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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 deemiking

processes within our organization. By establishing uniform procedures, we aim to create
a grong foundation of consistency that, in turn, fosters integrity, transparency, and trust
across all levels of our work.

Consistency is more than just a practicet is a reflection of our values and a driver of
our credibility. When ouactions 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 embers, clients, and stakeholders, and upholds the
standards that define MLI.

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

Office of thePrincipal Mr.Jesmond Friggieri (MLI Princip{ 15" April 2025

(eventually to be delegated to th
Administration Manager)

Most procedures existed as the
developed by time, however the
were never compiled into on
manual even if there were attemp]
since 2021 to develop such
manual

MLI  Administration and Administration and Studen
StudentSupport Services | 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 2018nd was licenced to offer accredited courses in the Further and
Higher Education Sector in 2018, bearing@ence MFHEA201805. 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 par® g Yy SabkBcfations and voluntary organisations, MLI was
founded with the aim of offering educational taquality notch qualifications rangg from

MQF Level 3 to MQF Level 8.

a[LQa AYAGAILIfT F20dza ¢l a (G2 2FFSNI I OONBRAGSR
Support Educatord.SEand thus establishing th8chool forEducationStudieswithin MLI,

while slowly it expanded to two other sectors that of tBehool forBusiness&

Management Studiesindthe School forHealth andHolistic WellbeingAs soon the first

accredited courses where launched, MLI experienced unexpected exponential growth due

to the launch of the Toqup Bachelor in Education (Fac. & Adpt. Educationticdedits 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 COVHDI period, MLI adapted to changing times caused by thelearic and
adapted to the needs of students and from classrebased courses, moved to
synchronous modeln 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 coutbeset

three levels in all three sectors of its specialisations.

The ambitious goals of MlMere not restrained by the pandemic and ventured in
conducting its firstesearchon 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 marketternational initiatives. In

2021, MLI applied under the mother company LCTS Ltd to become a European Chartered
HigherEducation (ECHE) institutiamorder to be able to apply for funding for its staff and
students under Erasmus+. Since 2022, various students and staff have undertaken mobility

7 MLI Administration and Student Support Policy & Procedures



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 atade
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
GKS Y2YSyidz a[lL KI@S NBOSAOSR | ydzYoSNJ 27
Courses which actually gave them better opportunities to work in Malta and Europ

¢CKNRdzAK 20t YR AYUSNYyFraGA2ylf addzRSydax
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 longterm visionis at developingVLI is tobe theestablisted Mediterranean
EducationaHubbecominga 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 theirensient 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 livesstetbp 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, MLier$ 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 JusticaviL| values the potential of every individual being staff member or
student, and safeguards through its structures to o#gual opportunitiesto all and
through its regulations ensures thatjuitable treatmentis 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 amternational levels.

a. Academicwe aim to enhance academic integrity on two levels:

8 MLI Administration and Student Support Policy & Procedures
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i. Allresearchconducted by researches within MLI will carry academic
integrity and ensure originality of works.

i. MLI ensures thak (i dzR Sy (isifree oppiadidrism and other forms
of cheating.

b. Financialwe aim at being financially transparent with all our staff and
students according to Maltese and International laws while overseeing that
A0FFF FNB SljdAaidlofte NBYdzySNI ISR |yR ai
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 througdasonably priced
andsubsidised courseand advantageous payments methods.

b. Havefewer opportunities to learnby adapting to the diverse needsf these
learners and students throughraore tailormade approactand thus
enhancinga social dimension to our institute.

3.3. Vision

Every human person is unique and aspires towardsasifalisation. There are individuals
who do not lack opportunities both because of their natural endowments, butsastety
has blessed them with an environment where they have grown up with various possibilities
due to various factors resulting from favourable {pigychesocial factors. However, there
are persons who unfortunately, due to various factors ranging from physical difficulties to
psychesocial factors, have had less opportunities to maximise their potential.
Based our three (Inajor beliefs:
i Training is a journey of satiscovery, improvement and change.
1 Students/Trainees are like Michelangelo piecenairble full of potentia¥ | saw the
angel in the marble and carved until | set him féddichelangelo
T ¢KS OKA&St Aa Ay (GKS OUNIXAYSNDRakiSIOKSNDa
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 selfactualisation.
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 striveto enhance the development of the human being in all aspects of life aiming at
F OKAS@AyYy 3  #wéng hif bela@uilieaiion sffering theuality education.
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3.5.

10

Obijectives

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 nekRU 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.

MLI Administration and Student Support Policy & Procedures



3.6. Organisational Chart

Malta Leadership Institute (MLI)

Organigram v.184-2025
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3.7. Services

MLIoffersthe following services:

1. AcademicQualifications and CoursedLI offers courses ranging from MQF/EQF Level 3
to EQF/MQF Levélin threemainareas Education, Business and Health and Holistic
wellbeing.

2. ResearchMLIconductsrelevant research projects within the Business, Education and
Health and Holistic Wellbeirfgelds of studies both solely and in collaboration with
entities and universities.

3. Educational & Business Consultandyt | offersconsultancy services through its
expertiseto contribute toimproveMaltese and MediterraneaBusiness, Educational and
Health Systembacked up with it®wn researchwhich might be conducted under EU
Funded project®r other forms of funding.

4. International Opportunities: MLIseekgo enhance its international opportunitidsoth
for its academic and administrative staff and studetmt®ugh four main channels:

a. European Charter for Higher Education (ECHH) 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. EUFundedprojectsunder Erasmus+ funding Key Action 1 anvdh2re 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 mobilés (teaching and training)Students and staff
(administrative and academic) under Erasmus+ funding will be able to take
valuable experience through shednd longterm 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 Agreemepi®viding
opportunities in ceteaching, student exchange, and joint degrees.

5. Coaching, Mentoring and Counselling Studerti-| offers coaching, mentoring and
counselling to midentswho might are passing through academic and/or psychological
difficulties in order to support them to achieveaximise their potentiahndachieve their
dream.

3.8. Our Training/Teaching Approach: Lecturer, Trainer, Tutor Approach
MLLGAGK AG& GAraArzy (2 YIFIEAYAAS &l @B&sionalsQ LI2 (¢
within their field,strives to offer a unique manner how we approach learning. Our trainers,

lecturers, tutors and staff are meticulously chosertdach, 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 aotexs

modelsto 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 towardsitical thinking, self-reflection andlearning through

action, by providingstimulating andinteractive learning experience and journey. While trainers,
lecturers and tutors are expected to shadmeowledge skillsand competenceghroughout the
a0dzRSy(iaQ 22d2NySe s G KS gelfdctihdise el Ndtential 2nd Secdd2 6 S NJ
true professionalswithin 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, processed 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 witiccredited 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 sts@dea 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 qatdifis 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 framewariderthe Laws of Maltaat the stage of licence
renewal every five years, MLI will undergM&HEAQuality Assurance Audi¥LIwill be audited
aganst 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 tifdkks$.is committed to offer
high quality programmeboth for Maltese andinternational students and vows to become in the
coming years a Hub of Education Excellence in the Mediterraimetinee 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 marketimgpuld be through the following channels:

14

a. Email: fromnfo@maltaleadershipinstitute.coror
international@maltaleadershipinstitute.com

b. Messenger

c. Instagram

d. Telephone calls.

4.1.1 Request for information

. When a request for information enters through one of the abowentioned channels,

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

. 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.

In case ofnternationalstudents, a meeting shall also be provided either with the Agent in
that country or elsalirectly with the student in order to understand motivations and also
discuss other related issues.

. Every query is registered on the following Excel fi@i Shared drivegvLI

DocumentSMLFStudent FilegProspective Student List according to Coheiitarketing
and Registers

. Administration Officers should followp 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

. Local students shall apply on the following application:

https://form.jotform.com/jesfrig/applicationfor-malta-leadershipcowhile International
Students (Out of EU) shall submit their application through the following link:
https://form.jotform.com/jesfrig/Internationalstudents

. 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 accordingBpecial consideration shall be taken about the
transparency and fairness of this process.

