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1. Introduction 

Welcome to the MLI Manual of Administration Procedures. This manual is designed to 

provide clear, consistent guidelines for the daily operations and decision-making 

processes within our organization. By establishing uniform procedures, we aim to create 

a strong foundation of consistency that, in turn, fosters integrity, transparency, and trust 

across all levels of our work. 

Consistency is more than just a practice τ it is a reflection of our values and a driver of 

our credibility. When our actions are aligned and predictable, we not only enhance 

operational efficiency but also reinforce the integrity of our organization as a whole. 

Integrity, built through consistent and fair application of policies, strengthens 

relationships with our team members, clients, and stakeholders, and upholds the 

standards that define MLI. 

This manual serves as a living document, intended to support informed and equitable 

decision-making, promote accountability, and ensure that every member of our team 

has the tools needed to succeed. We are committed to regularly reviewing and updating 

these procedures to reflect best practices and the evolving needs of our community. 

2. Control Document  

 

 

Version Section Responsibility Authorisation Date 

1 Office of the Principal Mr.Jesmond Friggieri (MLI Principal) 

(eventually to be delegated to the 
Administration Manager) 

Most procedures existed as these 
developed by time, however they 
were never compiled into one 
manual even if there were attempts 
since 2021 to develop such a 
manual. 

15th April 2025 

 MLI Administration and 
Student Support Services 

Administration and Student 
Support Manager  
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3. About Malta Leadership Institute 

3.1.  Background History 

Malta Leadership Institute is part of a wider company namely of Leadership Consultancy and 

Training Services Ltd which was founded in 2008 to offer training services to various 

companies including the Public Service and individual clients.  

 

MLI was established in 2017 and was licenced to offer accredited courses in the Further and 

Higher Education Sector in 2018, bearing a licence MFHEA2018-005. While the mother 

company has a wider perspective of offering a range of services from generic non-

accredited training, consultancy, training, coaching, mentoring to administrative support 

services to common parts ƻǿƴŜǊǎΩ associations and voluntary organisations, MLI was 

founded with the aim of offering educational top-quality notch qualifications ranging from 

MQF Level 3 to MQF Level 8.  

 

a[LΩǎ ƛƴƛǘƛŀƭ ŦƻŎǳǎ ǿŀǎ ǘƻ ƻŦŦŜǊ ŀŎŎǊŜŘƛǘŜŘ ŎƻǳǊǎŜǎ ƭŜŀŘƛƴƎ ǘƻ ǘƘŜ ǇǊƻŦŜǎǎƛƻƴ ƻŦ [ŜŀǊƴƛƴƎ 

Support Educators (LSE) and thus establishing the School for Education Studies within MLI, 

while slowly it expanded to two other sectors that of the School for Business & 

Management Studies and the School for Health and Holistic Wellbeing. As soon the first 

accredited courses where launched, MLI experienced unexpected exponential growth due 

to the launch of the Top-up Bachelor in Education (Fac. & Adpt. Education for Students with 

Diverse Needs) (MQF Level 6). Quickly MLI became the first choice for LSE courses.   

 

In the meantime, MLI continue to develop other courses in order to offer wider range of 

courses from MQF Level 3 to Level 7 in the three sectors that it specialises. Relentlessly, 

even during COVID-19 period, MLI adapted to changing times caused by the pandemic and 

adapted to the needs of students and from classroom-based courses, moved to 

synchronous mode. In parallel, MLI continued to work to enhance its portfolio of courses 

from MQF Level 5 to Level 7 and today it boasts of having a number of courses at these 

three levels in all three sectors of its specialisations.  

 

The ambitious goals of MLI were not restrained by the pandemic and ventured in 

conducting its first research on the life of the Learning Support Educators which was 

completed and published in 2022. Other research projects were launched in the following 

years as MLI believes that this component is an essential one in the academic life of the 

institute.  

 

During the pandemic, MLI embarked in opening up its market to international initiatives. In 

2021, MLI applied under the mother company LCTS Ltd to become a European Chartered 

Higher Education (ECHE) institution in order to be able to apply for funding for its staff and 

students under Erasmus+. Since 2022, various students and staff have undertaken mobility 
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exchanges with various other European universities and also gaining access to the other 

universities in the Middle East, Asian and African continent. MLI has welcomed groups of 

students from other European countries and has built strong collaborative academic 

connections with these universities.  

 

The internationalisation process was not limited to the collaboration through the Erasmus+ 

funding, but also opening up to receive international students from around the world. At 

ǘƘŜ ƳƻƳŜƴǘΣ a[L ƘŀǾŜ ǊŜŎŜƛǾŜŘ ŀ ƴǳƳōŜǊ ƻŦ ǎǘǳŘŜƴǘǎ ǿƘƻ ŦƻƭƭƻǿŜŘ .ǳǎƛƴŜǎǎ ŀƴŘ /ŀǊŜǊΩǎ 

Courses which actually gave them better opportunities to work in Malta and Europe.  

 

¢ƘǊƻǳƎƘ ƭƻŎŀƭ ŀƴŘ ƛƴǘŜǊƴŀǘƛƻƴŀƭ ǎǘǳŘŜƴǘǎΣ ǎǳǇǇƻǊǘǎ aŀƭǘŀΩǎ ǿƻǊƪŦƻǊŎŜ ƛƴ ŜƴŀōƭƛƴƎ ŜƳǇƭƻȅŜŜǎ 

to continue to develop their skills and thus are able to offer a better service to the public 

according to the sector they are working in.  

 

The long-term vision is at developing MLI is to be the established Mediterranean 

Educational Hub becoming a leader in the fields of Education, Business and also Health and 

Holistic Wellbeing. 

 

The Founder of MLI, Jesmond Friggieri, who is also a Counsellor by profession, believes that 

every human being is born within different circumstances and is essentially good. While 

many have the chance both through their natural talents aided by their environment in a 

natural way develop their knowledge and skills and feel empowered enough to be an 

integral part of society, however many other individuals due to either physical difficulties or 

their upbringing or both have had less chance in their lives to develop and maximise their 

potential. MLI was founded to provide the opportunity to those who have been endowed to 

pursue their studies without any obstacles, but also to those who do not have such 

opportunities to maximise their potential. And thus, MLI offers a second chance those 

individuals to enhance their own personal skills for the benefit of society. 

3.2. Core Values 

The main three core values of MLI are: 

1. Social Justice: MLI values the potential of every individual being staff member or 

student, and safeguards through its structures to offer equal opportunities to all and 

through its regulations ensures that equitable treatment is provided to all 

stakeholders without minimising any of quality education to be offered. 

2. Integrity: MLI places and implements regulations that enhance academic and 

financial integrity in order that all activities are transparent and guided by good 

governance in the interest of the academic world and the Malta educational system 

both at local and also at international levels.  

a. Academic: we aim to enhance academic integrity on two levels: 
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i. All research conducted by researches within MLI will carry academic 

integrity and ensure originality of works.  

ii. MLI ensures that ǎǘǳŘŜƴǘǎΩ ǿƻǊƪ is free of plagiarism and other forms 

of cheating. 

b. Financial: we aim at being financially transparent with all our staff and 

students according to Maltese and International laws while overseeing that 

ǎǘŀŦŦ ŀǊŜ Ŝǉǳƛǘŀōƭȅ ǊŜƳǳƴŜǊŀǘŜŘ ŀƴŘ ǎǘǳŘŜƴǘǎΩ ŦŜŜǎ ǊŜƳŀƛƴ ǊŜŀǎƻƴŀōƭȅ 

affordable. 

3. Accessibility: While MLI promises and ensures quality education, however it boasts 

to strive to make education accessible both to those who 

a. Find it financially difficult to finance their studies through reasonably priced 

and subsidised courses and advantageous payments methods. 

b. Have fewer opportunities to learn by adapting to the diverse needs of these 

learners and students through a more tailormade approach and thus 

enhancing a social dimension to our institute.  

3.3. Vision 

Every human person is unique and aspires towards self-actualisation. There are individuals 

who do not lack opportunities both because of their natural endowments, but also society 

has blessed them with an environment where they have grown up with various possibilities 

due to various factors resulting from favourable bio-psycho-social factors. However, there 

are persons who unfortunately, due to various factors ranging from physical difficulties to 

psycho-social factors, have had less opportunities to maximise their potential.  

Based our three (3) major beliefs: 

¶ Training is a journey of self-discovery, improvement and change. 

¶ Students/Trainees are like Michelangelo piece of marble full of potentialΥ άI saw the 

angel in the marble and carved until I set him free.έ Michelangelo  

¶ ¢ƘŜ ŎƘƛǎŜƭ ƛǎ ƛƴ ǘƘŜ ǘǊŀƛƴŜǊΩǎκǘŜŀŎƘŜǊΩǎ ƘŀƴŘǎ ŀƴŘ Ŏŀƴ ƴŜǾŜǊ ōƭŀƳŜ ǘƘŜ 

trainee/student for the ineffectiveness of the training. 

MLI strives to give equitable opportunities and services to all those individuals who wish to 

start and continue their studies and thus while developing their potential, they can achieve 

their self-actualisation. 

MLI takes over the responsibility of offering the best tailormade educational possibilities to 

students who want to continue to study while achieving their studies. 

3.4. Mission Statement 

We strive to enhance the development of the human being in all aspects of life aiming at 

ŀŎƘƛŜǾƛƴƎ ǘƘŜ ǇŜǊǎƻƴΩǎ ǿŜƭƭ-being and self-actualisation offering the quality education. 
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3.5. Objectives 

¶ to provide high quality educational qualifications in the fields of Education, Business 

and Health and Holistic Wellbeing achieving Excellence as the Mediterranean 

Educational Hub; 

¶ to support our students through teaching, coaching, mentoring and counselling to 

achieve an academic qualification and actualise their dreams;  

¶ to research themes of local and international interest which contribute and bring 

change in the fields of Education, Business and Health and Holistic Wellbeing; 

¶ to provide staff (lecturers and administrative staff) and students with local and 

international opportunities to continue develop their skills and enhance their 

capabilities; 

¶ to apply for EU and non-EU funded projects to enhance the operations of the MLI; 

¶ to create and support projects for the benefit of organisations with a social and non-

social aims in the fields of Education, Business and Health and Holistic Wellbeing. 
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3.6. Organisational Chart 

 
Organigram v.15-04-2025 
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3.7.  Services 

MLI offers the following services: 

1. Academic Qualifications and Courses: MLI offers courses ranging from MQF/EQF Level 3 

to EQF/MQF Level 7 in three main areas: Education, Business and Health and Holistic 

wellbeing.  

