contain the following information: 

1. A statement that the study involves research; 

2. A short explanation of the purpose of the research; 

3. The expected duration of the research participant’s involvement; 

4. A description of the procedures to be followed; 

5. A statement on whether it can be reasonably foreseen that research participants 

may experience any risks or discomfort, which may be psychological or/and 

physical. If any such risks or discomforts are reasonably foreseen, a description 

of such risks or discomforts shall be included in the consent form, together with 

information about where research participants may obtain psychological and 

emotional support. If no risks are foreseen, this should be stated; 

6. A description of any benefits to the participant or to others which may reasonably 

be expected from the research. If no benefits are foreseen, this should be stated; 

7. A statement that participation is voluntary, refusal to participate will involve no 

penalty or loss of benefits to which the participant is otherwise entitled, and that 

the participant may discontinue participation at any time without giving a reason 

and without penalty or loss of benefits to which the participant is otherwise 

entitled; 

8. A statement on what is done with the data gathered about / from participants who 

discontinue participation; 

9. A statement describing the extent to which confidentiality of records identifying 

the subject will be maintained, who has access to them, and for how long they 

will be stored; 

10.A statement informing research participants about their rights under the General 

Data Protection Regulation (GDPR) and the Malta Data Protection Act 2018 to 

access, rectify, and where applicable erase the data concerning them.  

10.1. any personal data collected during the course of the research shall be 

processed fairly and lawfully.  

10.2. personal data shall not be retained for a period longer than necessary  

10.3. all measures shall be taken to anonymise data if possible and ensure 

confidentiality.  

11.Name and contact details of the Researcher and supervisor (if applicable). This 

enables research participants to exercise the right to request written information 

about their personal data being processed and to request further information 

about the research. 

Additional details required to be included in the consent form in case of research 

involving: 

(A) children or participants who are unable to give informed consent - 

the consent form shall be signed by the research participant's legally 
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authorised representative (usually the parent or guardian). Moreover, 

children are to give their assent, i.e. their agreement to participate. 

(B) vulnerable groups (children, prisoners, persons with disability, 

substance abusers, and economically or educationally 

disadvantaged persons) - include a statement that the integrity and 

dignity of research participants shall be respected and that informed 

consent shall be obtained, outlining in detail the safeguards that will be 

used to ensure the rights and welfare of these participants; 

(C) More than minimal risk – an explanation as to whether any medical 

treatments are available if injury occurs and, if so, what they consist of, or 

where further information may be obtained, and whom to contact in the 

event of a research-related injury to the research participant. 

References 

European Commission, 2013. Ethics for Researchers: Facilitating Research Excellence 

in FP7. Luxembourg: Publications Office of the European Union. Accessed on 13 April 

2020 from:https://ec.europa.eu/research/participants/ data/ref/fp7/89888/ethics-for-

researchers_en.pdf  

University of Malta, 2019. Research Code of Practice. Accessed on 13 April 2020 from: 

https://www.um.edu.mt/__data/assets/pdf_file/0011/338942/ResearchCodeofPractice.pdf 
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Appendix 2: Information Sheet & Consent Forms 

 

For educational purposes, it is recommended to use the information sheets and consent 

forms provided by the Ministry of Education (found in the Appendix). This ensures that 

when applying for external ethical clearance, no modifications will be required. Kindly take 

note of the following: 

 

- If you are going to involve adults (e.g., educators/parents) – you are to fill 

the form ‘Informed Consent Form Template for Research involving Adult 

Participants’ – only in English. 

- If you are going to involve minors (individuals under 18 years of age) – you 

are to fill 2 forms, one addressed to the parents (‘Informed Consent Form 

Template for Research Involving Children’), and one to the children (‘Informed 

Assent Form Template for Research with Children or Minors’) – in both 

languages. 

- The Letter to the Head of School/Organisation (‘Information Letter and 

Request for Permission to carry out Research Addressed to Head of School, 

Organisation, Institute Template’) is needed in almost all circumstances – only 

in English. 
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Informed Consent Form Template for Research involving Adult Participants 

 

1. Please note that this template is intended to assist the Researcher in the design of the 
informed consent form for adult participants. 

2. The informed consent form consists of two parts: the information sheet and the consent 
declaration. 

3. The template contains explanations in [   ] which are meant to guide the researcher, and are 
not to be included in the consent form. 

 

Informed Consent Form for [Adult Participants] 

[In the place of adult participants name the group of individuals who you are inviting to participate 

in the research, and for whom this consent is written.] 

Name of the Researcher: _____________________________________________________________ 

Title of Research: ___________________________________________________________________ 

 

This Informed Consent Form has two parts: 

• Information sheet (to share information about the study with you). 