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 stilesotved, the

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

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.

MLI Administration Policy & Procedures
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5. As per MLI Payment Policy and Procedure a Request for Pagewortingly 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 focal/EU applications
a. Access the Application in thmtformPlatform.
b. Go to eitherApplication for Malta Leadership Courses Application for Malta
Leadership Courses (Accredited Short Courseg)pplication 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
GFaxe® 9ftA3IA0EST LIART LINRPOSaaSR:z: y?2
to provide further studentg, 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 tgdNot Eligible and stop there.
3. If the student is eligible proceed accordinglye Administration Officeneeds 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 thatudent has applied for any discount schemes on
time.

d ! RR GKS adGdzRSyidQa RSOl ®¥Shared y G KS
drives MLI DocumentdMLIStudent FiledProspective Student List
according to CohortsMarketing and Registers.

e./ KSO1 GKS WW2{iF2N¥Qd 2 KSy ARADRRSY
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)
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https://eu.jotform.com/myforms/?path=%2Fmyforms

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 20weeks course certificate from our end and would
like to start the 36weeks course
1. If the student is not eligible, add a tad\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 alreadyexisting student folder
b. Check whether the student has applied for any discount schemes on
time.
c. ' RR GKS adGdzRSyidQa RSOGIFIAfA Ay GKS
according to Cohorts(not final) updated
d. Check whether the student has already paid from this excel sheet:
Gt Fe@YSyd G4 wSOSLIiA2y¢E
. LF LIAR IfNBIFIR&X FRR GKAA GF3Y
i. LT y2404X FRR GKA& GF3 AyaidSrRY |
iii. OTHERWISE, if the student is still expecting the certificate from
our end, as in thexample listed in 1.c, we shall accept the
aGdzZRSy 4G 2y | O2yRAUGAZ2Y® Ly (KA
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\ppendix 13.
i. In the future, we are to send the conditional/unconditional
acceptance letter immediately instead
7. The below is a more details process limternational/Out of EU applicants:

Step I Following the first contact or referral either directly or through the Agantjnitial
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 faeprospective
candidate shall:Https://form.jotform.com/jesfrig/Internationalstudent3.
Step4: Following the receipt of the applicati@nd 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 €ed as per MLI Payment Policy and Procedures.
Step5: The Admissions officer with the Admissions Committee vets the application in full and will
decide formally the acceptance/nescceptance of the application.

a) Passes the interviewA 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
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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 postponedAn 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 ordppéy
after 6 months from the first application.

Step6: 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 forithé application.
Step7: 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 & Agedtrectly

b) Visa not accepted: the student can appeal capmply. The best is rapply.

Step 8: Accepted students for the Vis@hese will proceed to the coursdter they have made
the necessary payments according the MLI Payment Policy and Procedures.

Step 9.0nce 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 amival
airport.police@gov.mtStudents shall be instructed to contact the International Officeording
to the MLI Admissions Policy and Procedure.

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

Course Preparation and Application Process

Marketing of Courses
(2 mihis prior 1o start of
trimaster)

Rocaipt of Applications
. Preparation of
e Schedules of

plications

Check Payment
nnnnnnnnn

{5 clays prior o starf dade)

L

Include all Students in
LMS in the Induction e
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4.2. During the course

4.2.1 Preparation of Course Structure on the LMS

1. PostVetting ProcessThe 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
applicationson 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 procesg:ollowing 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 PreparationfThe Administration Manager together with the Academic Manager
trigger the schedul@reparation 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&hared drivedvLI DocumenteMLISchedules

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.BBMEDOOO 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.

Start of the Course Workflow
Course

One week before the start date

Send ctions
(See te e

dix)
Creation of all the Modules on the LMS

Get the Modules from Accredited
rogramme

Add teachers/lecturers to modules
(See Schedule from: G:\Shared drives\MLI/
Documents\MLI-Schedules

Course creation completed
(Review if changes occur)
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4.2.2.Induction Session:

Prior to the commencement of the course, the student shall receive a Welcome Letter as per
template in Appendix 13.
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.
The Administrative & Student (Local/ International) Support Departments Manager has the
overall responsibility for the delivery and review of student inducttogether with the
Academic and Student Support Managdihe MLI Principal oversees the content and
effectiveness of the student induction experien¢&ppendix16)
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.
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 MLWill be uploaded on the LMS
platform: https://maltaleadershipinstitute.edu20.orgfor 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;

Assessment formats: assignments, examinations, placements, etc;

Accreditation of the Qualification;

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

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

as Career Guidance, Coaching and Counselling;

. [ SIENYSNEQ [/ 2YLX Learyeiisiare trdgie€es RalzbliBmit major
complaints on the proper online form:
https://form.jotform.com/jesfrig/complaintform

J.  Access to the online EBSCO Library;

k. Refunds or subsidies (if applicable);

I. Reporting absences and other logistical issues;

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

s = o
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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 theecio 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. UpgradeCertificate to Diploma level or Diploma to a Bachelors Level or Post Graduate
Diploma to Masters LevelThe difference in tuition fees must be paid accordingly.

b. Downgradefrom 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;

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. Forissues related to Paymen#siministration 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 loasépproval of MLI Council

4. Additional support for learners with diverse need$dLI offers support to learners with
RADGSNES ySSRad LG A& GKS fSIFENYySNNa NBaALRY
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 indicateth 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 somethirggat 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, MBAYon Tuesdays,
b. HSC on various days (faceface)

c. MSN, MND on Wednesdays

d. AEDDBLBBL, MEDNUTon Thursdays.

7. When schedules are confirmed shall be saved in pdf format and uploaded immediately on the
LR2NIFE Ay (GKS LYyRdzOGA2Y a2RdzZ S Ay GKS LJ 3S
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 alternatises 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,
Al @SR 2y GKS fSO0dzZNENDNa DEYTELHAS NYWYIRRAzLE 2 ||
[Aa0aQ 2F GKS Y2RdzS 6A0GKAY HnK2dzNE D

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. Settingand Submissiomf Assignments and Examinations

1. Itis 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 toassist 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 assignmertisreby students have received
'y SEGSyaazy 2N KIS || NB&adzooYAaaAzyd ¢KAA
l 3aA3YyYSyd LI IS FFUGSNI OfAO]IAY3I 2y WORAGQO®

4.3.3.Extension of Assignments

For extensions students are required to send an email either to
admissions@adminassociations.comCustomer Care at MLI through the LMS. The
Administration Officer approves the Extensions and registers the Extension in the document:
GA\Shared drivedviLI Document€Extension, RPL, suspensions, and resignations list.

4.3.4.Extension ofDissertations

For extensions students are required to send an email either to
admissions@adminassociations.comCustomer 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 thestudent. The Academic Manager registers the Extension in the document:
GA\Shared drivedMLI DocumentsExtension, 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 beencaéfe, 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 thestudent 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 submiihe day after then the student has to rsit 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 wectand make a final decision
accordingly.

5. Theexaminations 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
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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
SEIY T2NJ KAYKKSNY ¢KAa KI& (2Aa80KARKREG T o
the LMS.

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

4.3.7.Zoom Linkdor Lectures

1. Creating Zoom links and Allocation

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

b. Atthe 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:
GAShared drivegviLI DocumenteMLI 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 creatbd to
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

4.3.8Coursework online

1. All coursework will be uploaded by Tutors on the LMS
https://maltaleadershipinstitute.edu20.orglThe 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 adltleis to
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.
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1. Every Module has to have the standard format Name

2. Everymodule 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 toADD 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 Guidethis is not the assignment. This has to be copied from the
application andecturers 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 links per Appendix 14

4.8.10.Reminders of Corrections

1. The Administation Officer in charge shalheck pending corrections on a weeklydasend remindes
as per Templatin Appendix13.