2. Research: MLI conducts relevant research projects within the Business, Education and 

Health and Holistic Wellbeing fields of studies both solely and in collaboration with 

entities and universities.  

3. Educational & Business Consultancy: MLI offers consultancy services through its 

expertise to contribute to improve Maltese and Mediterranean Business, Educational and 

Health Systems backed up with its own research which might be conducted under EU 

Funded projects or other forms of funding.  

4. International Opportunities:  MLI seeks to enhance its international opportunities both 

for its academic and administrative staff and students through four main channels: 

a. European Charter for Higher Education (ECHE): MLI hold ECHE accreditation since 

2022 with Erasmus+ code MT Malta09 whereby it is eligible to apply for EU 

Funded projects under Key Action 1 and 2 for staff and student mobilities and 

other collaborative projects.  

b. EU-Funded projects under Erasmus+ funding Key Action 1 and 2 where MLI would 

be either the Lead Partner or a Partner in projects on specific topics that improve 

the Business, Educational and Health Systems; 

c. Erasmus+ student and staff mobilities (teaching and training): Students and staff 

(administrative and academic) under Erasmus+ funding will be able to take 

valuable experience through short- and long-term mobilities in other universities 

and/or companies (internship) across Europe with which MLI has inter-

institutional agreements.  

d. Out of EU University/Higher Education Institutions Agreements providing 

opportunities in co-teaching, student exchange, and joint degrees.  

5. Coaching, Mentoring and Counselling Students: MLI offers coaching, mentoring and 

counselling to students who might are passing through academic and/or psychological 

difficulties in order to support them to achieve maximise their potential and achieve their 

dream. 

3.8. Our Training/Teaching Approach: Lecturer, Trainer, Tutor Approach 

MLI.  ǿƛǘƘ ƛǘǎ Ǿƛǎƛƻƴ ǘƻ ƳŀȄƛƳƛǎŜ ǎǘǳŘŜƴǘǎΩ ǇƻǘŜƴǘƛŀƭ ŀƴŘ ŦƻǊƳ ǘƘŜƳ ƛƴ ŜȄŎŜƭƭŜƴǘ professionals 

within their field, strives to offer a unique manner how we approach learning. Our trainers, 

lecturers, tutors and staff are meticulously chosen to teach, train, coach, mentor, lead and 

facilitate students not just to get a qualification, but to have a successful journey of learning new 

knowledge, skills and competences that they will use in everyday life in their workplace.  
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Through their actions, we aspire that that our trainers, lecturers, tutors and staff act as role 

models to our students to ensure that our actions are congruent with the learning taking place in 

class.  

The teaching approach adopted by MLI and all its staff including, trainers, lecturers and tutors 

aims at stimulating students towards critical thinking, self-reflection and learning through 

action, by providing stimulating and interactive learning experience and journey. While trainers, 

lecturers and tutors are expected to share knowledge, skills and competences throughout the 

ǎǘǳŘŜƴǘǎΩ ƧƻǳǊƴŜȅΣ ǘƘŜȅ ŀǊŜ ƘŜǊŜ ǘƻ ŜƳǇƻǿŜǊ ǘƘŜƳ ǘƻ self-actualise their potential and become 

true professionals within their fields. 

3.9. Quality Assurance  

While MLI values the process of learning, it also places strong emphasis on the outcomes of that 

learning. To ensure the best possible learning experiences and results, staff consistently and 

systematically monitor and manage the learning content, processes, and outcomes provided to 

students. Accordingly, both internal and external quality assurance processes are rigorously and 

systematically implemented in line with the Quality Assurance Policy. These measures ensure 

that the learning delivered aligns with accredited qualifications, maintains high standards, and 

upholds academic integrity for both students and academic staff. 

3.9.1.  MLI Internal Quality Assurance 

MLI follows its Quality Assurance Policy in order to ensure that all the teaching and learning is 

conducted according to the accreditation of qualifications, the quality of content is up to the 

MQF Level, the outcomes of the teaching is achieved and students are happy with how the 

programmes are offered.   

3.9.2.  MLI External Quality Assurance 

All programmes are Externally verified according the Quality Assurance Policy as this provides 

assurance that what and how qualifications are being offered, is according to the required 

standard and MQF Levels. EQA offers an objective that both the qualifications of the high quality 

and also the internal verification is done correctly. Both the IQA and EQA together ensures 

integrity of teaching and learning offered. 

3.9.3. MFHEA External Quality Assurance 

As part of the MFHEA legislative framework under the Laws of Malta, at the stage of licence 

renewal every five years, MLI will undergo a MFHEA Quality Assurance Audit. MLI will be audited 

against the eleven standards set by the Maltese Law for Further and Higher Education and MLI 

through its IQA and EQA will be ensure that it will not only reach the standards required for 

licence renewal but will ensure that standards are being met all times. MLI is committed to offer 

high quality programmes both for Maltese and international students and vows to become in the 

coming years a Hub of Education Excellence in the Mediterranean in three academic areas: 

Education, Business and Health and Holistic Wellbeing. 
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4. Administrative Procedures 

4.1 Pre-Application Stage 

The first contact with students following marketing would be through the following channels: 

a. Email: from info@maltaleadershipinstitute.com or 

international@maltaleadershipinstitute.com.  

b. Messenger 

c. Instagram 

d. Telephone calls.  

4.1.1 Request for information 

1. When a request for information enters through one of the above-mentioned channels, 

the query shall be answered within one to two working days.  

2. The prospective student shall be provided with the relevant information and the links on 

the website. A sample information Template can be found in Appendix 16. 

3. In case of International students, a meeting shall also be provided either with the Agent in 

that country or else directly with the student in order to understand motivations and also 

discuss other related issues. 

4. Every query is registered on the following Excel file:   G:\Shared drives\MLI 

Documents\MLI-Student Files\Prospective Student List according to Cohorts - Marketing 

and Registers. 

5. Administration Officers should follow-up with prospective students within two weeks 

from the receipt of the query. In the event that students have particular needs, these 

need to escalated to the Administration and Student Support Manager.  

4.1.2 Application Stage 

1. Local students shall apply on the following application: 

https://form.jotform.com/jesfrig/application-for-malta-leadership-co while International 

Students (Out of EU) shall submit their application through the following link: 

https://form.jotform.com/jesfrig/Internationalstudents. 

2. The Administration Officers and the Administration and Student Support Manager shall 

coordinate the vetting process according to the MLI Admissions Policy and Procedure and 

the Admissions Committee accordingly. Special consideration shall be taken about the 

transparency and fairness of this process.  

3. In the event that there are difficulties or issues following that vetting process, that could 

not be resolved at the level mentioned in number 2, these should be referred to the 

Academic Support Manager and in the eventuality that this issue is still not resolved, the 

case should be referred to the MLI Council or the Principal.  

4. In the event that the applicant is accepted as student, an email shall be sent to the 

student and informing the student informally about his/her acceptance to the course.  

mailto:info@maltaleadershipinstitute.com
mailto:international@maltaleadershipinstitute.com
https://form.jotform.com/jesfrig/application-for-malta-leadership-co
https://form.jotform.com/jesfrig/Internationalstudents
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5. As per MLI Payment Policy and Procedure a Request for Payment accordingly shall be 

issued. Administration Officers shall take notice of the differences in the process between 

the Local/EU Students and International Students.  

6. The below is a more details process for Local/EU applications 

a. Access the Application in the Jotform Platform. 

b. Go to either Application for Malta Leadership Courses or Application for Malta 

Leadership Courses (Accredited Short Courses) or Application for Malta 

Leadership Courses (Out of EU) 

c. Scroll down and find the applications that has not been vetted yet.  

i. To confirm application vetting, search for applications that do not have a 

ǘŀƎΧΦ 9ƭƛƎƛōƭŜΣ ǇŀƛŘΣ ǇǊƻŎŜǎǎŜŘΣ ƴƻǘ ŀŎŎŜǇǘŜŘΣ ŎƻƴŘƛǘƛƻƴŀƭ όǿƘŜƴ ǿŜ ƴŜŜŘ 

to provide further students ς from the office in India). 

ii. Open the application 

iii. Check whether it is a new student or not. 

d. To confirm this, check in the Student Files and check whether the student already 

have a student file with an MLI number.  

e. If so, compare the ID card number to make sure that it is in fact the same student. 

If it is a new student: 

1. Check whether the student is eligible to attend the course that s/he is applying 

for. 

a. Download the certificates and compare them with the course 

requirements (you can consult the course info template for this) 

b. In case the student does not appear to be eligible, contact him/her and 

check about any missing qualifications 

2. If the student is in not eligible, add a tag ς Not Eligible and stop there. 

3. If the student is eligible proceed accordingly, the Administration Officer needs to 

follow the MLI Admissions Policy and Procedure 

a. Create a New student folder by copying the folder template ex: MLI-

000-Manuel Caruana 

b. Download all attachments (ID, CV, Qualifications) and place them in the 

student folder 

c. Check whether the student has applied for any discount schemes on 

time. 

d. !ŘŘ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŘŜǘŀƛƭǎ ƛƴ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ŜȄŎŜƭ ǎƘŜŜǘΥ G:\Shared 

drives\MLI Documents\MLI-Student Files\Prospective Student List 

according to Cohorts - Marketing and Registers. 

e. /ƘŜŎƪ ǘƘŜ ΨWƻǘŦƻǊƳΩΦ ²ƘŜƴ ǎǘǳŘŜƴǘ Ƙŀǎ ǇŀƛŘ ǘƘŜ ǘŀƎ ƛǎ ŎƘŀƴƎŜŘ ǘƻ PAID. 

