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At the Malta Leadership Institute (MLI), we are dedicated to creating an environment that 

nurtures every student’s academic excellence, personal growth, and professional 

development. This document outlines the key policies and procedures governing student 

conduct, academic integrity, and the overall learning experience at our institute. These 

guidelines are crafted to cultivate a respectful, inclusive, and supportive community grounded 

in MLI’s core values: leadership, integrity, and lifelong learning. 

 

Our policies aim to uphold the highest standards, empowering students to maximise their 

educational journey. By following these guidelines, students will optimise their academic and 

personal growth and contribute to MLI’s positive reputation as a premier centre for 

leadership education and professional training. This document provides a clear framework for 

understanding students’ rights and responsibilities and the processes to address any 

challenges or concerns that may arise during their studies. 

 

Key areas covered include academic expectations, assessment protocols, attendance 

requirements, and disciplinary measures. Each section is designed to help students fully 

engage with their learning experience while supporting a mutual respect and accountability 

culture. Familiarising yourself with these policies will enable you to thrive within our dynamic 

learning community and help maintain MLI’s status as a leader in education and professional 

development. 

 

We encourage all students to review these guidelines thoroughly and embody the principles 

that define MLI—where leadership and integrity meet lifelong learning. The aim of this 

Handbook is to assist students during their studies whereby they have clear guidelines of the 

MLI policies and procedure in one place. However, they can still refer to the more detailed 

manuals that that they can find on the MLI website.  

2. Document Control 

 

Version Section Responsibility Authorisation Date 

1 Office of the Principal 

(Previously known as 
Student’s Policies and 

Procedures) 

Jesmond Friggieri 2018 

2 Administration and Student 
Support Department 

Administration and 
Student Support 

Manager 

30th March 2025 

https://maltaleadershipinstitute.com/policies/
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3. Fundamental Principle of the Student’s Policies and Procedures 
 

The Malta Leadership Institute (MLI)’ s student Handbook are founded on a core principle: 

cultivating a supportive, equitable, and professional learning environment that 

nurtures personal and academic growth. This principle reflects MLI’s commitment to 

providing all students with clear, actionable guidelines that promote integrity, respect, 

accountability, and fairness, empowering them to succeed in their studies and personal 

development. 

 

By adhering to these policies, MLI ensures that every student is treated with dignity, 

encouraged to take ownership of their learning journey, and equipped with the leadership 

and professional skills necessary for lifelong achievement. These policies are not just rules—

they are a framework designed to inspire excellence, foster personal responsibility, and 

prepare students for continued success in their academic and professional endeavours. 

4. Student Handbook Overview 

4.1. Purpose  

 
The Student Handbook is designed to provide a clear and comprehensive framework that 

aligns with the educational mission of the Malta Leadership Institute (MLI), while fostering a 

safe, respectful, and inclusive learning environment. These policies guide students in 

understanding their rights and responsibilities, ensuring a positive and enriching educational 

experience that reflects MLI’s core values of leadership, integrity, and excellence. 

 

Furthermore, the procedures outlined in this document establish fair and transparent 

processes for addressing issues or conflicts, ensuring that all matters are handled with 

consistency, equity, and respect. By adhering to these guidelines, students contribute to a 

supportive academic community and reinforce the institute’s commitment to high standards 

of conduct and mutual respect. 

  

4.2. Scope  

 
This Handbook apply to all students enrolled in any course or programme at the Malta 

Leadership Institute (MLI). They are applicable throughout the entire student lifecycle, from 

enrolment to programme completion. They govern every aspect of student engagement, 

including academic conduct, classroom behaviour, communication with faculty and peers, 

and participation in extracurricular activities or institute-sponsored events. 



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

   

 

6  MLI Student Handbook 
 

 

These policies also extend to online and remote learning environments, ensuring that 

consistent expectations are upheld regardless of the mode of delivery. By providing a 

comprehensive framework for both in-person and virtual interactions, MLI ensures that all 

students are held to the same high standards of professionalism, integrity, and respect across 

all settings. 