• Declaration of Consent (for signatures should you choose to participate) 
 

Part I: Information Sheet 

 

Introduction 

[Briefly state who you are, what is the purpose of your research (for example, a research project as 

part fulfilment of a degree, from which higher educational institution), and what you are researching. 

State that you are inviting them to participate in the research that you are doing. Assure the 

participants that if they do not understand some words or concepts, you will take time to explain 

them.]   

Purpose of Research 

[Explain the research question in lay terms in a way that will clarify rather than confuse the 

participants – avoid using complex technical or professional jargon.]  

 

Info Sheet & Consent Form for Adult Participants 
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Type of Research Intervention / Procedure 

[Provide a brief introduction to the format of the research study. If your research involves 

observation, explain briefly what you will be observing and for which reasons. If your research 

involves focus groups, interviews or questionnaires, explain briefly the type of questions that the 

participants are likely to be asked, and if the questions may be of a sensitive nature or may potentially 

cause embarrassment, inform the participant about this. It may be helpful to the participant if they 

know from the very start what the research involves. If the researcher intends to use photographs, 

audio- / video-recordings, the participant should also be informed at this stage.] 

Participant Selection 

[Indicate why you have chosen this person to participate in this research. People wonder why they 

have been chosen and may be concerned.] 

Voluntary Participation – Right to Refuse or Withdraw 

[Indicate clearly that they can choose to participate or not, and that they do not have to take part in 

the research if they do not wish to do so. Assure them that their choosing to participate or not will 

not affect them adversely in any way. State clearly that they may opt to stop participating in the 

research at any time and without any consequence. It is important to state clearly at the beginning of 

the form that participation is voluntary so that the other information can be read in this context.] 

Duration 

[Include a statement about the expected time commitments of the research for the participant.] 

Risks and Benefits 

[Explain and describe any risks that you anticipate or that are possible. Also briefly explain and 

describe the benefits of the research project from which the individual, the community to which they 

belong, or society as a whole will benefit.] 

Confidentiality 

[Explain how the researcher will maintain the confidentiality of data with respect to both information 

about the participant and information that the participant shares, who has access to the data, and for 

how long this data will be kept. Explain to the participant that, in cases where research is sensitive 

or involves participants who are vulnerable, extra precautions will be taken to ensure safety and 

anonymity. Include a statement informing the research participant about their rights, under the Data 

Protection Act Chapter 586 and the General Data Protection Regulation (GDPR) (EU2016/679), to 

access, rectify or erase the data concerning them.]  

Sharing the Results 

[Your plan for sharing the findings with the participants should be provided. You may also inform the 

participant that the research findings will be shared more broadly, for example, through publications 

and conferences.]  

 



 50  

 

Who to Contact 

[Provide your contact information, and the name and contact information of your academic 

supervisor (where applicable). This enables the participant to request further information about the 

research, and to request information about how their personal information is being processed.] 

 

Part II: Declaration of Consent 

 

 I have been invited to participate in a research titled _______________________________ 
 I confirm that I have read and understood the above information, or it has been read to me, 

and that I agree to participate in this study.  

 I have had the opportunity to ask questions about the research, and any questions I have 
asked have been answered to my satisfaction.  

 I understand that I am free to contact the researcher or the researcher’s supervisor to seek 
further clarification and information. 

 I understand that my participation in this study is voluntary and that I am free to withdraw 

from the study at any time, without giving a reason and without consequence of any kind.  
 I understand that all data are anonymous and that there will not be any connection between 

the personal information provided and the data. 

 I understand that there are no known risks or hazards associated with participating in this 
study. 

 I consent to being audio- / video-recorded / photographed for the purpose of the research. 
(Delete if not applicable) 

 I consent to my data being transcribed, and that the data from the transcriptions will be kept 

(state where they are kept, which security arrangements have been taken, and who has access 
to this data) until (state a specific relevant period during which the data will be retained) 
(Delete if not applicable) 

 I understand that my identity will remain anonymous in any form of dissemination, written 
or otherwise. 

  

 

 

Name of Participant   Signature of Participant   Date 
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Informed Consent Form Template for Research Involving Children 

 

Please note that this template is intended to assist the Researcher in the design of the 
informed consent form for legally responsible parents / guardians of children/minors, or 

adults unable to give consent. 

The informed consent form consists of two parts: the information sheet and the consent 

declaration. 

The template contains explanations in [   ] which are meant to guide the researcher, and are 

not to be included in the consent form. 

 

Informed Consent Form  

For the Legally Responsible Parents/Guardians of Children/Minors 

 

Name of the Researcher: _____________________________________________________________ 

Title of Research: ___________________________________________________________________ 

 

This Informed Consent Form has two parts: 

• Information sheet (to share information about the study with you). 