The Official Letter of Acceptance is sent to the student.  

Already existing Student: 

a. Download the certificates and compare them with the course 

requirements (you can consult the course info template for this) 

https://eu.jotform.com/myforms/?path=%2Fmyforms
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b. In case the student does not appear to be eligible, contact him/her and 

check about any missing qualifications 

c. Most of the time the student would have finished attending the 

lectures of an ongoing course and is waiting for the results ex:  

Waiting for the 20-weeks course certificate from our end and would 

like to start the 30-weeks course 

1. If the student is not eligible, add a tag ς Not Eligible and stop there. 

2. If the student is eligible proceed accordingly: 

a. Download the ID, CV and any new/relevant qualification and place 

them in the already-existing student folder 

b. Check whether the student has applied for any discount schemes on 

time. 

c. !ŘŘ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŘŜǘŀƛƭǎ ƛƴ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ŜȄŎŜƭ ǎƘŜŜǘΥ {ǘǳŘŜƴǘ [ƛǎǘ 

according to Cohorts - (not final) updated 

d. Check whether the student has already paid from this excel sheet: 

άtŀȅƳŜƴǘ ŀǘ wŜŎŜǇǘƛƻƴέ 

i. LŦ ǇŀƛŘ ŀƭǊŜŀŘȅΣ ŀŘŘ ǘƘƛǎ ǘŀƎΥ άtǊƻŎŜǎǎŜŘέ 

ii. LŦ ƴƻǘΣ ŀŘŘ ǘƘƛǎ ǘŀƎ ƛƴǎǘŜŀŘΥ ά9ƭƛƎƛōƭŜέ 

iii. OTHERWISE, if the student is still expecting the certificate from 

our end, as in the example listed in 1.c, we shall accept the 

ǎǘǳŘŜƴǘ ƻƴ ŀ ŎƻƴŘƛǘƛƻƴΦ Lƴ ǘƘƛǎ ŎŀǎŜΣ ǳǎŜ ǘƘƛǎ ǘŀƎΥ ά/ƻƴŘƛǘƛƻƴŀƭέ. 

e. Reply to the application and inform the student with regards to the 

eligibility of the course by sending an email with the appropriate 

status. Template Emails can be found in Appendix 13.  

i. In the future, we are to send the conditional/unconditional 

acceptance letter immediately instead 

7. The below is a more details process for International/Out of EU applicants:  

 

Step 1: Following the first contact or referral either directly or through the Agent, an initial 

interview shall be conducted as per MLI Admissions Policy and Procedures and evaluate the 

eligibility of the student with other related issues. 

Step 2: The International Office shall follow up with instructing the prospective student whether 

to apply or not.  

Step 3: Candidates that are instructed to apply shall apply on the following form: he prospective 

candidate shall: (https://form.jotform.com/jesfrig/Internationalstudents).  

Step 4: Following the receipt of the application and the interview, the Admissions Officer is 

informed to download the application and create a temporary folder under the area from which 

the student originates with an MLIP no. At this point, application shall be proceed upon receipt 

of the Registration Feed as per MLI Payment Policy and Procedures.  

Step 5: The Admissions officer with the Admissions Committee vets the application in full and will 

decide formally the acceptance/non-acceptance of the application.  

a) Passes the interview: A Conditional Letter of Acceptance will be issued and a copy of 

it will be sent to our Broker/Agent and the direct Agent (first point of reference). This 

https://form.jotform.com/jesfrig/Internationalstudents
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conditional letter would be issue with an invoice and the application would be 

continued to be processed for the purposes of visa application. Passmark of the 

interview is 80% of total marking. 

b) Date of admission postponed: An email will be sent to our Agent/Broker and another 

copy to the Point of Contact Agent and in copy all other agents involved if there are.  

This will be postponed for the next intake. 

c) Rejected: An applicant can be rejected on various grounds. He might only re-apply 

after 6 months from the first application. 

Step 6: In the event that the applicant is accepted, the candidate is requested to pay the deposit 

as per MLI Payment Policy and Procedures in order to proceed in issuing the necessary 

documentation for the application of the visa. MLI shall apply with VFS for the VISA application.  

Step 7: The student has to inform MLI that s/he has applied for the visa and send a copy.  

Step 7: Awaiting of the outcome of the Visa application:  

a) Visa accepted: The student will inform MLI through Broker & Agent or directly 

b) Visa not accepted: the student can appeal or re-apply. The best is re-apply. 

Step 8: Accepted students for the Visa: These will proceed to the course after they have made 

the necessary payments according the MLI Payment Policy and Procedures.  

Step 9. Once the student informs the Admissions Officer that the candidate will be flying to 

Malta, the Admissions Officer shall inform the Airport Police of his/her arrival at: 

airport.police@gov.mt. Students shall be instructed to contact the International Office according 

to the MLI Admissions Policy and Procedure.  

 

The Below Flowchart shall be the guide for the Admissions procedure.  

 

 

 

 

 

 

 

 

 

 

 

  

mailto:airport.police@gov.mt
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4.2. During the course 

4.2.1 Preparation of Course Structure on the LMS 

1. Post-Vetting Process: The Administration Manager following the vetting processes of 

applications and the approval of Admissions Committee of students who might have had dubious 

eligibility of course, decides whether the course should open on basis of the number of 

applications on pre-established thresholds. The minimum number of students vary from one 

course to another and these have been established and approved by the MLI Council on basis of 

financial viability.  

2. Triggering the process: Following the decision to open the course, a process of various steps is 

triggered in order to put in place the necessary setups in order to start the course on time. 

3. Schedule Preparation: The Administration Manager together with the Academic Manager 

trigger the schedule preparation process. A template of the Schedules shall be created as per 

Appendix 5. The Schedules shall be created for the whole course and planned beforehand. 

Lecturers are to be contacted immediately in order to confirm their availability. The schedules 

shall be saved in the specific folders in G:\Shared drives\MLI Documents\MLI-Schedules 

according to the sector. When the schedule has been updated and confirmed at least planning 6 

months in advance, this will be uploaded on the Induction module e.g. BBL000, MED000 in the 

page of the schedule. When there are updates, students shall be informed accordingly.  

The following procedure shall be followed in preparation of a start of course. 
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4.2.2. Induction Session: 

1 Prior to the commencement of the course, the student shall receive a Welcome Letter as per 

template in Appendix 13.  

2 The Students shall be added to the LMS according to procedure in Appendix 18, first to the 

Induction Module and then to all the relevant modules according to the course.  

3 The Administrative & Student (Local/ International) Support Departments Manager has the 

overall responsibility for the delivery and review of student induction together with the 

Academic and Student Support Manager. The MLI Principal oversees the content and 

effectiveness of the student induction experience. (Appendix 16) 

4 MLI offers learner induction as the primary phase of the guidance and support services 

provided to students from before they join our institute, and this continues throughout their 

course. The induction process aims to:  

a. Assist learners to integrate in the world of studying; 

b. Introduce learners to the skills, knowledge and demands of their programme; 

c. Introduce learners into being part of MLI. 

3. An induction session will be conducted to all the course participants, which notably includes: 

a. The work plan: lecture schedule, modules, and what is expected as outcome from 

every module as an assessment; 

b. Assessment criteria; 

c. Introduction of Policies and Procedures of MLI ς will be uploaded on the LMS 

platform: https://maltaleadershipinstitute.edu20.org/ for future reference for the 

student; 

d. Access to the course materials that will be uploaded prior to the commencement 

of the course on the LMS; 

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

f. Accreditation of the Qualification; 

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

h. Information about services offered to support the learners during their studies such 

as Career Guidance, Coaching and Counselling; 

i. [ŜŀǊƴŜǊǎΩ /ƻƳǇƭŀƛƴǘǎ tǊƻŎŜŘǳǊŜ - Learners are requested to submit major 

complaints on the proper online form:  

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

j. Access to the online EBSCO Library; 

k. Refunds or subsidies (if applicable); 

l. Reporting absences and other logistical issues; 

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

procedures of MLI.  

https://maltaleadershipinstitute.edu20.org/
https://form.jotform.com/jesfrig/complaint-form
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4.2.3. Changes in Application: 

1. 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 requires to pay additional deposit, then 

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

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

the programme that they have applied for.  However, there can be these exemptions: 

 

a. Upgrade Certificate to Diploma level or Diploma to a Bachelors Level or Post Graduate 

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

b. Downgrade from Diploma to Certificate or Bachelors to Diploma or Masters level to Post 

Graduate Diploma ς The Tuition fee according to the original application will still be 

applicable; 

c. Students might be passing through particular situations or unforeseen events occurred 

during the course of the programme whereby a special request is made to waiver (a) or (b) 

to the MLI Council and this is considered accordingly.  

4.2.4. Payments, Deposits and Refunds 

1. For issues related to Payments, Administration Staff shall refer to the MLI Payment Policy 

and Procedure especially in cases of Dropouts, Suspensions and Resignations. 

2. In the event that there are any doubts, these should be discussed with Accounts Officer 

and with the MLI Principal. 

3. Students might be given concessions on humanitarian basis on approval of MLI Council 

4. Additional support for learners with diverse needs: MLI offers support to learners with 

ŘƛǾŜǊǎŜ ƴŜŜŘǎΦ Lǘ ƛǎ ǘƘŜ ƭŜŀǊƴŜǊΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ ƛƴŦƻǊƳ a[L ƻŦ ŀƴȅ ƛƴŘƛǾƛŘǳŀƭ ƴŜŜŘǎ ƻƴ ǘƘŜ 

applications form so that appropriate support can be provided. 

 

4.3. During the Courses 

Students are encouraged to contact the Administration if they have any difficulty through the 

channels indicated in the Communication Section of this Manual.  

 

4.3.1. Schedules  

1. The Responsibility to compile the Schedule for Courses shall be of the Administration and 

Student Support Manager. This responsibility also entails that s/he shall keep close contact 

with Lecturers about their availability and in the event that something urgent of confirmed 

schedules, lecturers are to contact him/her. 