2. Inthe event that the Lecturer does not comply, @#icer shall inform the Academic Support
Manager.

4.8.11.Resubmission of Assignments

Stuckents might ke required to re-submit as peprocedue in MLI Academic Policy and
Procedures. Inigh a casethe Administration Officer shall open the system upon payment the
Extra Fee as perpcedures

4.8.12.AttendanceMonitoring and Collation

The Officer ircharge of monitoring attendancesnakes sure that atterahces ag updated and
cdlates data ofattendancefrom the LMS andegisters it inthe properexcelaccording tahe
cohorts.In the event that s/he notices that students are not attenditigg officer will inform the
Administration and StuderSupport Service.

4.8.13. Answering Queries from Customer Care at MLI

Administration Officers mighteceivedifferent types ofgqueriesnamely.

1 Course informationthey need to follow the procedure as described}id at pre-application
stage. In theevent that this is more of guidanepiery by astudentundergoing a coursehen
the query might beescalateceither to the Administration andGtudent Support Manager or
else the AcademiBupport Manager accordingly.

1 Complaints Informaland Formal complaints should be addredsiccording td°rocedure in
5.4.

1 Grading In casethere are mistakes in grading these needde correctedor if the grading is
correct, thenthe AdministrationOfficer has to explain the asoning behnd the grading. S/he
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might refer thecase to the Lecturer or consult with the Lecturer or the Ascaat Support
Manager.

1 Payments The Adminigiation Offcers slall be able to answer these types of gies but
might consultwith the Finance Bpartment forfurther clarification.

4.4.End of Course

4.4.1.Preparing and Issuingranscripts and Printing of Certificates

When preparing for the issuing of Transcripts and Certificates:

1. Step lis 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 expairks,refer to the excel
aKSSi GAlGf SR WDNIRS02214aQX ¥F2dzyR Ay a[L 5
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 4is totransfer 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 stud8hbuld there be
any pending balances the student is contacted andtthescripts are held at the office
until the pending balance is settled. All transcripts and certificates are scanned. The PDF
O2Lk 2F (GKS al0lFyySR (NIXyaONRLIia Aa al gSR
Students with pending payments are to beadiin the group excel sheet (created with all
the personal details of the student) with the reason for the certificates not being sent ex:
oFrflryOS 2FX y20 &Sl LIAR® ¢KAA AKSSO oAt
expected to change from one riew to the other.

7. Step 7 Students are informed to collect the originals withing 2 wedltee Graduation
process and preparation is explained under the Marketing section.

4.4.2. Printing of Certificates

Following the issmg of the transcripts, th&dministration andStudent Support Manageefers
the transcripts to the Office dhe Principal for the priting of thecertificates.

4.4.3. Archiving Students on the LMS

Follonving the issuing of the transcriptand the grduation, the Officer irtharge of archiving sl
archive students from the LMS.
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4.4.4.Records of courses

1. Records of courses amtludentsregistered 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 ckeserets
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 isnmediately 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 upn 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 assignmentnd other work on theVILI Claim Forn(See Appendix 13 of MLI
Academic Policy and ProcedureBhe 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 Acounts 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,dok leave using this form:
https://docs.google.com/forms/d/e/1FAIpQLSEACZYAQSHLTF1p3N77rDKLU
UhD2rmAXoll8b4aw4w0 w/viewform?vc=0&c=0&w=1&flr=0

3.V LIRFGS GKS a.221SR [SIF@S¢ D223tS OFf SyRI N

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.

»
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6.

Ideally you wilenable 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 awareMtti@omplaints

and Appeals Policy and Proceduré&his refers to the formal complaints.

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 iskaeneed 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.

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:

27

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 tB&aange of Course Requdsbrm
listed hereunderhttps://form.jotform.com/jesfrig/changeof-courserequest (Appendix
9)
3. See Appendix 9
4. MLI keeps the discretion to refuse any request to change programme as per terms in
[ SINYSNEQ ! ANBSYSyYyild 6KSNBoe Fye adddzZRSyid K
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 1The 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
li. 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 - EurlO/ECTS
2. ECTS at MQF level 5 - Eurl2/ECTS
3. ECTS at MQF level 6 - Eurl2/ECTS
4. ECTS at MQF level 7 - Eur25/ECTS
b. Scenario 2The student has attended more than 25% of the total number of
9/ ¢{ 2F (GKS OdaNNByld O2dzNESP® ¢KS (SNY
decimal points exceeding the 25%.The student must pay half of the current
O2dzNBR SQa GdzAGA 2y TFdShis@motrkS RSLI2aAid A
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c. Scenario 3in the event that the student has done more than 50% of the ECTS
2F UKS OdzNNByid O2dzNES> Ydzad LI & GKS
Agreement.

5.6. Continuation of Course

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

. OKSft 2NRa RSINBS® Ly adzOK I OFasS | LI O1F3aS
Administration Officer would edit the original application of thadent, 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 ioharge shall update the Student Regisiéfeas on a monthly
basis

5.8. NSO Return of Statistics

The Administration Officer in chargéall assist thé&dministration andStudent Support
Managerin providing and compiling the Statistics from the Student Regis

6. Communication with Academic Staff.ecturers & 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 tReistomer Care at MLldr 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 benswered,if possible,on the same working dagn 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 Issuedor issues related to course modules, examinations, resits and absences
b. Payment Issuesnvoices, updated statements and registration of payments.
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6.2. Communicationof Administration Staff withLecturers

Whatsapp GroupAdedicated grougshall beestablished 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.

2.
3.
4

7.

Communication with Lecturers is at all times done through the messaging system. This applies
Lecturers have 72 hours to answer the students (only working days)

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

If students know the mobile of the Lecturer, they should refrain from sending messages about the
course to his/her mobile or personal emdlo not ask for their mobile numbers and personal emails.

Trainingof MLI Administration Staff

7.1. Induction

Contract of Service or EmploymentThe Administration Staffollowing the decision of recruitment,

shall be provided with a contract that is to be signed asider Recruitment Policy and Procedig.e
Declaration of Conflict of InterestNew 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 patime or fulitime as perMLI Code of Conduct Policy and
Procedures

Access to LMSAdministrationStaffshallhave access to theearning Management System (LM&)
Administrator.

Access to emaind 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.

LCTS proceduresddministration Staff shall be provided with a copy of the LCTS Policy and Procedures
to read and sign.

Induction and Initial TrainingThe Administration and Stude@upport 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 Sessie mentioned in MLI Continuous Professional Development Policy and Procedures.

7.2. Ongoing Training for all Administration Staff

29

MLIAdministrationstaff involved in the admission process will receive training to ensure they provide

accurate information and support to applicants.

Ongoing professional development will be provided to staff to keep them informed about changes in
admission policies and best practices.

All staff handling applications must adhere to confidentiality protocols and data protection regulations.

MLI Administration Policy & Procedures



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:

T

= =4 =4 A

=

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.

©aooT

The Marketing Officer

The representative of the CEO/Principal (the Chairperson)

The Representative of the Heads of School

The Sales Representative

The Representative of the MLI Administration and Student Support Team.

8.1.2. Frequency of Meetings

A meeting shall be helat least once a month and whenever deemed necessary

30
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8.2. Events

9.2.1.GraduationCeremonies
Phasel: TwoMonths Beforethe GraduationDate

1. Initiate RegistrationProcesy8 WeeksBefore)
o Prepardnvitation Lettersfor eachcourse Includeessentiadetailssuchas:
A Date,time, andvenueof the graduation.
A Registrationnstructionsand deadlines.
A Informationaboutgowns(e.g.,contactNatasha'His
andHersat +356 79453002or rental details and
COsts).
o CreateaJotFormfor studentsto register.
o Ensurehe invitationletter issentto the Administration Manager
for dissemination to students.
2. TrackRegistrations anéayments (6 Weeks Before)
o Monitor studentregistrationsandpaymentconfirmationsthroughthe JotForm.
o Sendremindersto studentsaboutthe registrationdeadlineif necessary.