• Declaration of Consent (for signatures if you agree that your child may participate) 
Part I: Information Sheet 

Introduction 

[Briefly state who you are, what is the purpose of your research (for example, a research 

project as part fulfilment of a degree, from which higher educational institution), and what 

you are researching. State that you are inviting them to have their child participate in the 

research that you are doing. Assure the parents / guardians that if they do not understand 

some words or concepts, you will take time to explain them.]   

Purpose of Research 

[Explain in lay terms why the research is being done and what is expected from the results. 

Explain why you need to conduct the research with children.  Your explanation should clarify 

 Info Sheet & Consent Form for Parents 
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rather than confuse the parents/guardians – avoid using complex technical or professional 

jargon.]  

Type of Research Intervention / Procedure 

[Provide a brief introduction to the format of the research study. Explain what each of the 

steps or procedures involve. Indicate when the research will take place ad where. If your 

research involves observation, explain briefly what you will be observing and for which 

reasons. If your research involves surveys, indicate where and how the surveys will be 

distributed and collected. If your research involves focus groups or interviews, explain 

briefly the type of questions that the children are likely to be asked, and if the questions may 

be of a sensitive nature or may potentially cause embarrassment, acknowledge this, try to 

anticipate the concerns and protective responses of the parents/guardians, and address 

these. It may be helpful to the parents/guardians if they know from the very start what the 

research with their child involves. If the researcher intends to use photographs, audio- / 

video-recordings of the children, the parents/guardians should also be informed at this 

stage.] 

Participant Selection 

[State clearly why you have chosen their child to participate in this research. 

Parents/guardians may wonder why their children have been chosen, and may be 

concerned.] 

Voluntary Participation – Right to Refuse or Withdraw 

[Indicate clearly that they can choose for their child to participate or not, and that they do 

not have to take part in the research if they do not wish them to do so. Assure them that 

choosing for their child to participate or not will not affect their child’s rights adversely in 

any way. State clearly that they may opt to stop participating in the research at any time and 

without any consequence. It is important to state clearly at the beginning of the form that 

participation is voluntary so that the other information can be read in this context. Also 

explain that their child will be asked to agree –or assent- and that the child’s concerns and 

wishes will be taken very seriously.] 

Duration 

[Include a statement about the expected time commitments of the research for the child, and 

any time commitments on the part of the parents/guardians.] 

Risks and Benefits 

[Explain and describe any risks that you anticipate or that are possible. Also briefly explain 

and describe the benefits of the research project from which their child, the community to 

which they belong, or society as a whole will benefit.] 
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Confidentiality 

[Explain how the researcher will maintain the confidentiality of data with respect to both 

information about the child and information that the child shares, who has access to the data, 

and for how long this data will be kept. Explain to the parents/guardians that, in cases where 

research is sensitive or involves participants who are vulnerable, extra precautions will be 

taken to ensure safety and anonymity. Include a statement informing the parents / guardians 

about their children’s rights, under the Data Protection Act Chapter 586 and the General Data 

Protection Regulation (GDPR) (EU2016/679), to access, rectify or erase the data concerning 

them.]  

Sharing the Results 

[Your plan for sharing the findings should be provided. You may also inform the 

parents/guardians that the research findings will be shared more broadly, for example, 

through publications and conferences.]  

Who to Contact 

[Provide your contact information, and the name and contact information of your academic 

supervisor (where applicable). This enables the parents/guardians to request further 

information about the research, and to request information about how the personal 

information of their children is being processed.] 

Part II: Declaration of Consent 

 I have been asked to give consent for my child to participate in a research titled 
___________________________________________________________________________ 

 I confirm that I have read and understood the above information, or it has been read 
to me, and that I agree for my child to participate in this study.  

 I have had the opportunity to ask questions about the research, and any questions I 
have asked have been answered to my satisfaction.  

 I understand that I am free to contact the researcher or the researcher’s supervisor 
to seek further clarification and information. 

 I understand that my child’s participation in this study is voluntary and that my child 
is free to withdraw from the study at any time, without giving a reason and without 
consequence of any kind.  

 I understand that all data are anonymous and that there will not be any connection 
between the personal information provided and the data. 

 I understand that there are no known risks or hazards associated with participating 

in this study. 
 I consent to my child being audio- / video-recorded / photographed for the purpose 

of the research (Delete if not applicable) 
 I consent to my child's data being transcribed, and that the data from the 

transcriptions will be kept (state where they are kept, which security arrangements 
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have been taken, and who has access to this data) until (state a specific relevant 

period during which the data will be retained) (Delete if not applicable) 
 I understand that my child’s identity will remain anonymous in any form of 

dissemination, written or otherwise. 
  

 

 

Name of Parents/Guardians  Signature of Parents/Guardians  Date 
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Informed Assent Form Template for Research with Children or Minors 

 

4. Please note that this template is intended to assist the Researcher in the design of the 

Informed Assent Form for children or minors. 