2. Schedules shall be prepared at least one month prior the commencement of the course and 

shall be planned for the whole duration of the course.  
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3. On compilation of schedules, confirmation of lectures and schedule shall always be 6 months 

in advance. 

4. Communication with Lecturers shall be always through emails and confirmations of lectures 

should always be done by email from the Lecturer side. This avoids issues of 

misunderstandings and mistakes. Confirmed lectures should be coded with the colour green 

on the schedule. 

5. Lecturers might have confirmed a lecture, but need to change it due to unforeseen 

circumstance. Though this should always be avoided as much as possible, however such 

requests might be accepted unless this would become of a habitual nature. 

6. Lectures for Courses are always set on the same day of the week as follows (for Codes of 

Courses consult Appendix 20: 

a. CED, DED, BED, MBA, BEY on Tuesdays, 

b. HSC on various days (face-to-face) 

c. MSN, MND on Wednesdays 

d. AED, DBL, BBL, MED, NUT on Thursdays. 

7. When schedules are confirmed shall be saved in pdf format and uploaded immediately on the 

ǇƻǊǘŀƭ ƛƴ ǘƘŜ LƴŘǳŎǘƛƻƴ aƻŘǳƭŜ ƛƴ ǘƘŜ ǇŀƎŜ ƴŀƳŜ Ψ{ŎƘŜŘǳƭŜǎΩΦ {ǘǳŘŜƴǘǎ ǎƘŀƭƭ ōŜ ƛƴŦƻǊƳŜŘ 

through their whatsapp group that the schedule has been updated. 

8. Schedules shall never be sent on the whatsapp group.  

9. Lectures should be rescheduled only in cases of illness or emergencies. The tutor is to contact 

administration at their earliest to reschedule the lecture cancelled. Administration is to 

communicate with the class representative, providing two alternative dates for the lecture. 

The student representative is to liaise with the rest of the class and inform Administration of 

the date chosen. A message is sent to all students, including the lecturer confirming the new 

date and time of the lecture.  

10. All lectures scheduled not on the initial set day of the week of the course shall be recorded, 

ǎŀǾŜŘ ƻƴ ǘƘŜ ƭŜŎǘǳǊŜǊΩǎ ŎƻƳǇǳǘŜǊ ŀƴŘ ǳǇƭƻŀŘŜŘ ǳƴŘŜǊ ǘƘŜ ǎŜŎǘƛƻƴ ΨwŜŀŘƛƴƎǎ ŀƴŘ wŜŀŘƛƴƎ 

[ƛǎǘǎΩ ƻŦ ǘƘŜ ƳƻŘǳƭŜ ǿƛǘƘƛƴ нпƘƻǳǊǎΦ  

11. Schedules shall be checked on a regular basis and updated always by the Administration 

Manager.  

12. Schedules shall also be written on the whiteboards in the office indicating examination dates 

by the Administration Officer responsible for this task.  

 

4.3.2. Setting and Submission of Assignments and Examinations 

1. It is the role of the lecturer to set Assignments and Examinations, however the 

Administration Staff might be asked assistance how these are set and s/he shall always be 

open to assist any lecturer. 

2. Administration staff shall always be helpful with students if they find difficulties in uploading 

assignments.  
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3. Administration staff shall open for submission assignments whereby students have received 

ŀƴ ŜȄǘŜƴǎƛƻƴ ƻǊ ƘŀǾŜ ŀ ǊŜǎǳōƳƛǎǎƛƻƴΦ ¢Ƙƛǎ ǎƘŀƭƭ ōŜ ŘƻƴŜ ōȅ ǘƛŎƪƛƴƎ ǘƘŜ Ψ!ƭƭƻǿ ƭŀǘŜΩ ōƻȄ ƛƴ ǘƘŜ 

!ǎǎƛƎƴƳŜƴǘ ǇŀƎŜ ŀŦǘŜǊ ŎƭƛŎƪƛƴƎ ƻƴ Ψ9ŘƛǘΩΦ 

4.3.3. Extension of Assignments 

For extensions students are required to send an email either to 

admissions@adminassociations.com or Customer Care at MLI through the LMS. The 

Administration Officer approves the Extensions and registers the Extension in the document: 

G:\Shared drives\MLI Documents\Extension, RPL, suspensions, and resignations list.  

4.3.4. Extension of Dissertations 

For extensions students are required to send an email either to 

admissions@adminassociations.com or Customer Care at MLI through the LMS. These are 

referred to the Academic Support Manager who approves the extension. The Academic Manager 

requests the Accounts Officer to issue invoice for payment and once this is paid, the Academic 

Manager informs the student. The Academic Manager registers the Extension in the document: 

G:\Shared drives\MLI Documents\Extension, RPL, suspensions, and resignations list.  

4.3.5. Resubmission of Assignments or Theses 

In case there are submissions of assignments or theses, the Administration officers need to check 

the Extra Fees that the students need to pay according to Appendix 6. Once they have the 

confirmation from the Accounts Officer that the payment has been affected, they open the LMS 

for resubmission and inform the concerned Lecturer.  

4.3.6. Examinations 

1. Examinations are held online.  

2. Before Examinations, students are reminded with instructions as per email template in 

Appendix 13. 

3. In the event that the student did not manage to upload or had some form of technical issue, 

she shall send an email immediately copying the lecturer and on Customer Care at MLI with 

the Examination Answer. 

4. The following morning, the student is contacted and she is allowed to submit the 

examination that she has sent in the email of the previous day. However, if the student for 

some reason did not submit the day after, then the student has to re-sit for the examination. 

On the other hand if the late submission seems to be suspicious of creating unfairness with 

the other students by for instance taking much more time to finish the examination, the case 

is referred to the Academic Manager to discuss with the Lecturer and make a final decision 

accordingly.  

5. The examinations shall be opened by the Lecturer. 

6. Students might have difficulties during the examination and Administration staff shall be 

available in case there any technical difficulties or any other form of difficulties. If issues 

mailto:admissions@adminassociations.com
mailto:admissions@adminassociations.com
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related to questions arise, the Administration Staff shall call the lecturer and clarify any 

possible issues. 

7. In the event that a student is not able to sit for the examination, the student might sit for the 

examination a day before. The Lecturer has to set another question and create a different 

ŜȄŀƳ ŦƻǊ ƘƛƳκƘŜǊΦ ¢Ƙƛǎ Ƙŀǎ ǘƻ ōŜ ƘƛŘŘŜƴ ŦǊƻƳ ƻǘƘŜǊ ǎǘǳŘŜƴǘǎ ōȅ ǘƘŜ Ψ±ƛǎƛōƛƭƛǘȅΩ ŦǳƴŎǘƛƻƴ ƻƴ 

the LMS. 

8. A calendar reminder shall also be included in order to make sure that the examination is 

given.  

4.3.7. Zoom Links for Lectures 

1. Creating Zoom links and Allocation 

a. The institute has 25 licences for Zoom links to be used concurrently.  

b. At the commencement of a course, a Zoom Link is allocated for the particular course. 

This might change if the intakes of courses are joined. 

c. The Allocated Zoom Links are to be registered in the Excel sheet that is found: 

G:\Shared drives\MLI Documents\MLI Zoom Accountsv.[date]. The Administration 

Officer needs to make sure that it is the latest version. 

d. In Appendix 12, the Administration Officer finds how zoom links are created to be 

combined with an account due to the Host Code. 

e. The Administration Officer shall send links to lecturers with dates of lecturing 

confirmed as per Appendix 13 

 

2. Downloading Recordings 

When Lectures are recorded on the cloud of Zoom for some reason, even if this procedure has 

been abolished, in Appendix 11, the Administration Officer can find the procedure to follow.  

4.3.8 Coursework online 

1. All coursework will be uploaded by Tutors on the LMS 

https://maltaleadershipinstitute.edu20.org. The management and maintenance of the 

system are taken care by the provider and there might be maintenance from time to time 

and this will be announced by the provider. 

2. Learners will be given access to the LMS and will have their coursework together with their 

markings on the LMS. Access is secure unless they share their password to other students. 

3. Administrators are to create the classes of the courses that will initiate from a week prior to 

the commencement of the course. 

4. Tutors are to upload and keep updated their modules and lessons. 

 

4.8.9. LMS Standardisation Labelling of Modules and Structure 

The module structure in the LMS should be as follows and everybody has to adhere to this 

structure as we have a mess on the LMS. This has to be in line with the application accredited by 

MFHEA and lecturers are to be instructed and not allowed to touch it from its proper structure. 

https://maltaleadershipinstitute.edu20.org/
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1. Every Module has to have the standard format Name 

2. Every module has to have the summary of the module that there is in the application for 

every module. 

3. The structure of the module has to have the following pages: 

a. Learning Outcomes: including Competences, Knowledge and Skills 

b. Readings and Reading Lists: the readings listed in the applications. Lecturers are 

allowed to ADD but not delete this list. Resources placed for students have to 

remain and not be deleted by the lecturers. They can add to them ONLY. 

c. Assessment Guide - this is not the assignment. This has to be copied from the 

application and lecturers are not to replace it with their ideas or assignments. 

ASSIGNMENTS AND TASKS SHOULD BE CREATED IN ON A DIFFERENT PAGE 

d. Assignments 

e. Module Feedback link as per Appendix 14. 

4.8.10. Reminders of Corrections 

1. The Administration Officer in charge shall check pending corrections on a weekly and send reminders 

as per Template in Appendix 13. 

2. In the event that the Lecturer does not comply, the Officer shall inform the Academic Support 

Manager. 

4.8.11. Resubmission of Assignments 

Students might be required to re-submit as per procedure in MLI Academic Policy and 

Procedures. In such a case, the Administration Officer shall open the system upon payment the 

Extra Fee as per procedures 

4.8.12. Attendance Monitoring and Collation 

The Officer in charge of monitoring attendances makes sure that attendances are updated and 

collates data of attendance from the LMS and registers it in the proper excel according to the 

cohorts. In the event that s/he notices that students are not attending, the officer will inform the 

Administration and Student Support Service.   