Phase?2: OneMonth Beforethe GraduationDate

3. FinalizeAttendanceNumbers(4-5 WeeksBefore)
o Aftertheregistrationdeadlinereviewthe total numberof attendees.
o Assesshe capacityof the chosenvenue:
A If spaceallows,decidewhetherto grantstudents
permissionto invite more than 2 guests.
4. BookServicesandVenue(4 WeeksBefore)
o Confirmandbookthe followingservices:
A Photography ContacfTomasz aszarfo@googlemail.com
A Videography ContactMarc Edwardat marcedportanier@gmail.com
A Flowers ContactFlowersby Phyllisat
flowersbyphyllismalta@gmail.com
Venue:
A Forlargegraduationgover300people),bookHilton
St.wdzt AEmgilMiechela Grech at
michela.Grech@hilton.com
A Forsmallerevents,confirmamore suitablevenue.

5. PrepareGraduationProgramme(3 WeeksBefore)
o Draftthe graduationprogramme,ncluding:

A Openingaddress.

A Guestspeeches.
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A Presentatiorof certificates.
A Closingemarks.
6. Preparethe MCScript(3WeeksBefore)
o Useexistinggraduationfolder scriptsasabase.
o Customizehe scriptfor the currentevent,including:
A Welcomeremarks.
A Introductionof speakers.
A Instructionsfor graduatesandguestsduringthe ceremony.
Phase3: FinalPreparations(2 Weeksto EventDate)
7. ConfirmServiceProviders
8. Reconfirmall bookingswith the photographer,videographer florist, andvenue.
9. Coordinatewith Administration
o Ensurealllogisticalandoperationalaspectye.g.,seating
arrangementscertificate preparation) are in place.
o Confirmdisseminatiorof final instructionsto studentsandguests.
10. Rehearsabnd FinalChecks
o Iffeasiblescheduleabrief rehearsafor the graduationdayto
finalizedetailswith the MC and key personnel.
o Checkhat gownsaredeliveredandreadyfor collection.

Phase 4GraduationDay
11. Execution
o Ensurethe venueissetup accordingo plan.
o Coordinatewith serviceprovidersto ensuresmoothoperations.
o Ensuraall participants(students MC,andguestsyareinformed
andpreparedfor the ceremony.

7.2.2.Blended Intensive Programmes

Phasel: Planningand Preparation(3-4 Months Before)
1. Createa JotFormfor Registration
o DesigraJotFornto collectdatafrom both studentsandstaff.
(Duplicatepastformsand amend accordingly)
o Includetermsandconditionsfor participationanddataprivacyconsent.
2.Updatethe PDFBooklet
0 Revisdahe bookletwith updatedandclearinformation

Phase2: MarketingandLogisticPreparation(8 WeeksBefore)
3. ConfirmStudentParticipation
0 Usethe JotFornto trackregistrations.
0 Ensurethe minimum of 20 studentsis met. If not, coordinate
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with institutionsto fill the quota.
4.Prepare WelcomdBags
o ContactlakeMifsud at VisitMalta (jake.mifsud @visitmalta.con
w Inform him of the total numberof studentsandrequestmerchandise.
w Confirmpick-up datesandplanfor delivery.
0 Addadditionalbrandedmaterialsto the bags suchas:
w Pensnotebookswater bottles,andmapsof Malta.

5. BookExcursions
0 Schedulexcursionsnentionedin the programme:
w Kl FQinNJ
Boatparty
Other cultural/educationalsites
Confirmtransportandvenuecapacityif the groupexceed<20
participants.

e e €

6. BookFoodand Beverages
o Contactthe followingfor food arrangements:
w LeandroCamillerileandrocamilleri86 @gmail.coor Edmond Garage:
w MarikaBarigozziDolceriaBarigozzi)dolceriabarigozzi@gmail.com
o Ensurdood covers:
w Breakfas(if applicable)lunchesdinners,andcoffeebreaks.
w Considedietaryrestrictionsnoted duringregistration.

7. ConfirmLectureVenue
o Finalizevenuearrangementslf the groupsizeisabove20, secure
alargervenue.Ensureit is equipped for hybrid/online
components if needed.

8. BookTransport
0 Arrangetransportationwith ParamountCoaches
(info@paramountcoaches.coror Edmond Garage
w Confirmpickupgfor excursionsairport transfers,anddailycommutes.
w Saveheir emergencycontactfor lastminute adjustments:
w Office:+35621410220 +35621432001
w Emergency+35679495360

Phase3: FinalPreparations(2 WeeksBefore)
9. ConfirmAll Bookings
1 Reconfirmall arrangements:
o Excursionandtransport.
o Catering.
o Lecturevenues.
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o Merchandisepick-up for welcomebags.
10. Distribute FinalProgramme
1 Shareafinalizedversionof the itinerary with:
o Studentg(viaemailor printed handouts).
o Staffandfacilitators.
1 Include:
o Onlinesessiorinks.
o Emergencyontacts.
o Detaileddailyschedules.
11.Prepare Welcomd3ags
T Assembléagswith:
o VisitMalta merchandise.
o Programmeschedule.
o Smallsnacksaanddrinks.
o Anyother promotionalor informationalmaterials.
12.Conducta Pre-EventCheck
1 Reviewallcomponents:
o Attendancelists.
o Foodarrangementsanddietaryneeds.
o Transportroutesandtiming.
T Addressanylastminute concernsor gapsin planning.

Phased: Duringthe Programme
13.TakeAttendance
1 Usethe preparedattendanceregistersfor:
o Bothonlineandin-personcomponents.
o Separataegistersfor eachcountry.
14 Monitor and Adjust Logistics
1 Assigrteammembersto oversee:
o Excursionandtransportation.
o Cateringarrangements.
o Venuesetupsfor lectures.
15 Engagestudents
1 Facilitateactiveparticipationin allcomponents.
1 Gatherfeedbackinformallyfrom studentsand staff.

Phaseb: PostProgramme(1-2 WeeksAfter)
16.Prepareand Distribute Certificates
o Collaboratewith the AdminStaffto finalizeanddistribute:
w Certificatesof completion.
w Transcriptif applicable).
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17.CollectFeedback
o Createasimplesurveyfor studentsandstaffto sharetheir experience.
0 UseJotForm
18 Reviewand Reflect
o0 Holdadebriefingsessiorwith the teamto:
w Discussvhatwent well andwhat couldimprove.
w Documentkeylearninggor future programmes.

8.3 Social Media Guidelines:

8.3.1. Principle

At the MaltalLeadership 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 commuimigluding
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 perdouatelated 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 withireducational community.

8.3.2. Guidelines

1. Use of Personal Social Media During Work Hours

oYL 28884 |NB SELISOGSR G2 ¥F20dza 2y G(KSAN 5
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 giggatlains to work tasks.
Additionally, when registering for personal accounts online, employees should refrain from using
their company email address unless the account is wel&ted.

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 InformatiofEmployees are prohibited from sharing any
confidential company information. This includes, but is not limited to, the following:

9 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 4 4 2

4. Promote employee engagemenAll employees areery 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 Standar@snployees 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 dnnot the company. The wording can simply state "views
expressed are my own" in the social media bio.

6. Prevent improper use of company loggmployeeshould 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 commentss 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 managemwho oversees all corporate accountgeply 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 thengh 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 pos®ll Employeesre 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.
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Appendix 1: Conditional Letter of Acceptance

CONDITIONAL LETTER OF ACCEPTANCE

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

Student Registration NoMLF<<No>>
Country of Residences<Country>>
ID Number:<<ID>>

DearMs/Mr <<Name and Surname of student>>

Further to theinterest shown in the course<Course Name>g<<MQF Level3%<<No. of ECTSk»ffered

by Malta Leadership Institutethis is to let you know that your application has been accepted on provisional
basis. You will not be allowed to continatending this course unless you complete the prior course that
leads to this one successfully. Upon completing<kisert details of the course/certificate the students
need to complete to become eligible for the courseyou will be issued with amnconditionalacceptance

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

Course Dateg <<start date>>o <<end date>>
Qualification | <<Course Name>¥<<MQF Level3x<<No. of ECTSp>

Course Fed € <<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) | B

Principal 1. ( ‘,
Malta Leadership Institute &
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Appendix 2: Unconditional

Letter of Acceptance

UNCONDITIONAIETTER OF ACCEPTANCE

<<Date>>

Student Name<<Name and Surname of student>>

Student Registration No MLI<<No>>
Country of Residence:<<Country>>
ID Number:<<ID>>

DearMs/Mr <<Name and Surname of Student>>

Further to the interest shown in the cours&Course Name>$<<MQF Level3><<No. of ECTS}>
offered byMalta Leadership Institutethis 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

Quialification

Course Fee

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

<<Course Name>=<MQF Level3><<No. of ECTSp>

€ <<Full cost of course in EUR>>

We look forward towvelcoming you on our study programme.