5. The language used should be at a level appropriate to the child’s age and 

development.  

6. The Informed Assent Form does not replace a consent form signed by the parents / 

guardians. The assent is in addition to the consent and signals the child’s willingness 

to cooperate in the study. 

7. The Informed Assent Form consists of two parts: the information sheet and the assent 

declaration. 

8. The template contains explanations in [   ] which are meant to guide the researcher, 

and are not to be included in the assent form. 

 

Informed Assent Form for [Children / Minors] 

[In the place of children / minors name the group of individuals who you are inviting to 

participate in the research, and for whom this assent is written.] 

Name of the Researcher: _____________________________________________________________ 

Title of Research: ___________________________________________________________________ 

 

This Informed Assent Form has two parts: 

• Information sheet (this gives you information about the study) 

• Declaration of Assent (this is where you write your name if you agree to participate) 

 

Part I: Information Sheet 

Introduction 

[This is a brief introduction to ensure that the child knows who you are, and that you are 

doing a research study. Tell the children your name and what you do (for example, that you 

are a student at …..). Briefly and simply explain to the child what you would like to do with 

them. It will be appropriate to inform the child that you have spoken to the 

parents/guardians, and that parental/ guardian consent is necessary for them to participate 

Info Sheet & Assent Form for minors/children 
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in the research. Assure the children that if they do not understand some words or concepts, 

you will take time to explain them.]   

Purpose: why are you doing the Research? 

[Explain the purpose of the research in clear, simple terms that children will understand.]  

Choice of Participant: Why are you asking me? 

[Like adults, children like to know why they are being invited to participate in this research. 

It is important to address any fears or concerns that the children might have about why they 

have been chosen.] 

Participation is voluntary – Do I have to do this? 

[State clearly, in a language that the children can easily understand, that they can choose to 

participate or not. State also that the parents / guardians have been asked for their consent 

for the child to participate or not.]  

Right to refuse or withdraw – Can I choose not to be in the research? Can I change my 

mind? 

[State clearly that they do not have to take part in the research if they do not wish to do so. 

Explain to the child that they may opt to stop participating in the research at any time, 

without giving reason and without any consequence.] 

Procedure: What is going to happen to me? 

[Provide a brief and simple explanation of the methodology that you are using in the research 

study for example, observation in class, a questionnaire). Focus on what is expected of the 

child. If the researcher intends to use photographs, audio- / video-recordings, the child 

should also be informed at this stage.] 

Duration 

[State how much time this is going to take.] 

Risks and Benefits 

[Explain and describe any risks to the child in clear, simple language.  Also briefly explain 

and describe how the child, the community to which they belong, or society as a whole may 

benefit from the research project.] 

Confidentiality: Is everybody going to know about this? 

[Explain the meaning of confidentiality in simple terms. Explain who will see the information 

about the child or the information that the child shares. Briefly explain that precautions will 

be taken to ensure their safety and anonymity.]  
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Sharing the Results: will you tell me the results? 

[Briefly explain using child friendly language, that the research findings may be shared, for 

example, in a book, but that confidential information will remain private at all times.]  

Who to Contact:  Who can I talk to or ask more questions? 

[Provide your contact information, and the name and contact information of your academic 

supervisor (where applicable), or any other person that the child can easily contact should 

they wish to ask more questions.] 

 

Part II: Declaration of Assent (for older children) 

 I have been invited to participate in a research study by  ________________________ 

 

 I have read and understood the above information, or it has been read to 
me, and I agree to participate in this study            ☺  

 I have had my questions answered, and I know that I can ask questions later 
if I have any   ☺  

 I understand that I do not have to take part in the research if they do not 
wish to do so  ☺  

 I know that I can stop participating in the research at any time, without 
giving any reasons and without any consequences ☺  

 I understand that all information about me, or what I say, will remain private 
☺  

 

 

______________________________  ______________________________ 

Name of Child                Date 
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Part II: Declaration of Assent (for younger children) 

 

 Ms / Mr [first name] has explained what she/he is studying.  

 

 

 Colour the Happy face if you feel 
good about helping Ms / Mr [first 
name] 
 

 

 Colour the Sad face if you do not feel 
good about helping Ms / Mr [first 
name] 

 

 

 

______________________________  ______________________________ 

Name of Child                Date 

 

 

 

 

 

 

 

 

 

 

 

 

 



 59  

 

 

 

Information Letter and Request for Permission to carry out Research   

Addressed to Head of School, Organisation, Institute  

- Template – 

 

Please note that this template is intended to assist the Researcher in the design of the 

information letter and permission to carry out research addressed to the Head of School, 

Organisation or Institute. 

This template consists of two parts: the information letter and the request for permission to 
carry out the research. 

The template contains explanations in [   ] which are meant to guide the researcher, and are 
not to be included in the letter. 