4.8.13. Answering Queries from Customer Care at MLI  

Administration Officers might receive different types of queries namely:  

¶ Course information: they need to follow the procedure as described in 4.1 at pre-application 

stage. In the event that this is more of guidance query by a student undergoing a course, then 

the query might be escalated either to the Administration and Student Support Manager or 

else the Academic Support Manager accordingly.  

¶ Complaints: Informal and Formal complaints should be addressed according to Procedure in 

5.4. 

¶ Grading: In case there are mistakes in grading these need to be corrected or if the grading is 

correct, then the Administration Officer has to explain the reasoning behind the grading. S/he 
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might refer the case to the Lecturer or consult with the Lecturer or the Academic Support 

Manager.  

¶ Payments: The Administration Officers shall be able to answer these types of queries but 

might consult with the Finance Department for further clarification.  

4.4. End of Course 

4.4.1. Preparing and Issuing Transcripts and Printing of Certificates 

When preparing for the issuing of Transcripts and Certificates: 

1. Step 1: is to check that all assignments are corrected. If not corrected contact the 

lecturer/tutor.  

2. Step 2: Export marks and start calculating all marks. To export marks, refer to the excel 

ǎƘŜŜǘ ǘƛǘƭŜŘ ΨDǊŀŘŜōƻƻƪǎΩΣ ŦƻǳƴŘ ƛƴ a[L 5ƻŎǳƳŜƴǘǎΣ !ŎŎǊŜŘƛǘŜŘ /ƻǳǊǎŜǎΣ ŎƻǳǊǎŜ ŦƻƭŘŜǊΦ 

You will find the template gradebook per course in the accredited courses folder. Marks, 

ECTS and the total global marks have to filled in.  

3. Step 3: Create the transcripts with all the students' personal information. Transcript 

templates are found in the folder MLI Document, Accredited course, Course folder. Each 

transcript is to be saved with the full name and surname of the student in the gradebook 

folder.  

4. Step 4 is to transfer the marks from excel to the transcripts, together will the ECTS value, 

global mark and the date of issue of the transcript.  

5. Step 5: Printed and stamped transcripts are to be passed to the principal for signature. 

A list of the students is also given to the principal for the issuing of the certificates.  

6. Step 6: Check with Accounts for any Pending balance for each student. Should there be 

any pending balances the student is contacted and the transcripts are held at the office 

until the pending balance is settled. All transcripts and certificates are scanned. The PDF 

ŎƻǇȅ ƻŦ ǘƘŜ ǎŎŀƴƴŜŘ ǘǊŀƴǎŎǊƛǇǘǎ ƛǎ ǎŀǾŜŘ ƛƴ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŦƻƭŘŜǊ ŀƴŘ ǎŜƴǘ Ǿƛŀ ŜƳŀƛƭΦ 

Students with pending payments are to be listed in the group excel sheet (created with all 

the personal details of the student) with the reason for the certificates not being sent ex: 

ōŀƭŀƴŎŜ ƻŦΧ ƴƻǘ ȅŜǘ ǇŀƛŘΦ ¢Ƙƛǎ ǎƘŜŜǘ ǿƛƭƭ ōŜ ǊŜǾƛŜǿŜŘ ŜǾŜǊ ǘǊƛƳŜǎǘŜǊ ŀƴŘ ǊŜƳŀǊƪǎ ŀǊŜ 

expected to change from one review to the other. 

7. Step 7: Students are informed to collect the originals withing 2 weeks. The Graduation 

process and preparation is explained under the Marketing section. 

4.4.2. Printing of Certificates 

Following the issuing of the transcripts, the Administration and Student Support Manager refers 
the transcripts to the Office of the Principal for the printing of the certificates.  

4.4.3. Archiving Students on the LMS 

Following the issuing of the transcripts and the graduation, the Officer in charge of archiving shall 

archive students from the LMS. 
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4.4.4. Records of courses 

1. Records of courses and students registered in the courses will be held in the LMS. However 

copies of these will be kept as a backup in the MLI IT systems. Moreover results, copies of 

certificates, examination papers and copy of the logbook for practical modules will be kept in 

a hardcopy and archived in a safe place.  

2. Records will be kept for 40 years as soft copy according to the MFHEA regulations. 

3. In case MLI cease to exist, these will be kept by the owner of the school in case ex-learners 

would need to a copy of such qualifications. 

 

 

5. Other Administrative Tasks 

5.1. Archiving of Online Accounts: 

Once students complete their studies and are issued with the respective transcript and/or 

certificate, their online account is immediately archived. This means that you will no longer have 

access to any important material such as your own submitted assignments. Please make sure to 

always store copies of your own work. Once an account is archived, students can only regain 

access upon request and against a charge as per Appendix 6. Once these requests are processed, 

one would be granted access for a duration of 24 hours. 

5.2. Lecturers Claim form 

Lecturers as per MLI Academic Policy and Procedures shall claim the payment for the lecturing, 

correction of assignments and other work on the MLI Claim Form (See Appendix 13 of MLI 

Academic Policy and Procedures). The Administration Officer in charge of checking the Claim 

Forms shall follow add up the totals on the online Claim Form. The Claimant shall confirm the 

totals confirmed by the Administration Officer. Once these are confirmed, these are passed to 

the Accounts Officer or the person in charge who works the payroll. 

 

5.3. Leave Booking: 

1. Discuss with the Administration and Student Support Manager and after seeking his/her 

verbal approval consult with other officers whether there are any objections.  

2. If there are no objections, book leave using this form: 

https://docs.google.com/forms/d/e/1FAIpQLSdw-dACzYAQ5HbTF1p3N77rDkLU-

UhD2rmAXoII8b4aw4w0_w/viewform?vc=0&c=0&w=1&flr=0 

3. ¦ǇŘŀǘŜ ǘƘŜ ά.ƻƻƪŜŘ [ŜŀǾŜέ DƻƻƎƭŜ ŎŀƭŜƴŘŀǊΦ 

4. When the time comes, list it on the board as well. 

5. If necessary, hand over any important tasks that was unable to carry yourself prior to going 

on leave. 

https://form.jotform.com/jesfrig/MLIClaimform
https://docs.google.com/forms/d/e/1FAIpQLSdw-dACzYAQ5HbTF1p3N77rDkLU-UhD2rmAXoII8b4aw4w0_w/viewform?vc=0&c=0&w=1&flr=0
https://docs.google.com/forms/d/e/1FAIpQLSdw-dACzYAQ5HbTF1p3N77rDkLU-UhD2rmAXoII8b4aw4w0_w/viewform?vc=0&c=0&w=1&flr=0
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6. Ideally you will enable the out of office message in case of individual email accounts. 

5.4. Complaints and Appeals  

1. The Administration and Student Support Services Team shall be aware of the MLI Complaints 

and Appeals Policy and Procedures. This refers to the formal complaints.  

2. Students might complain informally about lecturers, delay from administration, markings and 

other pertaining issues. MLI Admin Staff shall first try to resolve the issue in an informal way. 

Many issues do not need escalation. However, there might be issues that need to be 

escalated either the Administration and Student Support Manager for issues pertaining to 

administrative issues, or to the Academic Support Manager for Academic Issues.  

3. In the event that the issue is not resolved, then this should either escalated to the Head of 

Schools or the Principal.  

5.5. Change of Course Programme Request: 

1. Students who are already following a programme with MLI can request to change from 

one programme to another. 

2. Students are to forward their request by filling in the Change of Course Request Form 

listed hereunder: https://form.jotform.com/jesfrig/change-of-course-request.  (Appendix 

9) 

3. See Appendix 9 

4. MLI keeps the discretion to refuse any request to change programme as per terms in 

[ŜŀǊƴŜǊǎΩ !ƎǊŜŜƳŜƴǘ ǿƘŜǊŜōȅ ŀƴȅ ǎǘǳŘŜƴǘ ƘŀŘ ŎƻƳƳƛǘǘŜŘ ǘƘŜƳǎŜƭǾŜǎ ǘƻ ŀ ŎƻǳǊǎŜ 

completion and its respective course fees. 

5. Should MLI decide to grant a student permission to switch between courses, the 

following conditions apply:  

a. Scenario 1: The student has attended less than 25% of the total number of ECTS of 

the current course. 

i. The student will lose all of the deposit. If the deposit had not yet been 

settled by the student, s/he must pay that amount in full. In case that the 

deposited had been discounted at any scheme, the full deposit (out of any 

scheme is application 

ii. The student must also pay extra fees at fixed rates for each number of 

ECTS for which s/he has attended lectures. 

1. ECTS at MQF level 4        -        Eur10/ECTS 

2. ECTS at MQF level 5        -        Eur12/ECTS 

3. ECTS at MQF level 6        -        Eur12/ECTS 

4. ECTS at MQF level 7        -        Eur25/ECTS 

b. Scenario 2: The student has attended more than 25% of the total number of 

9/¢{ ƻŦ ǘƘŜ ŎǳǊǊŜƴǘ ŎƻǳǊǎŜΦ ¢ƘŜ ǘŜǊƳ άƳƻǊŜ ǘƘŀƴ нр҈έ ŀƭǎƻ ƛƴŎƭǳŘŜǎ ƳƛƴƻǊ 

decimal points exceeding the 25%.The student must pay half of the current 

ŎƻǳǊǎŜΩǎ ǘǳƛǘƛƻƴ ŦŜŜǎΦ ¢ƘŜ ŘŜǇƻǎƛǘ ƛǎ ƛƴŎƭǳŘŜd in this amount. 

https://form.jotform.com/jesfrig/change-of-course-request
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c. Scenario 3: In the event that the student has done more than 50% of the ECTS 

ƻŦ ǘƘŜ ŎǳǊǊŜƴǘ ŎƻǳǊǎŜΣ Ƴǳǎǘ Ǉŀȅ ǘƘŜ Ŧǳƭƭ ǘǳƛǘƛƻƴ ŦŜŜǎ ŀŎŎƻǊŘƛƴƎ ǘƻ ǘƘŜ [ŜŀǊƴŜǊΩǎ 

Agreement.  

