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1. Introduction

The aim of this policy is to establish a clear, consistent, and transparent framework for
managing all financial transactions related to payments at Malta Leadership Institute (MLI).
It ensures that all students, clients, staff, and stakeholders understand the payment
processes, obligations, timelines, and consequences of non-compliance.

2. Document Control

Version Section Responsibility Authorisation Date

Office of the Principal Jesmond Friggieri 31 January 2025

Finance Department

3. The Fundamental Principle of the Policy

This policy promotes financial integrity, accountability, and operational efficiency in line

with MLI’s commitment to providing high-quality educational services and maintaining
strong stakeholder relationships.

4. Policy Overview
3.1 Policy Purpose
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The purpose of this policy is to provide a standardized and transparent approach to the
management of all payment-related activities at Malta Leadership Institute (MLI). It aims to
ensure that all financial transactions—such as tuition payments, course fees, and other
charges—are handled in a consistent, timely, and fair manner. The policy is designed to
protect both the institution and its stakeholders by outlining clear payment expectations,
procedures, and responsibilities. Additionally, it supports the financial sustainability and
operational effectiveness of MLI.

3.2 Policy Scope

This policy applies to all students, parents or guardians (where applicable), corporate
clients, and any third-party sponsors involved in financial transactions with MLI. It also
extends to all staff members responsible for processing, managing, or overseeing payments
and related documentation. The policy covers tuition fees, course material fees, registration
fees, installment plans, refunds, penalties for late payments, and any other monetary
exchanges conducted within the framework of MLI’s programs and services.

3.3 Policy Key Principles

e Transparency: All payment terms, schedules, and obligations are clearly communicated
and accessible to stakeholders.

e Fairness: Payment processes are applied consistently and equitably to all individuals and
entities.

e Accountability: Both the institution and its clients are expected to adhere to agreed
payment terms and deadlines.

e Efficiency: Payment systems and procedures are designed to be user-friendly, timely,
and supportive of smooth operations.

e Confidentiality: All financial data is handled with strict confidentiality in compliance with
relevant data protection regulations.

3.4 Policy Review and Updates

This policy will be reviewed annually to ensure relevance, accuracy, and alignment with

evolving financial practices, regulatory requirements, and institutional priorities. The

Finance Department, in collaboration with the Academic and Administrative Management

Team, is responsible for initiating the review process and implementing necessary updates.

Any revisions will be approved by the MLI Executive Board and communicated promptly to

all relevant stakeholders.
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5.

5.1.
1.

Procedures

Procedures for Local/EU Students and MLI Staff
Students at application stage will determine whether they will be paying the course
in full in advance or else they will be paying by instalments.
According to the students’ choice, the Finance Department will issue a Request for
Payment and the Instalment Agreement (as per Appendix 2).
Once the payment of deposit or the full course fees are received, a Fiscal Invoice and
Receipt will be issued. Consequently, the MLI Administration will provide access to
the course through the LMS and other pertaining information according to MLI
Administration Policy and Procedures.
Fiscal Invoices and thereafter the respective receipt will only be issued once the
payment is received and the amount will be according to the payment received.
At the end of the course, a Declaration of Payment for Get Qualified Scheme or other
schemes as it may be determined from time to time will be issued automatically.

Procedures for International Students and MLI Staff
International Students are not allowed to make payments by instalments and they
should follow forthcoming procedure.
A prospective student who approaches MLI to apply, while provisionally asked to
submit documentation without application to assess his/her eligibility. After
preliminary vetting of the eligibility of the applicant, the International Office will ask
the student to apply officially.
After receipt of official application, in order to continue the vetting of the application
process a Request for Payment make payment for the registration fee of €250 (non-
refundable) plus for the application of VISA for VFS payment (the latter applies only
if the institute will apply for VFS appointment) plus deposit which should amount of
not less than €2000".
Once the Finance department confirm receipt of payment as per 5.3.3., the
International continues to officially vet the application and conduct the interview
and accordingly issue the necessary documentation for VISA application.
The International office will inform immediately the Finance Department that a
student has obtained his/her VISA and a Request for Payment is issued to pay the full
fees less the Registration Fee.