 

4.3. Key Principles 

The Student’s Handbook at the Malta Leadership Institute (MLI) is built on the following 

fundamental principles: 

• Integrity: Students are expected to uphold the highest standards of honesty and 

ethical behaviour in all academic and professional activities. This includes strict 

adherence to academic integrity, such as avoiding plagiarism, cheating, or any form of 

academic misconduct. Integrity is the foundation of a trustworthy and credible 

learning community. 

• Respect: MLI fosters a culture of mutual respect where every individual within the 

learning community is valued. Discrimination, harassment, or abusive behaviour will 

not be tolerated. Students are expected to treat peers, faculty, and staff with courtesy 

and dignity at all times, contributing to a supportive and respectful environment. 

• Accountability: Students are responsible for their actions, decisions, and commitment 

to their educational journey. They are expected to engage actively in their learning 

experience, meet academic and behavioural standards, and take ownership of their 

growth and development by these policies. 

• Inclusivity: MLI is dedicated to creating an inclusive environment that embraces and 

celebrates diversity. The policies are designed to ensure equitable participation and 

to provide every student with equal access to opportunities, regardless of background, 

identity, or ability. 

• Excellence: Students are encouraged to pursue academic and personal excellence. By 

fully using the resources and opportunities offered by MLI, students can strive to reach 

their full potential and achieve lasting professional and personal growth. 

4.4. Review and Updates  

 
The Student’s Handbook undergo regular review to ensure they remain relevant, effective, 

and aligned with the institute’s mission and the evolving needs of its students. These reviews 

are conducted annually or as needed, with any updates or revisions promptly communicated 
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to the learning community. Changes may be implemented in response to regulatory 

requirements, feedback from students and staff, or shifts in educational best practices. 

 

Students are encouraged to stay informed of any policy updates and to review the most 

current version of these guidelines regularly. Maintaining awareness of changes is essential, 

as compliance with the most up-to-date policies is expected throughout a student’s 

enrolment. 

5. Students’ Admission  
 

5.1. Before Applying: 

 

Students are provided with all relevant and current information about the course prior to 

applying. The Registrar, together with the Local Student Services Officer receiving any 

application, will try to answer any questions related to the course. However, if they do not 

feel satisfied, these questions might be passed to the Academic Support Department 

Manager or the Head of School for further guidance and advice.  

Before applying, students will be given general information about the course, including the 

time and date of the induction/first lesson, total number of lectures, a list of modules they 

will follow, along with the methods of assessment, the number of ECTS per module, the 

eligibility criteria for the programme, occupational relation, the career path after completing 

the course, the deposit and total price, the monthly instalment scheme, available discounts, 

information about the Get Qualified scheme, the link for the online application, and the date 

when the certificate will be issued. All of this information is sent via email to the prospective 

students. 

 

If there is a waiting list, the student will be informed accordingly and given a possibility of 

dates when the course will commence. 

 

5.2. Application Process 

Application Process for Local Students: 

• Students must complete the online application form http://bit.ly/LCTS_Form and sign 

the Student’s Agreement (Appendix 1) 

• Requests for exemption from modules based on prior learning must be submitted with 

a formal request at the time of application. A formal request must be filled in this 

application: https://form.jotformeu.com/jesfrig/rpl. Such a request should be made 

https://form.jotformeu.com/jesfrig/rpl


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

   

 

8  MLI Student Handbook 
 

at the time of application. A formal response will be issued within the first week of the 

course. 

 

Application Process for Non-EU Nationals: 

 

• Students must apply through the link: 

https://form.jotform.com/jesfrig/Internationalstudents and sign the Student’s 

Agreement (Appendix 1). Non-EU nationals can apply for the courses listed in Table 1 

below. 

• After verifying and vetting the application, students who meet the course’s eligibility 

requirements will be invited for an online interview. 

• If students pass from the interview, a non-refundable registration fee of €250 must be 

paid. 

• Once students are ready to submit the visa application, a 50% deposit of the course 

fee, in the case of a BA (Hons) in Business Leadership, a one-year fee, must be paid. 

Subsequently, supporting documents related to the visa will be provided. Students will 

have the opportunity to discuss related queries or difficulties regarding this process in 

an online meeting. 