Information Letter and Request for Permission to carry out Research 

Addressed to Head of School, Organisation, Institute 

 [In the place of Head of School, Organisation, Institute please write the name the person/s 

who you wish to address.] 

Name of the Researcher: _____________________________________________________________ 

Title of Research: ___________________________________________________________________ 

Part I: Information Sheet 

Introduction 

[Briefly state who you are, what is the purpose of your research (for example, a research 

project as part fulfilment of a degree, from which higher educational institution), and what 

you are researching. State also who your tutor / supervisor is.]   

Purpose of Research 

[Explain the research question in lay terms in a way that will clarify what   your research is 

all about and what you intend to establish – avoid using complex technical or professional 

jargon.]  

Type of Research Intervention / Procedure 

[Provide a brief introduction to the format of the research study. If your research involves 

observation, explain briefly what you will be observing and for which reasons. If your 

Info Letter addressed to Head of School 



 60  

 

research involves focus groups, interviews or questionnaires, explain briefly the type of 

questions that the participants are likely to be asked, and if the questions may be of a 

sensitive nature or may potentially cause embarrassment, clarify that the participant will be 

informed about this. It may be helpful to the Head of School, Organisation or Institute if they 

know from the very start what the research involves. If the researcher intends to use 

photographs, audio- / video-recordings, the Head of School, Organisation or Institute should 

also be informed at this stage.] 

Participant Selection 

[Indicate why you have chosen this cohort to participate in the research. The Head of School, 

Organisation or Institute may wonder why that particular cohort has been chosen and may 

be concerned.] 

Voluntary Participation – Right to Refuse or Withdraw 

[Indicate clearly that the prospective participants can choose to participate or not, and that 

they do not have to take part in the research if they do not wish to do so. Assure the Head of 

School, Organisation or Institute that whether the participants choose to participate or not 

will not affect them adversely in any way. State clearly that the participants may opt to stop 

participating in the research at any time and without any consequence.] 

Duration 

[Include a statement about the expected time commitments of the research for the School, 

Organisation or Institute.] 

Risks and Benefits 

[Explain and describe any risks that you anticipate or that are possible. Also briefly explain 

and describe the benefits of the research project from which the individual, the community 

to which they belong, or society as a whole will benefit.] 

Confidentiality 

[Explain how the researcher will maintain the confidentiality of data with respect to both 

information about the participant and information that the participant shares, who has 

access to the data, and for how long this data will be kept. Explain that, in cases where 

research is sensitive or involves participants who are vulnerable, extra precautions will be 

taken to ensure safety and anonymity. Include a statement which states that the research 

participants will be informed about their rights, under the Data Protection Act Chapter 586 

and the General Data Protection Regulation (GDPR) (EU2016/679), to access, rectify or erase 

the data concerning them.]  
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Sharing the Results 

[Your plan for sharing the findings with the participants and the Head of School, Organisation 

or Institute should be provided. You may also inform the Head of School, Organisation or 

Institute that the research findings will be shared more broadly, for example, through 

publications and conferences.]  

Part II: Request for Permission to carry out Research 

[In this part  

● You will request permission to observe, carry out interviews or focus groups, or 

administer questionnaires. State with whom you intend to carry out the research.  

● Clearly state whether you intend to take photographs, or to audio or video record the 

sessions.  

● State also that the research project will abide by the General Data Protection Regulations 

at all times. 

● State also that the study has been approved by the Directorate for Research, Lifelong 
Learning and Employability (DRLLE) within the Ministry of Education and Employment. 
(kindly attach the Authorisation Letter). 

● Provide your contact information, and the name and contact information of your 
academic supervisor (where applicable). 

● Thank the Head of School, Organisation or Institute in advance for their co-operation.] 

 

 

 

Name of Researcher   Signature of Researcher    Date 
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Appendix 3: Front Page 

 

 

 

THESIS TITLE 

by 
 

 [Name Surname] 
 

 

Thesis submitted in partial fulfilment of the requirements for the Master’s in 

………  

(Area of Specialisation) 

 

 

Month Year 

 
 

MALTA LEADERSHIP INSTITUTE [MLI] 
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Appendix 4: Declaration of Originality 
  

Declaration of Originality 

 

This is to certify that, to the best of my knowledge, the content of this thesis is my own work. This 

thesis, submitted in partial fulfilment of the requirements for Masters in 

___________________________, has not been submitted for any degree or other purposes. 

 

 

Signature of:  ________________________                               Date: _____________________ 

 

 

 

Word Count: ______ words. 
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Appendix 5: Student Log Sheet 

 

Thesis Meeting Form (Student Log Sheet) 
 

The student is to keep a personal log of the discussion meetings with their thesis 

supervisor. 

Date & Time of 

Meeting 
(face-to-face OR 

online) 

Summary of Points 

Discussed 

Suggestions for 

improvement 

 

Meeting 1: 
 

Click or tap to enter 

a date. 
 