5.6. Continuation of Course 

A student might have applied for a Certificate or Topup Diploma and wants to continue the 

.ŀŎƘŜƭƻǊΩǎ ŘŜƎǊŜŜΦ Lƴ ǎǳŎƘ ŀ ŎŀǎŜ ŀ ǇŀŎƪŀƎŜ ǇǊƛŎŜ Ŏŀƴ ōŜ ƎƛǾŜƴ ǘƻ ǘƘŜ ǎǘǳŘŜƴǘΦ Lƴ ǎǳŎƘ ŀ ŎŀǎŜΣ ǘƘŜ 

Administration Officer would edit the original application of the student, and send an email to 

the student with the updated application to confirm the change in the application. Once the 

change has been confirmed by the student, the student is admitted to continue the course 

accordingly.  

5.7. Updating of Student Register  

The Administration Officer in charge shall update the Student Register at least on a monthly 

basis.  

5.8. NSO Return of Statistics 

The Administration Officer in charge shall assist the Administration and Student Support 

Manager in providing and compiling the Statistics from the Student Register. 

6. Communication with Academic Staff (Lecturers & Others) & 

Students 

6.1. Communication with Students 

1. Students shall be instructed that as soon as they start their course all their queries shall be 

addressed to through the LMS and to the Customer Care at MLI or through the Whatsapp 

Group of the particular Course Intake.  

2. Whatsapp Group: A Whatsapp group shall be created for every Course Intake by the 

Administration Officer on the MLI Mobile Phone (79760104) whereby all the students of that 

intake shall be added to facilitate communication with students.  

3. Queries shall be answered, if possible, on the same working day on the Whatsapp group, 

however not later than 48 hours of working days. In the event that the query cannot be directly 

answered, the message or the email shall be acknowledged until a definite answer to the 

student shall be provided by not later than 5 days from receipt of message.  

4. Queries shall be related to two main issues: 

a. Course Issues: For issues related to course modules, examinations, resits and absences 

b. Payment Issues: invoices, updated statements and registration of payments. 
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6.2. Communication of Administration Staff with Lecturers 

Whatsapp Group: A dedicated group shall be established on Whatsapp to enhance communication 

and streamline the sharing of important announcements. This group fosters collaboration among 

Academic , provides timely updates, and supports the development of a connected and cohesive 

academic community across the institution. 

6.3. Communication of Students with Lecturers 

1. Communication with Lecturers is at all times done through the messaging system. This applies  

2. Lecturers have 72 hours to answer the students (only working days) 

3. Students do not expect to receive an answer on Saturday, Sunday and Public Holidays. 

4. If students know the mobile of the Lecturer, they should refrain from sending messages about the 

course to his/her mobile or personal email. Do not ask for their mobile numbers and personal emails. 

7. Training of MLI Administration Staff 

7.1. Induction 

1. Contract of Service or Employment: The Administration Staff following the decision of recruitment, 

shall be provided with a contract that is to be signed as per MLI Recruitment Policy and Procedures. 

2. Declaration of Conflict of Interest: New employed staff shall make a Declaration on any Conflict of 

Interests and it is up to the MLI Council to decide whether to proceed with the employment or not of 

the selected staff member whether part-time or full-time as per MLI Code of Conduct Policy and 

Procedures. 

3. Access to LMS: Administration Staff shall have access to the Learning Management System (LMS) as 

Administrator.  

4. Access to email and other platforms: New Administration Staff shall be provided with an email and 

also access to other platforms such as the Jotform, the Survey Monkey and Turnitin back end.  

5. LCTS procedures: Administration Staff shall be provided with a copy of the LCTS Policy and Procedures 

to read and sign.  

6. Induction and Initial Training: The Administration and Student Support Manager and the Academic 

Support Manager shall be responsible to provide initial training both in the Policies and Procedures of 

MLI and also in other procedures that might be needed such how to use the platform apart from the 

Staff Training Sessions mentioned in MLI Continuous Professional Development Policy and Procedures. 

 

7.2. Ongoing Training for all Administration Staff 

 

1. MLI Administration staff involved in the admission process will receive training to ensure they provide 

accurate information and support to applicants. 

2. Ongoing professional development will be provided to staff to keep them informed about changes in 

admission policies and best practices. 

3. All staff handling applications must adhere to confidentiality protocols and data protection regulations. 
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8. Events Management and Marketing 

8.1. Marketing and Events Committee Terms of Reference 

8.1.1. Role and purpose of the committee:  

The role of the committee is to support and work collaboratively with the Marketing Officer, to 

offer suggestions and formulate Marketing and Advertising strategies that will promote the MLI, 

MLI English School, Synapse and CME30.   

The purpose of the committee is to strengthen the network of communications among the 

school, the school council and potential clients/customers.   

Functions:  The main functions of the committee shall be to:  

¶ Constantly review the effects of the marketing undertaken on student rolls and the other 

activities; 

¶ Manage the brand and image of the school and the other services; 

¶ Review the pertaining websites and platforms and ensure that they are up to standard 

and up to date  

¶ Review the advertising needs of the school and the other services. This includes the 

chosen media and the period in which the advertisements are published.    

¶ Liaise with the Heads of School to ensure that students/clients are adequately informed 

about any new programmes and other activities; 

¶ Liaise with the Alumni rep to ensure former students have a strong link with the school; 

¶ Organise publicity campaigns when necessary;   

¶ Keep liaison with the Sales Representativees 

¶ Submit an annual Marketing plan as well as the Marketing budget to the school council 

for review   

¶ Organise the events of the school and also other pertaining events of the company. 

¶ Determine from time procedures on the use of Social Media. 

8.1.2. Composition of the Committee  

 It was agreed that the Committee consist of the following people: 

a. The Marketing Officer 

b. The representative of the CEO/Principal (the Chairperson) 

c. The Representative of the Heads of School  

d. The Sales Representative 

e. The Representative of the MLI Administration and Student Support Team. 

8.1.2. Frequency of Meetings 

A meeting shall be held at least once a month and whenever deemed necessary. 
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8.2. Events 

9.2.1. Graduation Ceremonies 

Phase 1: Two Months Before the Graduation Date 

1. Initiate Registration Process (8 Weeks Before) 

o Prepare Invitation Letters for each course. Include essential details such as: 

Á Date, time, and venue of the graduation. 

Á Registration instructions and deadlines. 

Á Information about gowns (e.g., contact Natasha's His 

and Hers at +356 79453002 for rental details and 

costs). 

o Create a JotForm for students to register. 

o Ensure the invitation letter is sent to the Administration Manager 

for dissemination to students. 

2. Track Registrations and Payments (7-6 Weeks Before) 

o Monitor student registrations and payment confirmations through the JotForm. 

o Send reminders to students about the registration deadline if necessary. 

 

Phase 2: One Month Before the Graduation Date 

3. Finalize Attendance Numbers (4-5 Weeks Before) 

o After the registration deadline, review the total number of attendees. 

o Assess the capacity of the chosen venue: 

Á If space allows, decide whether to grant students 

permission to invite more than 2 guests. 

4. Book Services and Venue (4 Weeks Before) 

o Confirm and book the following services: 

Á Photography: Contact Tomasz at szarfo@googlemail.com. 

Á Videography: Contact Marc Edward at marcedportanier@gmail.com. 

Á Flowers: Contact Flowers by Phyllis at 

flowersbyphyllismalta@gmail.com. 

Venue: 

Á For large graduations (over 300 people), book Hilton 

St. WǳƭƛŀƴΩǎΦ Email Michela Grech at 

michela.Grech@hilton.com. 

Á For smaller events, confirm a more suitable venue. 

 

5. Prepare Graduation Programme (3 Weeks Before) 

o Draft the graduation programme, including: 

Á Opening address. 

Á Guest speeches. 

mailto:szarfo@googlemail.com
mailto:marcedportanier@gmail.com
mailto:flowersbyphyllismalta@gmail.com
mailto:michela.Grech@hilton.com
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Á Presentation of certificates. 

Á Closing remarks. 

6. Prepare the MC Script (3 Weeks Before) 

o Use existing graduation folder scripts as a base. 

o Customize the script for the current event, including: 

Á Welcome remarks. 

Á Introduction of speakers. 

Á Instructions for graduates and guests during the ceremony. 

Phase 3: Final Preparations (2 Weeks to Event Date) 

7. Confirm Service Providers 

8. Reconfirm all bookings with the photographer, videographer, florist, and venue. 

9. Coordinate with Administration 

o Ensure all logistical and operational aspects (e.g., seating 

arrangements, certificate preparation) are in place. 

o Confirm dissemination of final instructions to students and guests. 

10. Rehearsal and Final Checks 

o If feasible, schedule a brief rehearsal for the graduation day to 

finalize details with the MC and key personnel. 

o Check that gowns are delivered and ready for collection. 

 

Phase 4: Graduation Day 

11. Execution 

o Ensure the venue is set up according to plan. 

o Coordinate with service providers to ensure smooth operations. 

o Ensure all participants (students, MC, and guests) are informed 

and prepared for the ceremony. 

 

7.2.2. Blended Intensive Programmes 

Phase 1: Planning and Preparation (3-4 Months Before) 

1. Create a JotForm for Registration 

o Design a JotForm to collect data from both students and staff. 

(Duplicate past forms and amend accordingly) 

o Include terms and conditions for participation and data privacy consent. 

2. Update the PDF Booklet 

o Revise the booklet with updated and clear information 

 

Phase 2: Marketing and Logistics Preparation (8 Weeks Before) 

3. Confirm Student Participation 

o Use the JotForm to track registrations. 

o Ensure the minimum of 20 students is met. If not, coordinate 
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with institutions to fill the quota. 

4. Prepare Welcome Bags 

o Contact Jake Mifsud at Visit Malta (jake.mifsud@visitmalta.com): 
ω Inform him of the total number of students and request merchandise. 
ω Confirm pick-up dates and plan for delivery. 

o Add additional branded materials to the bags, such as: 
ω Pens, notebooks, water bottles, and maps of Malta. 