• If the visa is accepted, students may proceed to Malta for the course after paying the 

remaining fees. If the visa is refused, the 50% course fee deposit will be refunded, 

except for the €250 registration fee.  

 

Courses Eligible for Non-EU Nationals: 

Course Name Fees Length of 

Course 

MQ

F 

ECTS Method of 

Learning 

Master of Business 

Administration (MBA) (Finance) 

Eur7500 78 weeks (Full-

time)  

7 90 Blended 

Master of Business 

Administration (MBA) 

(Entrepreneurship) 

Eur7500  78 weeks (Full-

time)  

7 90 Blended 

Master of Business 

Administration (MBA) (Human 

Resources) 

Eur7500 78 weeks (Full-

time)  

7 90 Blended 

Master of Business 

Administration (MBA) (Quality 

Assurance) 

Eur7500 78 weeks (Full-

time)  

7 90 Blended 

https://form.jotform.com/jesfrig/Internationalstudents
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Master of Business 

Administration (MBA) (Strategic 

Mgmt) 

Eur7500 78 weeks (Full-

time)  

7 90 Blended 

Postgraduate Diploma in 

Business Leadership (Finance) 

Eur6000 52 weeks (Full-

time) 

7 60 Blended 

Postgraduate Diploma in 

Business Leadership 

(Entrepreneurship)  

Eur6000 52 weeks (Full-

time) 

7 60 Blended 

Postgraduate Diploma in 

Business Leadership (Human 

Resources) Modules 1, 2, 3, 4, 5, 

8, 14, 15. 

Eur6000 52 weeks (Full-

time) 

7 60 Blended 

Postgraduate Diploma in 

Business Leadership (Quality 

Assurance) – Modules 1, 2, 3, 4, 

5, 8, 16, 17. 

Eur6000 52 weeks (Full-

time) 

7 60 Blended 

Postgraduate Diploma in 

Business Leadership (Strategic 

Management) – Modules 1, 2, 3, 

4, 5, 8, 18, 19. 

Eur6000 52 weeks (Full-

time) 

7 60 Blended 

BA (Hons) Business Leadership Eur9000 136 weeks (Full-

time) 

6 180 Blended 

Certificate in the Care for the 

Elderly Person 

Eur5000 52 weeks (Full-

time) 

5 30 Blended 

Undergraduate Diploma in 

Nursing  

Eur3750 52 weeks (Full-

time) + Practical 

5 60 Blended 

Master in Nursing Eur10000 52 weeks + 

Dissertation 

7 90 Blended 

Bridging Course in Nursing for 

TCN (non-accredited) 

Eur3500 26 weeks 5 60 Blended 

Combination of Bridging Course 

with Nursing  

Eur12000 50 weeks + 

Dissertation 

5 +7 60+9

0 

Blended 

Masters in Applied Nutrition  Eur15000 150 weeks  7 90 Blended 

Masters in Applied Dietetics  Eur17000 150 weeks 7 90 Blended 

Certificate in Diplomatic 

Entrepreneurship Development 

Eur1200 26 weeks 5 30 Online/Internsh

ip 
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5.3. Acceptance: 

• Eligibility criteria must be verified, and necessary certificates must be presented 

before the course starts. 

• Students will receive a Conditional or Unconditional Letter of Acceptance, at least a 

day before the course commences. A ‘Conditional Letter of Acceptance’ is issued when 

the application has been accepted on a provisional basis. The students will not be 

allowed to continue attending this course unless they successfully complete the prior 

course that leads to this one. 

Refer to the flowchart below for a visual representation of the entire Course Preparation and   

Application Process, including steps related to student acceptance: 

 

 

 

 

 

 

 

 

 

 

 

5.4. Induction Session: 

• The Administrative & Student (Local/ International) Support department manager is 

responsible for the delivery and review of student induction. The MLI Principal 

oversees the content and effectiveness of the student induction experience. 
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• MLI offers student induction as the primary phase of the guidance and support 

services provided to students before joining our institute, which continues throughout 

their course. The induction process aims to:  

i. Assist students to integrate in the world of studying; 

ii. Introduce students to the skills, knowledge and demands of their programme; 

iii. Introduce students to MLI. 