 
The aim of the first 

meeting is to discuss 

with the supervisor 

the general directions 

that shall be taken for 

the Literature Review 

& Methodology .  
 

The supervisor’s job is to give you 
suggestions and not to come up 

with strategies him/herself – that 
is your job!   

 
 

  

 

Meeting 2: 
 

Click or tap to enter 

a date. 
After meeting 1 and 

before this meeting, 

you should have 

submitted a draft 

version of the 

Literature Review & 

Methodology Chapter. 

 

The aim of this 2nd 

meeting is to discuss 

your work on the 

Literature Review and 

Methodology, and for 

the supervisor to 

suggest 
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improvements. You 

shall also 

communicate how you 

intend to present and 

analyse the results 

obtained or to be 

obtained so that the 

supervisor can offer 

his/her guidance.   

 

 

Meeting 3: 
 

After meeting 2 and 

before this meeting, 

you should have 

submitted a draft copy 

of the rest of your 

thesis, i.e. the Data 

Presentation, Analysis 

and Discussion 

Chapter, and the 

Conclusions & 

Recommendations 

Chapter. The aim of 

this third and last 

meeting with your 

supervisor is to 

discuss the Data 

Results and to receive 

overall feedback on 

your thesis. 
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Appendix 6: Supervisory Reports 

 

Supervisory Reports for Thesis Tutors 
 

 

Student Details 

Name of Thesis Supervisor   

Student Name & Surname  

 

Guidelines: 

1. As a thesis tutor, you are to carry out three formal supervisory meetings (usually starting 

after the proposal has been approved). 

2. After each supervisory meeting with the student, you are to complete the Thesis Progress 

Report, and a short report detailing the progress (or otherwise) of the student throughout 

their thesis journey. 

3. After completing all three supervisory meetings and their associated progress reports, you 

are to send them together via email to educationhos@maltaleadershipinstitute.com writing 

‘SUPERVISORY REPORTS_STUDENT NAME’ as the email subject. 

 

 

 

 

 

mailto:educationhos@maltaleadershipinstitute.com
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Thesis Progress Report No. 1  

(To be completed by the supervisor after first supervisory meeting) 

 

Date & Time of 

Meeting 

(face-to-face OR 

online) 

Summary of Points 

Discussed 

Suggestions for improvement 

 

Meeting 1: 

 

Click or tap to enter a 

date. 

 

 

The aim of the first meeting 

is to discuss with the student 

the general directions that 

shall be taken for the 

Literature Review & 

Methodology .  

 

Ideally, you assign the 

students attainable goals to 

reach before the next 

meeting for students to 

ultimately manage to draft 

the Literature Review and 

Methodology Chapters. 
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Please insert any additional comments on the student’s performance in view of the work you have been 

receiving, and on the progress s/he is making. 

 

Thesis Progress Report No. 2  

(To be completed by the supervisor after second supervisory meeting) 

Date & Time of 

Meeting 

(face-to-face OR 

online) 

Summary of Points 

Discussed 

Suggestions for improvement 

 

Meeting 2: 

 

Click or tap to enter a 

date. 

 

After meeting 1 and before 

this meeting, you should 
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have received a draft version 

of the Literature Review & 

Methodology Chapter from 

the student. 

 

The aim of this 2nd meeting 

is to further discuss their 

work on the Literature 

Review and Methodology 

Chapters, suggesting and 

also guiding them to carry 

out the necessary 

improvements. You shall 

also encourage the students 

to communicate how they 

intend to present and 

analyse the results in order 

to offer your guidance and 

support.   

 

 

 

Please insert any additional comments on the student’s performance in view of the work you have been 

receiving, and on the progress s/he is making. 
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Thesis Progress Report No. 3  

(To be completed by the supervisor after third supervisory meeting) 

Date & Time of 

Meeting 

(face-to-face OR 

online) 

Summary of Points 

Discussed 

Suggestions for improvement 

 

Meeting 3: 

 

Click or tap to enter a 

date. 

 

 

After meeting 2 and before 

this meeting, students 

should have submitted a 

draft copy of the rest of 

their thesis, i.e. the Data 

Presentation, Analysis and 

Discussion Chapter, and the 

Conclusions & 

Recommendations Chapter. 

The aim of this third and 
last meeting is to discuss 
the Data Results and the 

Conclusion & 
Recommendations Chapters 

and to receive overall 
feedback on their thesis. 
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Please insert any additional comments on the student’s performance in view of the work you have 

been receiving, and on the progress s/he is making. 

 

 

<< THE END >>> 
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Appendix 7: Thesis/Project Extension Form 

 

 

 

Thesis Extension Form 
 
Section 1: Student and Thesis Details 

 

Student Name & Surname:  Write your name & surname in full 

MLI Number: Write your MLI number 

Thesis Title: Write your thesis title, as approved by the Board of 

Theses and Ethics. 