L ndian prospective students shall pay the deposit of 23600 Indian to the Indian account of LCTS

Associates pvt. In such a case, Request for Payment shall be issued from the LCTS Associates pvt. VFS
expenses and the deposit equivalent to not less than €2000 shall be paid to LCTS MLI International account.
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o Students following a course which is less than 12 calendar months have to
make the full payment as indicated in the Request for Payment. Fiscal Invoice
and Receipt shall be issued only once the payment is received.

o Students following a course which is more than 1 calendar year, an
Instalment Agreement is sent also with the Request for Payment indicating
the payment for the first year and subsequent years.

6. Once payments accordingly, are received, the Finance Department informs the
International Office that the student has made the payments so that the student
may proceed to start his/her studies.

7. Inthe event that prospective student obtain his/her VISA, the remaining balance of
the initial deposit shall be refunded less bank charges within 2 months from receipt
of information from the student or the Agent.

8. If commission fees are due, then the Finance Department shall proceed with
payments within two months from arrival of the student.

9. Atthe end of the course, a Declaration of Payment for Get Qualified Scheme or other
schemes as it may be determined from time to time will be issued automatically.

10. Deposits of International Students shall be paid to LCTS MLI International account
IBAN: MT68VALL22013000000040023741089 SWIFT: VALLMTMT. These deposits
shall be only transferred to the LCTS Ltd main account following the arrival of the
student in Malta after obtaining the VISA.

11. It is the duty of International Students or their Agents to inform Finance Department
that payments were effected.

5.3. Generic Procedures regarding Payments:

Full payment is due by the first day of the course. However, MLI offers the possibility of
paying by monthly pre-determined instalments. This carries an administrative fee of €50
which has to be paid with the deposit. Payments made cannot be transferred to third
parties. Unless the deposit on the application indicated in the table here under is paid,
the application remains pending.

In the event that for any reason the student opts out from the course, MLI needs to be
informed at least 10 (ten) days before the starting date of the course (even if the student
has already received the Letter of Acceptance) and the student will be entitled to a partial
refund according to the amount of deposit requested and the MQF Level of the course:
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MQF Level Full Amount of Registration Fee
Deposit Deposit (non-refundable) (part
(refundable) of the Deposit)
MQF Level 4 Eur 200 Eurl00 Eurl00
MQF Level 5 Eur 500 Eur250 Eur250
MQF Level 6 Eur 500 Eur250 Eur250
MQF Level 7 Eur 750 Eur250 Eur500

3. Refunds will be made in accordance with Consumer Protection law and any provisions

under this agreement do not deny the learner rights to take further action under the

Consumer Affairs Act. In order to apply for a refund, a written request has to be sent in to

admissions@maltaleadershipinstitute.com

4. Stopping/Cancellation, Suspension and Abandonment of Course:

In the event that learners are unable to continue their studies, they need to inform the office

by filling following form within 4 weeks from the last lecture they have attended to request

suspension of studies. In the event that the 4 weeks elapsed, the learner will automatically

be

considered that s/he abandoned her/his studies. They can send an email

to admissions@maltaleadershipinstitute.com

a. Suspension:

If MLI receives the request for suspension within the set time limit, the institute will
review the request for suspension of studies and if the request is granted, this will
be granted for a period of maximum ONE YEAR and the monies paid will be
transferred for completion of course after suspension of studies have passed. In the
event that there is a change in tuiton fee during the suspension period, the student
will be requestd to pay the difference in fee.

In the event that the student is not granted because the reasons are not valid
enough, as per contract, MLI shall not be liable to make any refunds.

Suspension of course and its approval will make them eligible to continue the course
at another date without losing the work done.

Fees Obligations on Cancellation, Resignation and Abandonment of Course:

In the event that a learner cancels, resigns from or abandons a course following
receipt of Letter of Acceptance and/or commencement of course, the learner is still
liable to pay the full course fees. If learners do not inform MLI that they are unable
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to continue the course without permission within 4 weeks from the last lesson
attended, they will be considered as they have abandoned the course. No refunds

will be given for monies paid and they have to restart afresh paying if they want to
restart the course.
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Appendix 1: Extra Fees over and above Tuition Fees