Jesmond Friggieri

MSc (Psychotherapy & Counseling (East London), MBA (Leicester) & 2
Principal

Malta Leadership Institute

38
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Appendix3: Student Folder Checklistover (Physical)

39

OMLI

Student's Folder Checklist \) MLI

Name & Surname

|ID no. | ||MLI no.

Course Attending

Installment Form

Copy of ID

| Learner's Agreement | |

|Copy of CV | |

Qualifications

RPL

Exemptions

Others

Missing Documents

Awarded Certificates
from MLI

Confirmed Eligibility

Date |
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Appendix4: Student FoldefStructure (Digital)
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Appendix5: Sample ofSchedule of Cours
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Omu TOP up Bachelor in Arts (Hons) (Business Leadership) - - Intake 7, 10
Date Day Time Code | Subject Lecturer Assessment Due Date__|Graded on Intake Mode ECTS Course
1 11/06/2024 17:00:20:00 BBLO0O. Induction Jesmond Friggieri
2 20/06/2024 Thursday 1700-2000 BBLO1S Psychology of Organisations Jesmond Friggieri 5,6,10 online DEGREE
3 27/06/2024 Thursday 1700-2000 BBLO1S Psychology of Organisations Jesmend Friggieri Assignment 5,6,10 online a DEGREE
4 04/07/2024 Thursday 1700-2000 BBL100 Dissertation - Tutorial Information Session face to face Duncan Borg Ellul 5.6,10 online 30 DEGREE
5 11/07/2024 Thursday 1700-2000 BBLO22 Postponed 5,6,10 online DEGREE
6 18/07/2024 Thursday 1700-2000 BBLO22 Sociology of Organisations Jesmond Friggieri Assignment 5,6,10 online 2 DEGREE
7 24/07/2024 Wednesday-to b|1700-2000 BBLO22 Sociology of Organisations Jesmond Friggieri
B 25/07/2024 Thursday 1700-2000 BBLO23 small-Medium Sized Business Development Keith Dimech 5,6,10 online DEGREE
9 01/08/2024 Thursday 1700-2000 BBLO23 Small-Medium Sized Business Development Keith Dimech 5,6,10 online DEGREE
10 08/08/2024 Thursday 1700-2000 BBLO23 Small-Medium Sized Business Development Keith Dimech Assignment 15/09/2024 [31/10/2024 [5,6,10 online 4 DEGREE
11 15/08/2024 Thursday 1700-2000 Public Holida online DEGREE
12 22/08/2024 Thursday 1700-2000 BBLOZ4. Making a Financial Case Sarah Vella 5,6,10 online DEGREE
13 29/08/2024 Thursday 1700-2000 BBLO24. Making a Financial Case Sarah Vella 5,6,10 online DEGREE
14 05/09/2024 Thursday 1700-2000 BBLO24 Making a Financial Case Sarah vella Assignment 13/06/2024 |25/07/2024 _|5,6,10 online a DEGREE
15 12/09/2024 Thursday 1700-2000 BBLO30 Managing and Developing Change in the Workplace Marica Azzopars 6,7,10 online DEGREE
16 15/09/2024 Thursday 1700-2000 BBLO30 Managing and Developing Change in the Workplace Marica Azzopardi Assignment 10/10/2024 [21/11/2024 |6,7,10 online 2 DEGREE
26/08/2024 Thursday 1700-2000 No Lesson 6,7,10
17 03/10/2024 Thursday 1700-2000 BBLO1S. Business Enterpreneurshi Keith Dimech 6,7,10 online DEGREE
18 10/10/2024 Thursday 1700-2000 BBLO1S. Business Entergreneurs S Keith Dimech 6,7,10 online a DEGREE
19 15/10/2024 Tuesday - to be 1]1700-2000 BBLO19 Business Enterpreneurship Keith Dimech Assignment 6,7,10 online DEGREE
20 17/10/2024 Thursday 1700-2000 BBLO26. Budgetary Planning and Control Sarah Vella 6,7,10 online DEGREE
21 24/10/2024 Thursday 1700-2000 BBLO26. Budgetary Planning and Control Sarah Vella 6,7,10 online DEGREE
Wednesday Postponed online B DEGREE _|zoom sent
22 06/11/2024 Wednesday - to {1700-2000 BBLO26 Budgetary Planning and Control Sarah Vella Assignment 12/12/2024 |23/01/2025 |5.6,7,10 online a DEGREE
14/11/2024 Thursday 1700-2000 Postponed
23 21/11/2024 Thursday 1700-2000 BBL029. Performance Management loseph Galea 6,7,10 Online DEGREE
28/11/2024 Thursday Postponed
24 05/12/2024 Thursday 1700-2000 BBLO29 Performance Management loseph Galea Assignment 25/01/2024 |07/03/2024 [6,7,10 Online 4 DEGREE
25 11/12/2024 Wednesday - to {1700-2000 BBLO29 Performance Management loseph Galea 6.7,10 Online DEGREE
19/12/2024 Thursday Postponed
Christmas Recess
Christmas Recess
26 09/01/2025 Thursday 1700-2000 BBLO16 Understanding Governance of Organisations Mariella Stivala
27 16/01/2025 Thursday 1700-2000 BBLO16 Understanding Governance of Organisations Mariella Stivala 6,7,10 Online DEGREE
28 23/01/2025 Thursday 1700-2000 BBLO16 Understanding Governance of Organisations Mariella Stivala Assignment 07/12/2023 |18/01/2024 [6,7,10 Online 2 DEGREE
29 28/01/2025 Tuesda 1700-2000 BBLO2S Company Law Dr Geraldine Spiteri 6,7,10 Online DEGREE
30 04/02/2025 Tuesda 1700-2000 BBL028 Company Law Dr Geraldine Spiteri 6,7,10 Online DEGREE
31 11/02/2025 Tuesday’ 1700-2000 BBLO28 Company Law Dr Geraldine Spiteri Assignment 08/02/2024__|21/03/2024__|6,7,10 Online a DEGREE
32 21/02/2025 Frida 1700-2000 BBLO17 introduction to Information Management Systems Jesmond Friggieri 6,7,10 Online DEGREE
33 27/02/2025 Thursday 1700-2000 BBLO17 Introduction to Information Management Systems. Jesmend Friggieri 6,7,10 Online DEGREE
34 06/03/2025 Thursday 1700-2000 BBLO17 Introduction to Information Manage ment Systems Jesmond Friggieri Assignment 18/05/2023 |06/07/2023 |6,7,10 Online a DEGREE
35 14/03/2025 Friday - to be red1700-2000 BBLO20 Strategic Management Darren Chetcuti 15/05/2025 _|30/06/2025 _|7,10 Online
36 21/03/2025 Friday - to be red1700-2000 BBLO20 Strategic Management Darren Chetcuti 7,10 Online
37 03/04/2025 Thursday 1700-2000 BBLO20 Strategic Management Darren Chetcuti Assignment 7.10 Online
38 04/04/2025 Friday - to be red1700-2000 BBL200 Practical Jesmond Friggieri 15/07/2025 _|30/08/2025 _[7.10 online 24 DEGREE
39 10/04/2025 Thursday 1700-2000 BBLO22 Sociology of Organisations lesmond Friggieri 7.10 Online
40 17/04/2025 Thursday 1700-2000 BBLO22 Sociology of Organisations lesmond Friggieri Assignment 30/05/2025 |16/06/2025 [7,10 Online
a1 24/04/2025 Thursday 1700-2000 BBLO31 Introduction to Coaching and Mentoring on the workplace: lesmond Friggieri 7.10 Online
42 01/05/2025 Thursday 1700-2000 BBLO31 Introduction to Coaching and Mentoring on the workplace Jesmond Friggieri 7,10 online
08/05/2025 Thursday No Lesson
43 15/05/2025 Thursday 1700-2000 BBLO31 Introduction to Coaching and Mentoring on the workplace: Jesmend Friggieri Assignment 7.10 Online
44 22/05/2025 Thursday 1700-2000 BBLO31 Introduction to Coaching and Mentoring on the workplace: lesmond Friggieri Assignment 07/07/2025 _[21/08/2025 [7.10 Online
45 29/05/2025 Thursday 1700-2000 BBL100 Dissertation - Tutorial lesmond Friggieri Thesis 7.10 Online
46 05/06/2025 Thursday 1700-2000 BBLO27 Project Management Darren Chetcuti Assignment 31/07/2025 |15/09/2025 |7.10 online
47 12/06/2025 Thursday 1700-2000 BBLOZ7 Project Management Darren Chetcuti 7,10 Online
48 15/06/2025 Thursday 1700-2000 BBLO27 Project Management Darren Chetcuti 7.10 Online
49 26/06/2025 Thursday 1700-2000 BBLO21 " Methods Darren Chetcuti Research Proposal 07/09/2025 |21/10/2025 |7,10 Online
50 03/07/2025 Thursday 1700-2000 BBLO21 \ Methods Darren Chetcuti 7.10 online
51 10/07/2025 Thursday 1700-2000 BBLO21 ) Methods Darren Chetcuti 7.10 Online
52 17/07/2025 Thursday 1700-2000 BBLOZ1 » Methods Darren Chetcuti 7,10 Online
53 24/07/2025 Thursday 1700-2000 BBLO21 " Methods Darren Chetcuti 7.10 online
54 31/07/2025 Thursday 1700-2000 BBL100 Dissertation Tutorial Jlesmond Friggieri Thesis 7,10 Online
55 07/08/2025 Thursday 1700-2000 BBL150 Managing Meetings Effectively Jesmond Friggieri Assignment 18/05/2025 |30/10/2025 |7,10 Online