Is this the first time you are requesting a thesis extension*?  

___________________________ 
 

* For the 1st extension (3-month period), a fee of €700 shall apply. 

Such extensions require approval from the MLI Thesis Board. 
Always verify current fees with an MLI Representative, as they may 
change accordingly.  
 

 
Section 2: Thesis Extension Request 

 
Why are you requesting an extension? Please attach any relevant 
documentation, if applicable. 

Explain the reasons for requesting an extension of your thesis 
submission deadline. Attach any relevant documentation that 
might help in justifying your situation for requesting an extension. 
 

Section 3: Supervisor Details (To be completed by the Supervisor, if 

applicable) 

 
Name and Surname of Supervisor:  Enter supervisor’s name & 
surname in full 

 
Signature of Supervisor: 
 
Date: 
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FOR OFFICE USE ONLY (Not to be completed by the student) 

Extension Number: 
 
Comments (IF APPLICABLE):  
 
------------------------------------------------------------------------- 

Decision Reached by the Thesis & Ethics Board (IF APPLICABLE): 
 
 
Date:                                              Signature & Stamp: 
 
 

 
 

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  
 

 



 74  

 

   Appendix 8: Thesis Submission Form 

 

THESIS SUBMISSION FORM 
 
Student’s MLI Number:    
 
Student’s Name & Surname  
 
Course                e.g. Top-Up B. Ed. In Inclusive 

Edu. 

 
Title of Thesis  
 
 
 
 
 
 
 
 I am hereby submitting one hard copy thesis to be kept at the MLI library.  
 
 
 

 
  Signature of Student                                     Name & Surname of Student (in CAPS) 
 
 
 
 
 
           Date of submission to MLI 
 
 
Submission Noted.  
 
(stamp and signature of MLI representative) 
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THESIS SUBMISSION GUIDELINES: 

 
• Hardbound Cover Specifications: 

 

o M.Ed. in Inclusive Education: Dark green cover with gold lettering. 

o M.B.A: Burgundy (dark red) cover with gold lettering. 

o M.Sc. in Nursing: Black cover with gold lettering. 

o M.Sc. in Applied Nutrition/M.Sc. in Applied Nutrition & Dietetics: Dark grey 

cover with gold lettering. 

● It is your responsibility to organise the binding and making sure copies are ready after the 

mark has been published.   
● Only ONE copy is to be submitted to MLI. Obviously, you might want to give a copy to your 

tutor and/or keep a copy for your kind selves (but this is completely up to you of course). The 

one copy to MLI is compulsory. 

● Only those who have received the thesis mark and passed are to print and hard bind it. 

● The thesis is to be printed on single-sided paper. 

● You need to print the whole thesis including the front page as well as all the appendices. 

● There is no font specified because the printing shop will not ask you for it as these are 

standard 

● In case the thesis title is too long to fit on the spine, shorten it. The most important thing is 

that the whole title is left on the front cover. 

● You are to submit one hard copy of the thesis at our premises (Valley Towers, Suite 9, Valley 

Road, Birkirkara BKR9022, Malta; opening hours are from 08:00 to 19:00 during weekdays). 

You need to bring with you two printed and filled out copies of the ‘Thesis Submission Form’ 

(previous page). One copy is to be kept by MLI, whereas the other copy will be signed by an 

MLI representative for you to keep as proof of your thesis submission. 

● Included are Figures 1-4, showing the hardbound copy for each of the course mentioned. 

These figures include details on the positioning of the text, the content to be written, the colour 

of the text (gold), and the colour of the hard cover. 
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Figure 1:  Front and side view of the thesis hard bound cover for the M.Ed. in Inclusive Education: 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 2:  Front and side view of the thesis hard bound cover for the M.B.A: 
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Figure 3:  Front and side view of the thesis hard bound cover for the M.Sc. in Nursing: 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 4:  Front and side view of the thesis hard bound cover for the M.Sc. in Applied Nutrition/ 

M.Sc. in Applied Nutrition & Dietetics: 
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FAQs (Frequently Asked Questions)  

 
 

 

What is the word limit of our thesis? 

 

The word count of the thesis depends on the Master's programme into which you are 

enrolled (pg. 4), and as per usual practice there is an allowance of plus or minus 

10% (excluding Title Page, Declaration of Originality, Table of Contents/Index, Abstract 

and References). If this number is exceeded, then the rest of the text will be discarded 

and disregarded by the person grading your thesis, as a form of penalty. Obviously, 

some marks will be lost in both cases, even if you fail to reach the minimum wordcount. 

 

Will quotes be considered as part of the word limit? 