MLI - Extra Fees

Date of Effect

Fee for Referral of Assignment or Exam (2nd (each
As fi N 202
1 | and 3rd attempt) €25 attempt) s from November 2020
(?ther off.lual related visa documentation €25 As from May 2023
2 | (international students only)
3 | Request for Provisional Transcript €50 As from May 2023
4 | Re-issue of Certificate or Transcript €50 As from May 2023
5 | Official Letter of Course Completion €50 As from May 2023
6 | Instalment Admin Fee €50 As from July 2023
7 | Re-issue of Official Letters €50 As from May 2023
8 | Revision of Exam paper/Assignment €50 As from May 2023
9 | Re-Issue of Receipts/Statement €25 Applicable for Pre-2021
Extra Session with an Internal Tutor (in case
10 | of Dissertation) €50 (each) As from January 2021
11 | Provision of Copies of Assignments €50 (each) As from November 2020
Repetition of Module not within
ECT! 1 ECT
12 | Cohort/Course - up to Level 6 €100 st e, CUESQESE)
Repetition of Module not within (per
1 ECT
13 | Cohort/Course - Level 7 €150 ECTS) SOESQESTS)
Request for Independent Review for
14 | Complaint €1000 As from January 2022
Request for Personal Data (According to IDPC As from January
15 | Procedures) €50 2025
16 | 1st Dissertation Extension (Bachelor's) €500 As from 1st April 2024
17 | 2nd Dissertation Extension (Bachelor's) €500 As from 1st April 2024
18 | 1st Dissertation Extension (Masters) €700 As from 1st April 2024
20 | 2nd Dissertation Extension (Masters) €700 As from 1st April 2024
Dissertation Resubmission 2 (Bachelor's)
(one needs to also repeat the module,
21 | inclusive in price) €500 As from 1st March 2021
Dissertation Resubmission 2 (Masters) (one
needs to also repeat the module, inclusive in
22 | price) €700 As from 1st March 2021
23 | Resubmission of Dissertation Proposal €200 As from May 2023

Version: 31-01-2025
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Appendix 2: Instalment Agreement Template

Instalment Agreement

Name of the Student [Name of Student]
Student Registration No [MLI No]
Name of Course [Name of Course]
Price of Course [€EAmount]
Due Balance [€EAmount]
Start Date of [Date] End Date of Course [Date]
Course
Instalments:

Installment e Date of Amount Balance
Amount Payment
Full Balance

[EAmount] [Month]

[€EAmount] [Month]

[€EAmount] [Month]

[EAmount] [Month]

[EAmount] [Month]

[€EAmount] [Month]

[€EAmount] [Month]

[€EAmount] [Month]

[EAmount] [Month]

[€EAmount] [Month]

[€EAmount] [Month]
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[€EAmount] [Month]
[€EAmount] [Month]
[€EAmount] [Month]
[€EAmount] [Month]
[€EAmount] [Month]
[€EAmount] [Month]
[€EAmount] [Month]
[€EAmount] [Month]
[€EAmount] [Month]
[€EAmount] [Month]
[€EAmount] [Month]
[€EAmount] [Month]
[€EAmount] [Month]

I, [name of Student] agree that although all fees should have been paid by the start of the

course, as per Learner Agreement, MLI is allowing me to pay by monthly instalments. In

the event that,
1.

2.

| ask for suspension, drop from the course or officially resign, | am accepting that |

have fully pay the course fees for which | have been committed to follow, and

| do not affect the monthly instalment, MLI/LCTS Ltd may automatically add 8%

interest to the remaining amount to be paid.

| am also in agreement that | will be paying one-time instalment fee €50 with the

initial invoice.
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Name of Learner: ......ccccvveeeeevvciieeeeenenns School Principal: Jesmond Friggieri
ID Card NO: ..evveeeveiiieeeeeeeeee e SIBNATUIE .eeveiiiiieieeeeer e
Signature: ...

12

MLI Payment Policy & Procedures




OMLI Malta Leadership Institute

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

Appendix 3: Get Qualified Declaration of Payment
Date [Date]

To whom it may concern

This is to confirm that [Name of Student], ID No. [number] paid the Institute the total
amount of € [Amount] with respect to the [Name of Course].

We also confirm that the above total paid amount does not include any installment fees

and does not include more than 1 re-sit exam per module.

Best regards,

Institute’s Signature
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