Appendix6: Extra Fees over and above Tuition Fees

MLI - Extra Fees

Price

Unit

Date of Effect

Fee for Referral of Assignment or Exam (2n €25 (each As from November 2020
1 | and 3rd attempt) attempt)
cher offlmal related visa documentation €25 As from May 2023
2 | (international students only)
3 | Request forProvisional Transcript €50 As from May 2023
4 | Reissue of Certificate or Transcript €50 As from May 2023
5 | Official Letter of Course Completion €50 As from May 2023
6 | Instalment Admin Fee €50 As from July 2023
7 | Reissue of Officialetters €50 As from May 2023
8 | Revision of Exam paper/Assignment €50 As from May 2023
9 | Relssue of Receipts/Statement €25 Applicable for Pre2021
Extra Session with an Internal Tutor (in case
10 | of Dissertation) €50 (each) As from January 2021
11 | Provision of Copies of Assignments €50 (each) As from November 2020
Repetition of Module not within
12 | Cohort/Course- up to Level 6 £100 (per5CTS) 109 (e 51T
Repetition of Module not within
13 | Cohort/Course- Level 7 L2l (e EETS) 150 (pRrEICUS)
Request for Independent Review for
14 | Complaint €1000 As from January 2022
Request for Personal Data (According to ID
15 | Procedures) Epn As from January 2025
16 | 1st Dissertation Extension (Bachelor's) €500 As from 1st April 2024
17 | 2nd Dissertation Extension (Bachelor's) €500 As from 1st April 2024
18 | 1st Dissertation Extension (Masters) €700 As from 1st April 2024
20 | 2nd Dissertation Extension (Masters) €700 As from 1st April 2024
Dissertation Resubmission Bachelor's)
(one needs to also repeat the module,
21 | inclusive in price) €500 As from 1st March 2021
Dissertation Resubmission 2 (Masters) (one
needs to also repeat the module, inclusive if
22 | price) €700 As from 1st March 2021
23 | Resubmission of Dissertation Proposal €200 As from May 2023

Version: 3101-2025
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OMLI

COUNCIL OF EUROPE

—_—

B curopass M

United Nations  «
Educational, Scientific and «

CONSEIL DE UEUROPE Cultural Organization «

DIPLOMA SUPPLEMENT

1. INFORMATION IDENTIFYING THE HOLDER OF THE QUALIFICATION

1.1

1.3‘

Last name(s) First name(s)

Aras ‘ 1.2 |Victoria

Date of birth (dd/mm/yyyy) Student identification number or code
05 ‘ 09 | 1970 14 1 379770m

2. INFORMATION IDENTIFYING THE QUALIFICATION

221l

23

2.4

Name of qualification and (if applicable) title L .
L Main field(s) of study for the qualification
conferred (in original language)

Topup Bachelor in Education(Hons) (Facilitating 2.2 | Education
and Adapting Education Needs for Students with
Diverse Needs) (Level 6) (120 ECTS)

Name and status of awarding institution (in
original language)

Malta Leadership Institute (LCTS Ltd)
License Number 005/2018

Name and status of institution (if different from
2.3) administering studies (in original language) Language(s) of instruction/examination

English

Not Applicable ‘ 2.5

3. INFORMATION ON THE LEVEL AND DURATION OF THE QUALIFICATION

ehil

3.3

Official duration of programme in credits
Level of the qualification and/or years

MQF Level 6 ‘ 3.2 | 120 ECTS

Access requirements(s)

1. Matsec level in English, Maltese, Mathematics and a fourth (4th) subject or equivalent (such as ECDL) or a proficiency test equivalent
to Matsec in the three subject areas (MQF Level 3) — (all minimum Grade 5).

2. Advanced Matriculation Level (minimum grade E) (MQF level 4) or equivalent including VET qualifications.

Award in Education (Facilitating and Adapting Education for Students with Diverse Needs) (ka 10 weeks).

4.  Undergraduate Diploma in Education (Facilitating and Adapting Education for Students with Diverse Needs) (Level 5) (60 ECTS).

w
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OMLI

COUNCIL OF EUROPE
—_—

B curopass _—m

United Nations «
Educational, Scientific and +

CONSEIL DE UEUROPE Cultural Organization s

4. INFORMATION ON THE PROGRAMME COMPLETED AND THE RESULTS OBTAINED

4.1

4.3

4.4

4.6

Mode of study Programme requirements
‘ 42

Lectures and Hands-on Practice Assignments and Exams

Programme details, individual credits gained and grades/marks obtained

Code  Module ECTS Mark Grade
BED404  Networking with other Professions in relation to Learning Support Education (LSE) work 2 74 B
BED205 Supporting Learners with Profound and Multiple Learning Disabilities (PMLD) 4 79 B+
BED206 Supporting Learners with Communication Difficulties and Language Disorders 4 84 A
BED207 Supporting Learners with Physical and Sensory Impairment 6 76 B+
BED208 Supporting Learners with Challenging Behaviour 6 72 B
BED209 Supporting Learners with Intellectual Disability 4 78 B+
BED210 Gifted Education 3 77 B+
BED609  Multicultural Education 3 71 B
BED604  Historical Development and Philosophy of Education 1 73 B
BED104 Inclusive Learning and Critical Pedagogy 4 71 B+
BED608 Contemporary Issues in Education 1 70 C+
BED610  Ethical Principles for Educators 1 73 B
BED405 Strategies in working with children with diverse needs — Early Years 4 70 B
BED406 Strategies in working with children with diverse needs — Primary Years 4 85 A+
BED407  Strategies in working with children with diverse needs — Secondary Years 4 71 B
BED605 Development of English language in children 3 85 A+
BED606 Development of Maltese language in children 3 60 c
BED607 Development of Mathematical Abilities in children 4 80 A
BED408 Creative Expression as a means towards in Inclusive education 3 82 A
BED409 Collaboration in Classroom Management 6 76 B+
BED411 Educational Technology for the Inclusive Classroom Il 4 82 A
BED301 Introduction to Research Methods 4 70 B
BED503  Practical in Supportive Work in the Classroom Il1 9 65 C+
BED032 Dissertation »
BED414  Mindfulness for Educators 2 85 A+
BED412 Designing and implementing MAPS and IEPS in Primary Education 2 83 A
BED413 Designing and implementing MAPS and IEPS in Secondary Education 2 75 B+
BED211 Supporting Learners with Mental Health Conditions 2 73 B
Grading system and, if available, grade Overall grade and mark of the qualification (in

distribution table original language)
‘ 45

Standard Regular Grading Scale

Classification
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OMLI

COUNCIL OF EUROPE

—_—

B curopass M

United Nations «
Educational, Scientific and +

CONSEIL DE UEUROPE Cultural Organization s

5. INFORMATION ON THE FUNCTION OF THE QUALIFICATION

Access to further study

Access to a regulated profession (if
applicable)