• An induction session will be conducted for all the course participants, which notably 

includes: 

i. The work plan: lecture schedule, modules, and what is expected as an outcome 

from every module as an assessment; 

ii. Assessment criteria; 

iii. Introduction of Handbook of MLI – will be uploaded on the LMS platform: 

www.maltaleadershipinstitue.edu20.org  for future reference for the student; 

iv. Access to the course materials that will be uploaded before the 

commencement of the course on the LMS; 

v. Assessment formats: assignments, examinations, placements, etc; 

vi. Accreditation of the Qualification; 

vii. Meeting the MLI Principal and other staff that will be teaching the course; 

viii. Information about services offered to support the students during their studies 

such as Career Guidance, Coaching and Counselling; 

ix. Students’ Complaints Procedure - Students are requested to submit major 

complaints on the proper online form:  

https://form.jotform.com/jesfrig/complaint-form  

x. Access to the online EBSCO Library; 

xi. Refunds or subsidies (if applicable); 

xii. Reporting absences and other logistical issues; 

xiii. Any other information related to the course the participant is following or the 

procedures of MLI.  

 

5.5. Changes in Application: 

Requests to change the course level must be made at least two weeks before the start date 

and may require an additional deposit. If this change needs to pay an additional deposit, 

then this change will be only accepted on condition that MLI receives the correct deposit 

immediately. It is not recommended that students change the course if they have already 

started the programme for which they have applied. However, there can be these 

exemptions: 

 

http://www.maltaleadershipinstitue.edu20.org/
https://form.jotform.com/jesfrig/complaint-form
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• Upgrade Certificate to Diploma level or Diploma to a Bachelors Level or Post Graduate 

Diploma to Masters Level – The difference in tuition fees must be paid accordingly. 

• Downgrade from Diploma to Certificate or Bachelors to Diploma or Masters level to 

Post Graduate Diploma – The Tuition fee according to the original application will still 

be applicable; 

• Students might be passing through situations or unforeseen events that occurred 

during the programme whereby a special request is made to waive (a) or (b) to the 

MLI Council, and this is considered accordingly.  

 

 

 

5.6. Payments, Deposits and Refunds: 

 

• 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 must 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: 

MQF Level Full Deposit Amount of Deposit 

(refundable) 

Registration Fee (non-

refundable) (part of the 

Deposit) 

MQF Level 4  Eur 200  Eur100  Eur100 

MQF Level 5  Eur 500  Eur250  Eur250 

MQF Level 6  Eur 500  Eur250  Eur250 

MQF Level 7  Eur 750  Eur250  Eur500 

 

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

under this agreement do not deny the student 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 

 

mailto:admissions@maltaleadershipinstitute.com
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5.7. Stopping/Cancellation, Suspension and Abandonment of Course: 

 

• If students cannot continue their studies, they need to inform the office by filling out 

the following form within four weeks from the last lecture they addressed 

and request suspension of studies. If the four weeks elapse, the student will 

automatically be considered to have abandoned their studies.  

They can send an email to admissions@maltaleadershipinstitute.com 

• Suspension: 

 

i. 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 given for a maximum of ONE YEAR. The monies paid will be transferred for course 

completion after the suspension of studies has passed. If there is a change in tuition 

fee during the suspension period, the student will be requested to pay the difference 

in cost.  

ii. If the student is not granted because the reasons are not valid enough, as per 

the contract, MLI shall not be liable to make any refunds. 

iii. Of course, suspension and its approval will make them eligible to continue the course 

on another date without losing the work done. 

 

• Fees Obligations on Cancellation, Resignation and Abandonment of Course: 

 

i. If a student cancels, resigns from or abandons a course following receipt of the Letter 

of Acceptance and/or commencement, the student is still liable to pay the total 

course fees. If students do not inform MLI that they are unable to continue the 

course without permission within four weeks from the last lesson attended, they will 

be considered as if they have abandoned the course. No refunds will be given for 

monies paid, and they have to restart afresh by paying if they want to restart the 

course.  

5.8 Additional support for students with diverse needs: 

 

MLI offers support to students with diverse needs. The student must inform MLI of any 

individual needs on the application form so that appropriate support can be provided.  