 

a. Direct quotes from literature anywhere in the thesis (mostly these are found in the 

literature review): DO NOT COUNT as part of the word count. 

       

b. Direct quotes from the transcription of interviews of participants (these are found 

mostly in the analysis and the findings): These COUNT as part of the word count. 

 

It is not encouraged that one has long extracts from transcripts in the findings section 

but just short quotes from these transcripts to prove your conclusion.  

 

Will the words in tables (in the case of thesess) be considered as part of the word 

count? 

 

All words in all tables will be added to the word count, unless they are included in the 

appendix. Please also note that you are not allowed to paste tables as .jpeg images to 

bypass this rule - students who do this will be penalised. This means that all words in 

tables must be editable on the document.  

 

Where do we store the consent form that were signed by the participants? 

 

Filled out consent forms which can reveal the identity of the participants are not to be 

included in the Appendix as otherwise confidentiality cannot be guaranteed. Instead, 

you should store these consent forms somewhere safe where nobody can find them 

(until the mark has been issued – then you are to discard of them securely). Remember 

that you are responsible for storing the participants’ data as per the GDPR. From your 

end what you need to do is to include empty copies of the Information Sheet and 

Consent Form in the Appendix. Therefore, in the APPENDIX there should be an 

empty copy of Info Sheet & Consent Form(s) along with the interview OR 
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questionnaire questions (both languages). The Information Sheet & Consent 

Form for Adult Participants should be provided only in English however, if there 

are parents or children involved in your research, this has to be provided in both 

languages. 

 

Do we submit a copy of the transcripts in our thesis? 

 

In the case of theses entailing interview transcripts, it was decided NOT to include such 

transcripts in the Appendix. However, your tutor/supervisor or MLI can ask for such 

transcripts at any time. Alternatively, you can include bits and pieces from the 

transcripts (but not the whole transcripts as confidentiality might be compromised) in 

the appendix to give context to any direct quotes you shall be including in Chapter 4 of 

your thesis.  

 

How do we directly quote minor parts from our transcript in the Data 

Presentation and Analysis or Discussion Chapter (Chapter 4)? 

 

You are to directly quote from the transcripts by translating in English. Then in the 

Methodology Chapter, write a sentence claiming that since interviews/focus groups 

were held in Maltese, transcripts were translated in English. 

 

How do we check for the plagiarism percentage when it comes to our thesis and 

where do we submit our final version? 

 

This time around, when submitting your thesis, you need to pay attention to the 

plagiarism % as it will be through TURNITIN- it should not exceed 20% (after filtering 

out any bits that Turnitin might be picking out incorrectly, namely the following: 

the front page, table of contents, references [in-text references, reference list] 

and cited direct quotes from literature).  

 

THERE WILL BE TWO SUBMISSIONS OPEN: one called 'THESIS SUBMISSION - 

FINAL' and the other called 'THESIS: TO TEST FOR PLAGIARISM'. To test the 

plagiarism %, you are to first submit your thesis in the 'THESIS: TO TEST FOR 

PLAGIARISM' assignment; if the % exceeds the 20% threshold, you are to modify your 

thesis accordingly to reduce the plagiarism % below the 20% threshold. This 

submission will not be recorded on Turnitin so that when submitting your final version 

of your thesis, it will not be picked up as fully plagiarised. You may submit and check 

for plagiarism as many times as you want in that specific file.  

Then, only when you are convinced about the final version and after ensuring that the 

plagiarism % does not exceed the 20% you are to submit in the 'THESIS SUBMISSION 

-FINAL' assignment. The version submitted in the 'THESIS SUBMISSION -FINAL' is 

to be assigned the mark. 
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When do we need to submit a hardbound copy of our thesis? 

 

Your first submission will be a soft copy in PDF format. Once the marks are issued, 

you will be asked to submit a hardbound copy of the thesis. Further information 

regarding this matter will be communicated with you in the future. 

Will we be allowed to submit the thesis after the deadline? 

Keep in mind the thesis deadline date. Do not leave the submission of the thesis to the 

very last minute as technical issues might arise. YOU MUST ADHERE TO THE 

DEADLINE AS YOU SHALL NOT BE ALLOWED TO SUBMIT LATE. Those who do 

not submit on time will get an automatic fail. 

What if I feel that I will not be meeting the deadline? 

 

If you feel you are not going to meet the thesis deadline, one month before, you should 

consult with your tutor and fill out the 'Thesis Extension Form.’ Afterwards, send an 

email requesting an extension to academia@adminassociations.com. Please 

remember to always copy admissions@adminassociations.com and attach the 

completed form. If this is your first time applying for an extension, a fee of €700 must 

be paid – always check beforehand with an MLI representative as tariffs may change 

accordingly.  Only after the payment is settled, an email will be sent granting the 

extension for 3 months. 

 

<< THE END >> 
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