5.1

Master of Education in Inclusion, M.Ed. Inclusion. ‘

5.2 | Learning Support Educator IlI

6. ADDITIONAL INFORMATION

Additional information

Further information sources

6.1
N/A

6.2 | http://maltaleadershipinstitute.com/en/courses/courses/96/to
p-up-degree-in-education--facilitating-and-adapting-education-
for-students-with-diverse-needs--120-ects.htm

7. CERTIFICATION OF THE SUPPLEMENT

Date Signature
vl ‘ 31° October 2021 ‘ B | ‘
Capacity Official stamp or seal

73!

Jesmond Friggieri — Principal

8. GRADE DISTRIBUTION TABLE

Grade Mark Range Description

A+ 85% - 100% Work of exceptional quality
A 80% - 84% Work of excellent quality
B+ 75% - 79% Work of very good quality
B 70% - 74% Work of good quality
C+ 65% - 69% Work of average quality
C 60% - 64% Work of fair quality

D+ 55% - 59% Work of rather low quality
D 50% - 54% Marginal Pass

F 0% - 49% Unsatisfactory, failing work

Exempt N/A Exempted from module*
* Kindly referto T ipt of Q on which Exemption was granted.

9. CLASSIFICATION DISTRIBUTION TABLE

Overall Mark Classification
100% - 80% First Class Honours
79%-71% Second Class Upper Honours
70% - 61% Second Class Lower Honours
60% - 50% Third Class Honours
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COUNCIL OF EUROPE

B curopass M

Ui
Educational, S .
CONSEIL DE UEUROPE Cultural Organization +

OMLI

10. INFORMATION ON THE NATIONAL HIGHER EDUCATION SYSTEM

Malta Qualifications Framework Levels

Level Description
8 Doctoral Degree
7 Master’s Degree

Post graduate Diploma
Post Gradualte Certificate

6 Bachelor’s Degree
5 Undergraduate Diploma VET Higher Diploma
Under Graduate Certificate Foundation Degree
4 Matriculation Certificate
Advanced Level VET Diploma (iv)

Intermediate Level

3 General Education
SEC Grade 1-5 VET Level iii)
2 General Education
SEC Grade 6-7 VET Level (ii)
1 General Education
School Leaving Certificate VET Level (i)
B Introductory Level B*
A Introductory Level A*

11. MALTA LEADERSHIP INSTITUTE

LCTS Limited was first established as a self-employed business in 2003, and it has since evolved into a registered company with number C92852,
registered on the 8th of August 2019 from a partnership with no P1584. LCTS is made up of four main areas: Administration Services, Malta
Leadership Institute - MLI (a tuition centre licensed under Maltese Laws to offer courses in Further and Higher Education), Employment Agency,
as well as other Training and Consultancy Services.

The founder of LCTS, Mr lesmond Friggieri, brings with him 25 years of experience in the field of adult education and has gained first-hand
experience of the needs of students and educators alike.

The mission statement of Malta Leadership Institute (MLI) is to “professionally and continuously strive to offer support in various forms to develop
the individual in all aspects of life, whilst providing assistance that will positively impact the person’s wellbeing”. MLI offers courses aimed at
educators who support students with diverse needs and/or young learners; individuals who want to further their studies in Leadership &
Management, or Health & Social Care.

Such courses at MLI are accredited by the Maltese National Authority for accrediting qualifications in Malta, the Malta Further and Higher
Education Authority (MFHEA) holding license 005/2018. Over 700 students are currently enrolled in courses offered by the Malta Leadership
Institute (MLI). This Erasmus+ application is intended for adult educators (lecturers) teaching students enrolled in our Educational Courses (i.e.
students who are either already working as a Learning Support Educator to further their knowledge and be able to assist students with diverse
needs better, or are prospective Learning Support Educators, or prospective Early Years Educators).

Whilst ensuring compliance to the Quality Standards and Assurance of all courses in accordance to the Maltese Law, the institute offers a tailor-
made approach towards the needs of the students that attend the courses with the aim of making the courses more reachable and empowering
the students to continue their studies to improve their chances of employability. LCTS Ltd. employs approximately 50 individuals including both
full-timers (10) and part-timers (40). The vast majority of these employees are lecturers.

LCTS Ltd namely offers:

1. Consultancy and Project Management

2. Training

3. Accredited programmes

4. Training for adults that have been long time away from schools

5. Training that offer skills to educators who support students with diverse needs.
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Appendix8: Zoom Procedures for Students

Installing Zoom and joining a meeting

1. Click on this linkhttps://zoom.us/download

REQUESTADEMO  +44(20)703989610R08003687314  RESOURCES »  SUPPORT

ZOOI l . SOLUTIONS = PLANS & PRICING CONTACT SALES JOIN A MEETING HOST AMEETING « SIGN IN m

Download for IT Admin ~

Download Center

Zoom Client for Meetings

The web browser client will download automatically when you start or join your first Zoom
meeting, and is also available for manual download here.

Download Yersion 4.6.7 (18176.0301)

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

/o0om

T ) -
-L?:_:ﬂ__,sltf er (1).exe . D Zoomlnstaller.exe M
LU TEL Y M

3. LT 22d2ONB 22AyAy3d (G(KS YSSGAYBEAOIADRAPW2AY QDI
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PLANS & PRICING CONTACT SALES JOIN A MEETING HOST AMEETING ~

48

—

1 &) Zoom Cloud Meetings — X

200Mm e

Sign In

Version: 4.6.7 (18176.0301)

Enter the meeting ID specified in the email you receivex.example:
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Meeting ID: 632 206 782
Password: 278206

0 Zoom

. Join Meeting

H Enter meeting 1D or personal link name

Janelle

Remember my name for future meetings
(] Do not connect to audio

(] Turn off my video

Join |

Enter meeting password specified in the email:

Cancel |

2 Zoom

€ Enter meeting password

a |l

Mg

H i
5V

Join Meeting

-

Cancel |
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ALTERNATIVELY, IF YOU RECEIVE A URL VIA EMAIL, CLICK ON IT

1=y

Jesmond Friggieri Mar 17, 2020
tome =

https://zoom.us/j/632206782pwd=ekpUd3hkcHROL1orakY4cEx5Mkl5Zz09

ClickorWh LISy %22YQ®

Open Zoom?
Supp

https://zoom.us wants to open this application

Please click Open Zoom Meetings if you see the system dialog.

2 dzQdomnectedto the meeting room.

5

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 windowmove your mouse in the Zoom window to display meeting

controls).

The attendee controls appear at the bottom of your screen.

50 MLI Administration Policy & Procedures



Attendees have access to these features:
Mute / Unmute: Mute and unmute your microphone.

Tip: Use the followingkeyboard shortcutdo mute or unmute yourself. You can also upesh to

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

0 Windows: Alt + A
Mac: Shift + Command + A

O¢

Start Video / Stop VideoTurns your camera on or off.