6. Student Progression 

 

mailto:admissions@maltaleadershipinstitute.com
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The MLI Principal, in collaboration with the Administrative and Academic Managers, oversees 

the academic progress and overall well-being of all students. Their duties include: 

 

a) Monitoring student attendance to ensure consistent participation in lectures; 

b) Ensuring the timely submission of assignments while addressing any potential barriers 

to meeting deadlines; 

c) Providing support to students in assignment preparation, mainly when challenges are 

raised with the lecturer; and 

d) Gathering feedback from students to identify areas for improvement and enhance the 

learning experience. 

 

7. Pedagogical Methodology 
 

7.1. Lecturer and Tutor Proficiency: 

Lecturers and tutors must be adept in various pedagogical methods to ensure that all students 

can effectively engage with the course materials, comprehend critical concepts, apply learned 

skills, and ultimately develop proficiency in the subject matter. 

 

7.2. Module Structure: 

Each module will be organised into distinct topics that align with the competencies to be 

mastered. Lectures will be delivered through various instructional tools, including PowerPoint 

presentations, videos, and other relevant materials that enhance understanding. 

 

7.3. Instructional Alignment with Diverse Learning Styles: 

Lecturers must ensure that their teaching methods accommodate diverse learning styles. 

Strategies to achieve this include: 

 

• Clearly articulating the learning outcomes for each module; 

• Employing questioning techniques to assess comprehension and engage students; 

• Summarising critical information using visual aids or graphical representations; 

• Facilitating classwork and group activities with well-prepared handouts and task 

instructions; 

• Providing timely, constructive feedback to support student progress; 

• Offering flexibility with learning timelines and providing one-on-one support for 

students needing additional assistance 
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• Engaging students in practical tasks that prepare them for real-world application of 

their skills; 

• Focusing on strategies and practical tips rather than delivering content in isolation; 

• Encouraging metacognitive practices, helping students understand how individual 

tasks fit within the broader scope of the subject. 

 

7.4. Practical Components and Logbook Requirements: 

For modules that include practical components, students may be required to complete a 

structured logbook, which will be signed by their employer or supervisor/mentor/coach 

during their placement (see Appendix 5). The logbook will be designed to align with the 

course’s required competencies. In some instances, self-evaluation or reflective exercises will 

also be required. The completed logbook must be submitted at the end of the practical 

component for review by an appointed assessor. 

 

The assessor will use a standardised evaluation form based on the competencies for each 

module to determine whether the student has met the required standards. If the self-

evaluation or logbook provides insufficient evidence of competency, the assessor may 

request a professional discussion with the student or conduct a workplace visit to verify 

competence. 

8. Learning Management System (LMS) 
 

Students can access all course materials, including documentation, reading lists, assignments, 

and additional resources, via the institute’s dedicated Learning Management System (LMS) at 

https://.maltaleadershipinstitute.edu20.org. Access to the LMS will be granted at the start of 

the course. It will remain available until the student has completed their studies, ensuring 

continuous support throughout the learning journey. 

9. Recognition and Certification 

1. Consistent and Transparent Admissions: 

The admission processes and criteria are applied consistently and transparently, 

ensuring fairness and clarity for all prospective students. 

2. Comprehensive Induction: 

A thorough induction is provided for the institution and the specific programme to 

ensure students are well-prepared and supported. 

https://.maltaleadershipinstitute.edu20.org/
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3. Student Progress Monitoring: 

Systems and tools are in place to effectively collect, monitor, and manage 

information on student progression, enabling continuous tracking and support 

throughout the course. 

4. Qualification Documentation: 

Upon successful completion of a course, students will receive formal documentation 

outlining the qualification details, including the context, Malta Qualifications 

Framework (MQF) level, amount of learning credit, course content, and the status of 

the qualification, fully compliant with MFHEA (Malta Further and Higher Education 

Authority) regulations. 

10.   Method of Assessments 

Qualifications must be assessed per the guidelines provided in the Learning Management 

System (LMS). Lecturers must adhere to these guidelines, which align with the standards 

established during the Malta Further and Higher Education Authority (MFHEA) accreditation 

process. All assessments must be directly aligned with the learning outcomes of the 

respective module. 