 

5.  Book Excursions 

o Schedule excursions mentioned in the programme: 
ω KŀƑŀǊ Qim 

ω Boat party 

ω Other cultural/educational sites 

ω Confirm transport and venue capacity if the group exceeds 20 

participants. 

 

6.  Book Food and Beverages 

o Contact the following for food arrangements: 
ω Leandro Camilleri: leandrocamilleri86@gmail.com or Edmond Garage:  

ω Marika Barigozzi (Dolceria Barigozzi): dolceriabarigozzi@gmail.com 

o Ensure food covers: 
ω Breakfast (if applicable), lunches, dinners, and coffee breaks. 
ω Consider dietary restrictions noted during registration. 

 

7.  Confirm Lecture Venue 

o Finalize venue arrangements. If the group size is above 20, secure 

a larger venue. Ensure it is equipped for hybrid/online 

components if needed. 

 

8.  Book Transport 

o Arrange transportation with Paramount Coaches 
(info@paramountcoaches.com or Edmond Garage: 
ω Confirm pickups for excursions, airport transfers, and daily commutes. 
ω Save their emergency contact for last-minute adjustments: 

ω Office: +356 21410220 /  +356 21432001 
ω Emergency: +356 79495360 

 

Phase 3: Final Preparations (2 Weeks Before) 

9. Confirm All Bookings 

¶ Reconfirm all arrangements: 

o Excursions and transport. 

o Catering. 

o Lecture venues. 

mailto:jake.mifsud@visitmalta.com
mailto:leandrocamilleri86@gmail.com
mailto:dolceriabarigozzi@gmail.com
mailto:info@paramountcoaches.com
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o Merchandise pick-up for welcome bags. 

10.  Distribute Final Programme 

¶ Share a finalized version of the itinerary with: 

o Students (via email or printed handouts). 

o Staff and facilitators. 

¶ Include: 

o Online session links. 

o Emergency contacts. 

o Detailed daily schedules. 

11. Prepare Welcome Bags 

¶ Assemble bags with: 

o Visit Malta merchandise. 

o Programme schedule. 

o Small snacks and drinks. 

o Any other promotional or informational materials. 

12. Conduct a Pre-Event Check 

¶ Review all components: 

o Attendance lists. 

o Food arrangements and dietary needs. 

o Transport routes and timing. 

¶ Address any last-minute concerns or gaps in planning. 

 
Phase 4: During the Programme 

13. Take Attendance 

¶ Use the prepared attendance registers for: 

o Both online and in-person components. 

o Separate registers for each country. 

14. Monitor  and Adjust Logistics 

¶ Assign team members to oversee: 

o Excursions and transportation. 

o Catering arrangements. 

o Venue setups for lectures. 

15. Engage Students 

¶ Facilitate active participation in all components. 

¶ Gather feedback informally from students and staff. 

 
Phase 5: Post-Programme (1-2 Weeks After) 

16. Prepare and Distribute Certificates 

o Collaborate with the Admin Staff to finalize and distribute: 

ω Certificates of completion. 

ω Transcripts (if applicable). 
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17. Collect Feedback 

o Create a simple survey for students and staff to share their experience. 

o Use JotForm 

18. Review and Reflect 

o Hold a debriefing session with the team to: 

ω Discuss what went well and what could improve. 

ω Document key learnings for future programmes. 

 

8.3 Social Media Guidelines: 

8.3.1. Principle 

At the Malta Leadership Institute, we recognize that social media is a powerful tool for 

communication, education, and engagement. Our principle is to promote the responsible, 

respectful, and professional use of social media by all members of our community τ including 

students, faculty, staff, and associates. 

Social media activities should uphold the reputation of the Institute, foster a positive learning 

environment, and align with our core values of integrity, respect, leadership, and academic 

excellence. All use of social media, whether official or personal but related to the Institute, must 

comply with applicable laws, respect confidentiality, and contribute constructively to public 

discourse. 

The Malta Leadership Institute encourages the use of social media to share knowledge, celebrate 

achievements, and build meaningful connections, while ensuring that communications reflect 

the dignity, professionalism, and ethical standards expected within our educational community. 

8.3.2. Guidelines  

1. Use of Personal Social Media During Work Hours 

9ƳǇƭƻȅŜŜǎ ŀǊŜ ŜȄǇŜŎǘŜŘ ǘƻ ŦƻŎǳǎ ƻƴ ǘƘŜƛǊ ǿƻǊƪ ǊŜǎǇƻƴǎƛōƛƭƛǘƛŜǎ ŘǳǊƛƴƎ ōǳǎƛƴŜǎǎ ƘƻǳǊǎΦ LǘΩǎ 

important to avoid excessive use of personal social media accounts while at work. Personal social 

media should not be accessed on company equipment unless it directly pertains to work tasks. 

Additionally, when registering for personal accounts online, employees should refrain from using 

their company email address unless the account is work-related. 

2. Be Respectful 

Employees should avoid posting discriminatory or harassing content, including new posts, 

retweets, shares, and hashtags. Statements or slurs related to race, religion, sexual orientation, 

ethnicity, or gender can be considered offensive. 

It is important to remember that professional and personal brands are interconnected. Therefore, 

employees should exercise care in what they post online, as it reflects on both their personal and 

professional reputation. 

3. Posting Company Confidential Information: Employees are prohibited from sharing any 

confidential company information. This includes, but is not limited to, the following: 

¶ Client lists 
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¶ Non-public financials 

¶ Business strategies 

¶ Legal matters 

¶ Marketing and sales plans 

¶ Violating this policy may result in disciplinary actions, including potential termination. 

 

4. Promote employee engagement: All employees are very welcomed to follow the company's 

official social media accounts for a great starting place to engage with company content.  

https://www.facebook.com/MLIMalta  

https://mt.linkedin.com/company/mlimalta  

https://www.instagram.com/mlimalta/ 

https://www.tiktok.com/@mlimalta  

 

5. Opinions that do not reflect the Company Standards: Employees should not state their opinions 

as being on behalf of the company. However, it's acceptable for employees to express their 

opinions. Create a disclaimer clause that highlights opinions of employees should always be 

associated with the employee and not the company. The wording can simply state "views 

expressed are my own" in the social media bio. 

6. Prevent improper use of company logo: Employees should be able to use the company logo. 

However, it is important for businesses to give specific examples when the logo should not be 

used. 

7. Do not respond to negative reviews or comments: It's easy to get caught up in a social media 

war. But only the social media manager should respond to negative comments and reviews based 

on company policy. 

 

Having the social media manager -- who oversees all corporate accounts -- reply with a positive 

message shows the company cares and wants to address the issue. It's best for the social media 

manager to speak with the irate customer via email or over the phone. This takes the issue out of 

the spotlight. If the issue needs additional attention, the social media manager can escalate it. 

 

8. About Sharing a post: All Employees are kindly invited to like and share our posts, you can be 

totally free on adding a comment while you share the post. Make sure though not to take one of 

our posts and add on your page, always share and comment. 

 

 

 

 

 

 

https://www.facebook.com/MLIMalta
https://mt.linkedin.com/company/mlimalta
https://www.instagram.com/mlimalta/
https://www.tiktok.com/@mlimalta
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Appendix 1: Conditional Letter of Acceptance 

CONDITIONAL LETTER OF ACCEPTANCE 
<<Date>  

Student Name:  <<Name and Surname of student>> 

Student Registration No:  MLI-<<No>> 

Country of Residence: <<Country>> 

ID Number: <<ID>> 

 

Dear Ms/Mr  <<Name and Surname of student>>, 

 

Further to the interest shown in the course <<Course Name>>  (<<MQF Level>>) (<<No. of ECTS>>), offered 

by Malta Leadership Institute, this is to let you know that your application has been accepted on provisional 

basis. You will not be allowed to continue attending this course unless you complete the prior course that 

leads to this one successfully. Upon completing the <<insert details of the course/certificate the students 

need to complete to become eligible for the course>>, you will be issued with an unconditional acceptance 

letter. This letter includes the details of the course as offered by our institute: 

 

Course Dates 

 

<<start date>> to <<end date>> 

Qualification <<Course Name>>  (<<MQF Level>>) (<<No. of ECTS>>) 

 

Course Fee 

 

ϵ <<Full cost of course in EUR>> 

  

 

 

We look forward to welcoming you on our study programme. 

Jesmond Friggieri 

 

MSc (Psychotherapy & Counseling (East London), MBA (Leicester)   
Principal  
Malta Leadership Institute 
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Appendix 2: Unconditional Letter of Acceptance 

 

UNCONDITIONAL LETTER OF ACCEPTANCE 
<<Date>>  

Student Name:  <<Name and Surname of student>> 

Student Registration No:  MLI-<<No>> 

Country of Residence:   <<Country>> 

ID Number: <<ID>> 

 

Dear Ms/Mr  <<Name and Surname of Student>>, 

Further to the interest shown in the course <<Course Name>>  (<<MQF Level>>) (<<No. of ECTS>>), 

offered by Malta Leadership Institute, this is to let you know that your application has been accepted. 

This letter includes the details of the course as offered by our institute: 

 

Course Dates 

 

<<start date>> to <<end date>> 

Qualification <<Course Name>> (<<MQF Level>>) (<<No. of ECTS>>) 

 

Course Fee 

 

ϵ <<Full cost of course in EUR>> 

  

 

 

 

 

 

We look forward to welcoming you on our study programme. 