Key Assessment Principles: 

Lecturers are expected to base all assessments on the following principles: 

1. Validity: The assessment tasks must relate to the course content and learning 

outcomes. 

2. Authenticity: The student’s work must be original and plagiarism-free, 

demonstrating their genuine effort. 

3. Fairness: All assessments must be evaluated impartially, each submission receiving 

equal and proportional consideration. 

4. Sufficiency: The assessment must be comprehensive enough to accurately measure 

the student’s competencies as outlined in the module outcomes. 

Assessment Process: 

Lecturers are required to assess assignments using a standardised rubric provided by MLI, 

ensuring consistency and transparency. This rubric must be uploaded along with the 

feedback provided to students. 

• Students have a six-week deadline to submit their assignments. 

• Lecturers are given four weeks to evaluate and provide assignment feedback. 
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• An additional two-week period is allocated for internal verifiers to review a sample 

of assessments before final marks are published. 

Extension Requests and Resubmissions: 

Students may request assignment extensions through the LMS by contacting ‘Customer Care 

at MLI.’ However, MLI must grant approval, and once approved, the student is responsible 

for informing their lecturer. Following feedback and improvement, students can resubmit an 

assignment up to a maximum of three times. 

Internal Verification and Quality Assurance: 

Assessment questions will undergo an internal verification in line with the Quality Assurance 

Manual. Lecturers are expected to fully cooperate with the Internal Quality Verifier (IQV) to 

ensure the integrity of the assessment process. The MLI Principal will refrain from 

intervening in the assessment validation process unless an administrative issue arises, such 

as a personal conflict between the lecturer and the IQV. 

Assessment questions must be updated for each new cohort to maintain integrity. 

10.1. Word Count of Assignments 

 
Assignments are typically assigned a specific word count, with an allowable variation of +/- 

10%. If an assignment falls significantly outside this range—either too short or excessively 

long—lecturers reserve the right to reject the submission. The assignment will not be graded 

in such instances, and the student must resubmit it. Resubmission will only be accepted upon 

payment of a re-submission fee. 

 

10.2. Declaration of Authenticity 

 

Students are reminded that all submissions must be entirely authentic. By default, each 

submission is considered a declaration of originality. All assignments are set to pass Turnitin 

and this can be checked through the LMS after submission, by checking the Similarities 

percentage.  If any work contains plagiarism, it will not be marked, and the student will be 

required to resubmit the assignment upon payment of a resubmission fee. In such cases, the 

maximum attainable mark for the resubmitted work will be capped at 50%. The plagiarism 

threshold is set at 20%, and any submission exceeding this limit will be subject to these 

penalties.  
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10.3. Appeals on Assessments 

Students have the right to appeal the result of an assessment. For guidance on the appeals 

process, students are advised to consult the Local Student Services Officer and the Academic 

Support Department Manager. Should the appeal result in the assessment being re-evaluated 

by a different lecturer, this will incur a fee. 

 

10.4. Posting of Results on the Learning Management System 

 
Like the course materials, all assignments and grades will be posted on the Learning 

Management System (LMS) at www.maltaleadership.edu20.org. This ensures that students 

have real-time access to their grades and timely feedback, providing a seamless and 

transparent learning experience. 

11. Complaints Procedures 

All individuals at MLI have the right to voice their concerns regarding assessment outcomes, 

judgments, or experiences of discriminatory or harassing behaviour. Recognising this right, 

MLI encourages students to follow prescribed procedures to ensure their complaints are 

addressed fairly, effectively, and transparently. 

There are four levels of escalation when complaining: 

1. Level 1: The student discusses the issue with the lecturer or the MLI Administration 

staff.  

2. Level 2: If the issue remains unresolved after discussing it with the lecturer or the MLI 

Administration staff, or the student feels too aggrieved to engage in Level 1, they can 

submit a formal complaint at https://form.jotform.com/jesfrig/complaint-form. The 

MLI Administration staff will acknowledge receipt of the complaint within five 

working days. 