Jesmond Friggieri  

 

MSc (Psychotherapy & Counseling (East London), MBA (Leicester)   
Principal  
Malta Leadership Institute 
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Appendix 3: Student Folder Checklist Cover (Physical) 
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Appendix 4: Student Folder Structure (Digital) 
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Appendix 5: Sample of Schedule of Course  
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Appendix 6: Extra Fees over and above Tuition Fees 

 

  MLI - Extra Fees  Price  Unit Date of Effect 

1 

Fee for Referral of Assignment or Exam (2nd 
and 3rd attempt) 

ϵ25 
(each 

attempt) 
As from November 2020 

2 

Other official related visa documentation 
(international students only) 

ϵ25  As from May 2023 

3 Request for Provisional Transcript  ϵ50  As from May 2023 

4 Re-issue of Certificate or Transcript ϵ50  As from May 2023 

5 Official Letter of Course Completion  ϵ50  As from May 2023 

6 Instalment Admin Fee ϵ50  As from July 2023 

7 Re-issue of Official Letters  ϵ50  As from May 2023 

8 Revision of Exam paper/Assignment  ϵ50  As from May 2023 

9 Re-Issue of Receipts/Statement ϵ25  Applicable for Pre-2021 

10 

Extra Session with an Internal Tutor (in case 
of Dissertation) 

ϵ50 (each) As from January 2021 

11 Provision of Copies of Assignments ϵ50 (each) As from November 2020 

12 

Repetition of Module not within 
Cohort/Course - up to Level 6 

ϵ100 (per ECTS) 100 (per ECTS) 

13 

Repetition of Module not within 
Cohort/Course - Level 7 

150 (per ECTS) 150 (per ECTS) 

14 

Request for Independent Review for 
Complaint ϵ1000  As from January 2022 

15 

Request for Personal Data (According to IDPC 
Procedures) ϵрл  As from January 2025 

16 1st Dissertation Extension (Bachelor's) ϵ500  As from 1st April 2024 

17 2nd Dissertation Extension (Bachelor's) ϵ500  As from 1st April 2024 

18 1st Dissertation Extension (Masters) ϵ700  As from 1st April 2024 

20 2nd Dissertation Extension (Masters) ϵ700  As from 1st April 2024 

21 

Dissertation Resubmission 2 (Bachelor's) 
(one needs to also repeat the module, 
inclusive in price) ϵ500  As from 1st March 2021 

22 

Dissertation Resubmission 2 (Masters) (one 
needs to also repeat the module, inclusive in 
price) ϵ700  As from 1st March 2021 

23 Resubmission of Dissertation Proposal  ϵ200  As from May 2023 

Version: 31-01-2025 



43  MLI Administration Policy & Procedures 
  

Appendix 7: Sample Transcript 
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Appendix 8: Zoom Procedures for Students 

Installing Zoom and joining a meeting 

 

 

1. Click on this link: https://zoom.us/download 

 

 
 

2. The installer will download automatically. Click on it. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. LŦ ȅƻǳΩǊŜ ƧƻƛƴƛƴƎ ǘƘŜ ƳŜŜǘƛƴƎΣ ŎƭƛŎƪ ΨWƻƛƴ ǘƘŜ ƳŜŜǘƛƴƎΩΦ LŦ ȅƻǳΩǊŜ ŀ Ƙƻǎǘ ŎƭƛŎƪ ΨǎƛƎƴ ƛƴΩΦ 

 

 

https://zoom.us/download
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Enter the meeting ID specified in the email you received. For example: 
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Enter meeting password specified in the email: 
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ALTERNATIVELY, IF YOU RECEIVE A URL VIA EMAIL, CLICK ON IT 

 

 

Click on ΨhǇŜƴ ½ƻƻƳΩΦ 

 

 

¸ƻǳΩƭƭ ōŜ connected to the meeting room. 

5. In-Meeting Controls 

Once you have started or joined a meeting, you can access the meeting controls located at the 

bottom of the meeting window (move your mouse in the Zoom window to display meeting 

controls). 

The attendee controls appear at the bottom of your screen. 
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Attendees have access to these features: 

Mute / Unmute: Mute and unmute your microphone. 

Tip: Use the following keyboard shortcuts to mute or unmute yourself. You can also use push to 

talk if you want to unmute yourself by holding the spacebar. 

ǒ Windows: Alt + A  

ǒ Mac: Shift + Command + A 

Start Video / Stop Video: Turns your camera on or off. 

Participants: See who's currently in the meeting. The Participants list also gives you access to these 

options: 

ǒ Rename: Hover over your name and click Rename to change your screen name 

displayed to other participants. 

ǒ Non-verbal feedback icons (if enabled by the host): Places an icon beside your name 

to quickly notify the host. For example, Raise Hand places the raise hand icon beside 

your name and simulates a hand raise. 

 

Share Screen: Start a screen share (if the host allows). You will be able to select the desktop or 

application you want to share. 

Chat: Access the chat window to chat with the participants.  

https://support.zoom.us/hc/en-us/articles/205683899
https://support.zoom.us/hc/en-us/articles/360000510003
https://support.zoom.us/hc/en-us/articles/360000510003
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Reactions: In-ƳŜŜǘƛƴƎ ǊŜŀŎǘƛƻƴ ǎǳŎƘ ŀǎ ΨŎƭŀǇǇƛƴƎΩ ŀƴŘ ΨǘƘǳƳōǎ ǳǇΩΦ 

 

 

Leave Meeting: Leave the meeting while it continues for the other participants. Only the host can 

end the meeting. 

In-Meeting Chat 

The in-meeting chat allows you to send chat messages to other users within a meeting. You can send 

a private message to an individual user or you can send a message to an entire group. 

1. While in a meeting, click Chat in the meeting controls. 

 

2. This will open the chat on the right. You can type a message into the chat box. If you want to 

send a message to a specific person, click on Ψ9ǾŜǊȅƻƴŜΩ and choose the name of the person you want 

https://support.zoom.us/hc/en-us/articles/201362603-Host-Controls-in-a-Meeting
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to contact privately.  

 

 

You will also two or three options above the chat text box. 

 

Capturing and sending a screenshot 

1. Click Screenshot. 
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2. Click and drag your mouse around the portion of your screen that you want to capture, 

then click Capture. 

 

3. After you have captured it, it will appear in your chat window. Press Enter to send it. 

 

Sending a file 

1. Click on File. 

2. Browse your computer to find the file and open it. 

Note: While the file is uploading, click × if you want to cancel the upload. 

Zoom will automatically send after you select it. The chat window will show the filename 

and a green checkbox indicating that it was sent successfully. 
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Appendix 9: Change of Course Request 
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58  MLI Administration Policy & Procedures 
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Appendix 10: Examples of Discounts 

The following are sample procedures for Discount Schemes that Administration Officers need to 

follow. 

Discount Schemes: 

There is currently a total of 3 discount schemes: 

¶ Black Friday 

¶ Early Bird 

¶ Bring a Friend 

Please note that students cannot benefit from more than one scheme at a time. 

Introducing the "Early Bird" Discount Scheme   (Discount of 15%) 

Students can start benefitting from the "Early Bird" discount scheme as of today, 1st February 2022. 
Students who apply at an early stage within a certain pre-determined timeframe, can benefit from 
this scheme. To become eligible to benefit from this scheme one must satisfy the following 
conditions: 

¶ Apply for those courses starting during the 2nd Trimester (May-June) or 3rd Trimester 
(September-October) 

¶ The course being applied for must be a fully-accredited qualification. Short courses 
(including accredited ones such as individual modules) does not count. 

¶ Submit an application between 31/01/2022 and 15/03/2022 

¶ Settle the non-refundable deposit by 31/03/2022. 

¶ For courses starting during the Third Trimester, one must submit the application and settle 
the deposit by 30/06/2022. 

¶ When applying, one must indicate that he is applying for such scheme by ticking the correct 
checkbox. 

¶ Students must also indicate during which Trimester they are committing themselves to 
commence their studies. 

¶ The course price will be frozen at the current price and a further 15% would also be 
deducted. 

¶ This is a commitment and therefore one cannot transfer the non-refundable deposit from 
one Trimester to another. 

 Introducing the "Bring a Friend" Discount Scheme    (Discount of 20%) 

Students can start benefitting from the "Bring a Friend" discount scheme as of today, 1st February 
2022. Students who bring a friend, can benefit from this scheme by satisfying the following 
conditions: 

¶ The course being applied for must be a fully-accredited qualification. Short courses 
(including accredited ones such as individual modules) does not count. 

¶ Both individuals should submit their application and settle the deposit successfully. 

¶ When applying, one must indicate that he is applying for such scheme by thicking the correct 
checkbox and list each other's name and surname. 

¶ Students must start a course during the same Trimester and this should be indicated on the 
application. 
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¶ The course price will be frozen at the current price and a further 20% would also be 
deducted. 

¶ This is a commitment and therefore one cannot transfer the non-refundable deposit from 
one Trimester to another. 
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Appendix 11: Downloading Recordings from Zoom 

 

Step 1: Login the Zoom account: https://zoom.us/signin#/login and click on the Google icon 

to sign in. 

 
Step 2:  Sign into zoom through the google account by clicking ΨǳǎŜ ŀƴƻǘƘŜǊ ŀŎŎƻǳƴǘΩ 

 
 

 

 

 

Step 3: Get the user name and password from the Excel Zoom Links document. 

https://zoom.us/signin#/login
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Step 4: Enter username and password as if you are logging into your email. 

Step 5: You will get in to the zoom directly. On the left hand side of the screen you should 

ŦƛƴŘ ŀ ǘŀō ΨwŜŎƻǊŘƛƴƎǎΩ  

 
 

 

 

 

Step 6: Click on the Recordings Tab and you should find the recording of the lesson with 

the date and Cohort number 
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Step 7: Click on the recording you want to download 

 
 

 

 

 

 

Step 8: Delete the Audio File by hovering with the mouse on the linke of the Audio file 
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Step 9: Let the screen refresh and then download the video and the chat file by clicking on 

ǘƘŜ ƛŎƻƴ ƻŦ ǘƘŜ Ψ5ƻǿƴƭƻŀŘΩ ƴŜŀǊ ǾƛŘŜƻ ŀƴŘ ȅƻǳ ƎŜǘ ǘƘŜ ǇƻǇ ǳǇ ǘƻ ŘƻǿƴƭƻŀŘΦ /ƭƛƪŎ ǘƘŜ 

Download icon 

 
 

 

 

 

Step 10: Once you click the download on the popup, the windows explorer opens and save 

under MLI Recordings:  








































