3. Level 3: If the MLI Administration staff resolves the issue, they issue a written 

statement concluding the investigation. This resolution should occur within fourteen 

working days. Suppose the MLI Administration, including the Administration and the 

Academic Manager, cannot resolve the issue independently. In that case, they will 

refer the case to the Principal of MLI for a joint decision on the next steps. 

4. Level 4: If the issue remains unresolved, the complaint will be referred to the MLI 

Council to obtain a way forward.  

 

The following are some examples that are covered by this procedure: 

• Poor teaching or supervision 

https://form.jotform.com/jesfrig/complaint-form
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• Misleading information in prospectuses or advertising/ promotion material 

• A failing in an MLI service, academic or non-academic 

• Inadequate facilities 

• The behaviour of a member of MLI 

• Unfair assessment 

• Complaint against another student 

• Others 

 

12. Recognition of Prior Learning 

 
MLI adheres to a policy acknowledging that participants acquire skills and knowledge under 

various conditions, including life experiences, short courses, and volunteer work. These 

experiences contribute to the skills and expertise a student may possess, even if they are not 

recognised or acknowledged by formal accreditation. Through the Recognition of Prior 

Learning (RPL) process, MLI aims to identify these competencies by acknowledging the 

student’s previous education and incorporating the range of their experiences related to MLI 

courses. 

 

MLI adheres to the required criteria which form the acceptable evidence of RPL, namely that 

1. Students have completed the assessment criteria for a whole unit or part of a unit 

within a qualification; 

2. Students have evidence of recent prior study that meets the assessment criteria of the 

current programme of study; 

3. RPL must be integrated into the relevant assessment strategy as a valid evaluation 

method when appropriate, and it will be subject to the institution’s internal quality 

assurance processes. 

At MLI, we also apply equivalent standards regarding circumstances in which prior learning 

will not be recognised. These include instances where: 

1. Learning is similar to the assessment criteria but has been completed at a level lower 

than the current programme of study undertaken by the student. 

2. Prior learning is more than two (2) years old. 

3. An assessor has referred prior learning. 

4. An assessor has not assessed prior learning. 

 

12.1. Procedures 
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The RPL Application and Assessment Procedure, which MLI follows, adopts the following 

process: 

i. Students have to fill in this Jotform accordingly: https://form.jotform.com/jesfrig/rpl  

ii. Students are required to attach all evidence to support the application, including, but 

not limited to, certificates and transcripts. Evidence must be directly related to the 

unit for which the candidate is applying. 

iii. The MLI Principal is appointed to review the application and supporting evidence and 

to decide on the candidate’s competency.  

iv. The MLI Principal will decide whether sufficient evidence has been provided and 

whether the extent the candidate has achieved through the additional training or 

experience is enough to reach the required learning competency standards. 

v. The MLI Principal’s decision is forwarded to the Academic Support Department, which 

will confirm or refute the application at this stage. 

vi. Students are informed in writing of the outcome of the application process. 

Candidates are supported throughout the RPL application process and are offered assistance 

and guidance through guidelines and helplines made available from the initial stage of 

application. 

12.2 Compliance 

 
The official documentation and evidence considered mandatory when candidates submit the 

RPL application form include the following. Candidates may attach further proof that they 

believe to be relevant. 

Documents: 

i. Job Description - the job the candidate is currently doing or relevant previous 

positions; 

ii. Work and Training History – usually in the form of a CV, will give the assessor an idea 

of the candidate’s previous experience. 

Supporting Evidence:* 

i. Certificates and transcripts from previously attained qualifications or courses; 

ii. Texts/papers/policies/reports that candidates have written; 

iii. Letters of support from professional references, which must be signed and dated; 

iv. Performance appraisal documents; 

v. In-house observation. 

*The candidate’s workplace supervisor must sign off all evidence provided to show 

authenticity. Ensure that each student is aware of their responsibility in collecting and 

presenting evidence.  

https://form.jotform.com/jesfrig/rpl
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13. Library & Resources 

 
1. MLI students will have online access to a wide range of academic journals through an 

agreement with the EBSCO Library, which provides extensive online resources to 

universities. 

2. In addition to PowerPoint notes, lecturers must upload supplementary articles and 

resources in the “Readings & Reading List” section of the LMS, ensuring that students can 

access diverse materials to support their studies.  

14. Records of Courses 
 
Records of all courses and enrolled students will be maintained within the Learning 

Management System (LMS). Backup copies will also be securely stored in the MLI student 

files. Hard copies of logbooks for practical modules will also be archived securely for added 

protection. 

 

All records will be retained for 40 years, per MFHEA requirements. 

 

If MLI ceases to operate, the Principal will be responsible for preserving these records to 

ensure former students can access copies of their qualifications as needed. 

15. Other Services offered to Students 

 
Academic reading and writing sessions are offered to all students to further support them in 

their assessments. Additionally, students can access the MLI Nutrition Clinic for nutrition and 

holistic well-being guidance, including personalised sessions with a qualified nutritionist. 

Throughout the course, one-on-one counselling and coaching may also be provided based on 

individual student needs, ensuring tailored support for personal and academic growth. 

 

 
 

 

 

  



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

   

 

22  MLI Student Handbook 
 

16. Bibliography & Sources 

 

Association for the Tutoring Profession (2017). Code of Ethics. USA: Retrieved from 

https://www.myatp.org/code-of-ethics/ 

Business Dictionary, http://www.businessdictionary.com/definition/quality-assurance-

QA.html#ixss49AbduG5c 

City and Guilds (2016). Quality Assurance Procedures. UK: Retrieved from 

https://www.cityandguilds.com/~/media/Documents/ProvideTraining/Centre%20Doc

ument%20Library/Quality-Assurance-

documents/Guidance%20on%20Internal%20Quality%20Assurance%20of%20Qualificat

ions%20pdf.ashx 

City and Guilds, http://www.tameside.gov.uk/adultlearning/prospectus/charter 

Commissioner for Information and Data Protection. 9 Principles of Data Protection. Retrieved 

from: https://idpc.org.mt/en/Pages/dp/principles.aspx 

University of Manchester. Retrieved from:  

http://www.staffnet.manchester.ac.uk/tlso/policy-guidance/assessment/process-of-

assessment/academic-malpractice/academic-malpractice-advice/ 

University of Sussex Retrieved from: 

https://www.sussex.ac.uk/webteam/gateway/file.php?name=griev-

proc.pdf&site=302. 

 

 

https://www.myatp.org/code-of-ethics/
http://www.businessdictionary.com/definition/quality-assurance-QA.html#ixzz49AbduG5c
http://www.businessdictionary.com/definition/quality-assurance-QA.html#ixzz49AbduG5c
https://www.cityandguilds.com/~/media/Documents/ProvideTraining/Centre%20Document%20Library/Quality-Assurance-documents/Guidance%20on%20Internal%20Quality%20Assurance%20of%20Qualifications%20pdf.ashx
https://www.cityandguilds.com/~/media/Documents/ProvideTraining/Centre%20Document%20Library/Quality-Assurance-documents/Guidance%20on%20Internal%20Quality%20Assurance%20of%20Qualifications%20pdf.ashx
https://www.cityandguilds.com/~/media/Documents/ProvideTraining/Centre%20Document%20Library/Quality-Assurance-documents/Guidance%20on%20Internal%20Quality%20Assurance%20of%20Qualifications%20pdf.ashx
https://www.cityandguilds.com/~/media/Documents/ProvideTraining/Centre%20Document%20Library/Quality-Assurance-documents/Guidance%20on%20Internal%20Quality%20Assurance%20of%20Qualifications%20pdf.ashx
http://www.tameside.gov.uk/adultlearning/prospectus/charter
https://idpc.org.mt/en/Pages/dp/principles.aspx
http://www.staffnet.manchester.ac.uk/tlso/policy-guidance/assessment/process-of-assessment/academic-malpractice/academic-malpractice-advice/
http://www.staffnet.manchester.ac.uk/tlso/policy-guidance/assessment/process-of-assessment/academic-malpractice/academic-malpractice-advice/
https://www.sussex.ac.uk/webteam/gateway/file.php?name=griev-proc.pdf&site=302
https://www.sussex.ac.uk/webteam/gateway/file.php?name=griev-proc.pdf&site=302