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

options:

0 RenameHover over your name and click Rename to change your screen name
displayed to other participants.

0 Nonverbal feedback icons (if enabled by the hosBPtaces an icon beside your name

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

your hame and simulates a hand raise.

v x L5 & ]

Lower Hand [es no go slower go faster mare

X

Share Screerftart 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.
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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

Reactionsin’Y SSG Ay 3 NBIFIOlAz2zy adzOK Fa WwWOfIFLWLAYIQ YR

sSap

.~

ELEEREQER

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

end the meeting

In-Meeting Chat

The inmeeting chat allows you to sermhat messages to other users within a meetingou carsend

a private messagéo an individual user or you caend a message to an entire group.

1. While in a meeting, clickhatin the meeting controls.

8 . wm . da ' ~ | ® ®.

Stop Video Invite Manage Participants Share Screen

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

send a message to a specific person, click@n@ S Nahdrlyo8s@ the namef the person you want
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https://support.zoom.us/hc/en-us/articles/201362603-Host-Controls-in-a-Meeting

to contact privately.

v Chat

More v

Type message here...

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

C1 Screenshot ~ [ File  ¢/¥ Code

Capturing and sending a screenshot

1. ClickScreenshot.
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2. Click and drag your mousaround the portion of your screen that you want to capture,

then clickCapture.

3.
Sending a file
1. Click orFile.

2. Browse your computer to find the file and open it.
Note: While the file is uploading, click x if you want to cancel the upload.
Zoom will automatically send after you select ithe chat window will show the filename

and a green checkbox indicating that it was sent successfully.

% You

N Guide.pdf o
a 462,73 KB - Click to open
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Appendix 9: Change of Course Request
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O

Change of Course Request

Please fill in the form below.

Full Name * ID Card No

Mr(s)  First Name Last Name

E-mail *

ex: myname@example.com

Course Currently Attending *

Cohort
Course you with to switch to *

If other write the name of the course

Terms and Conditions

MLI

Malta Leadership Institute

Phone Number

Country Code Phone Number
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The granting of permission for a change of course is always at the discretion of MLI. Furthermore, =
students must keep in mind that at the end of the day, they had committed themselves to a course ¥
and its respective course fees.

Should MLI decide to grant a student permission to switch between courses, the following conditions
apply.

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

a. 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.

b.  The student must also pay exira fees at fixed rates for each number of ECTS for which s/he
has attended lectures.

i. ECTS at MQF level 4 - Eur10/ECTS
i. ECTS at MQF level 5 - Eur12/ECTS
ii. ECTS at MQF level 6 - Eur12/ECTS
iv. ECTS at MQF level 7 - Eur25/ECTS

Scenario 2: The student has attended more than 25% of the total number of ECTS of the current
course. The term “more than 25%" also includes minor decimal points exceeding the 25%.

a. The student must pay half of the current course’s tuition fees. The deposit is included in this

amount.
Price of course Remaining Payments *
ex: Eur 2000 [ By Installments (Extra one-time fee of Eur25)

(] Full payment by first lesson

Confirm how you are going to affect payment? *
() Cash

(J Cheque

(] Bank Transfer

Documents upload

cv*

Browse Files

Copy of ID Card or Passport *

Browse Files

Certificate * Browse Files

Attach all the certificates/documents that are
needed lo assess eligibility on application
Certificate

Browse Files

Attach all the certificates/documents that are
needed to assess eligibility on application

Consent

By sending this form, | am consenting to Malta Leadership Institute and others on its behalf processing, by means of a computer database or

otherwise, that any information which | provide to them will only be used for the purpose of my programme. This shall apply also for the online
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component of the course whereby your name might be accessible to other students in the same cohort and to lecturers teaching during the course.
All information shall be processed according to Cap 586 (Maltese Law) and EU Directive on Data Protection (GDPR - Regulation (EU) 2016/679).

Consent Confirmation *
O Yes
O No

Terms and Conditions Apply

1. Letter of Acceptance will be issued only once the deposit for the course has been paid. We expect that we receive the deposit at least fifteen (15)

days prior to the commencement of the course.

2. All applicants should present (paper or digital format) all the certificates that are needed to assess eligibility at least a day prior to starting the
course. For further information regarding eligibility criteria kindly refer to the information sent to you when you asked for information about the
course.

3. In case you want to change the original application from Certificate to Diploma or Diploma to Degree, you have to indicate two weeks prior to the
starting of the course. If this change requires to pay additional deposit, then this change will be only accepted on condition that we receive the
correct deposit immediately. Unfortunately, we will not entertain requests to switch from one course to another while you have started the course you
have applied for. (For those applicants that commit themselves to do all the courses that lead to a MQF Level 6 together with Malta Leadership
Institute, we are offering advantageous prices).

4. Exemption from modules from the course that the applicant would have undergone prior to course as part of another qualification that can be
considered as Recognition of Prior Learning, will be assessed case by case and a formal request has to filled in this application

https://form jotformeu.com/jesfrigirpl. Such request should be made at the time of application. A formal response will be issued within the first week
of the course.

5. In the event that for any reason you opt out from the course, you need to inform us at least 10 (ten) days before. If we are informed before ten(10)
days before, you are still entitled to a partial refund according to the amount of deposit requested and the MQF Level of the course:

[] I'agree to the above terms & conditions. *

Kindly read the below Learner's Agreement and tick the checker box underneath to confirm that you have read and agreed with its content.
Please note that if you tick the checker box, it will be considered as if you have signed the Learner's Agreement document itself.

Learners Agre...

OmLI _Malta Leadership Institute

R a, BKRGO22, Mat

Learner's Agreement

Thfs ogreement is bemq saqﬂcd in line with LN 296 of 2012 article 26 whereby the Molta

Institute, as ‘Tuition Centre” and the ‘Learner’ whereby both
parties agree on the Terms ond Conditions under which the courses and qualifications will be
undertaken.

Kindly note that copy of this will be ched to your

This agreement

The terms and ¢ in this is to your ion for a programme of
study and subsequent matters arising from that application. The aim is to outline our obligation
towards your learning as well as your obligations towards Malta Leadership Institute (MLI). All
admissions to a course are subject to and this covers any made
prior, during or after the termination of the course.
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[_] I'have read and agree with terms and conditions of the above Learmner's
Agreement. *

[ 1 am aware of the MLI Privacy Disclaimer form. *

Fees can be paid either by:
1. Cash at the office: LCTS, Valley Towers, Suite 9, Valley Road, Birkirkara BKR9022, Malta, Europe.

2. Cheque payable to LCTS and send it by post at LCTS, Valley Towers, Suite 9, Valley Road, Birkirkara BKR9022, Malta, Europe.

3. Bank Transfer: Bank: Bank of Valletta

IBAN: MT68VALL22013000000040023741089
BIC: VALLMTMT
Address: 49, Republic Street, Valletta

4. Revolut: you can pay by your Revolut by sending the money to the following bank account directly: MT68VALL22013000000040023741089. You
need to go to 'Send’ and choose the tab 'Account’ instead of ‘contacts’. You can enter the bank details. Beneficiary name: LCTS Lid.

5. Mobile to Mobile BOV pay: you can pay by sending money to 79603358.

Type a question

Type here...

Submit Form Clear Form m Print Form
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Appendix 10: Examples of Discounts

The following are sample procedures for Discount SchemesAiiirainistration Officers need to
follow.

Discount Schemes:

There is currently a total of 3 discount schemes:

1 Black Friday
1 Early Bird
1 Bring a Friend

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

Introducing the "Early Bird" Discount ScheméDiscount of 15%)

Students can start benefitting from the "Early Bird" discount scheme taslay, 1st February 2022.
Students who apply at an early stage within a certaingetermined timeframe, can benefit from
this scheme. To become eligible to benefit from this scheme must satisfy the following
conditions:

1 Apply for those courses starting during tBed Trimester (Maylune)or 3rd Trimester
(SeptemberOctober)

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

Submit an application betweesil/01/2022and 15/03/2022
Settle thenon-refundabledeposit by31/03/2022.

For courses starting during théhird Trimester, one mustubmit the application and settle
the deposit by30/06/2022.

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

1 Students must also indicate during whi€timesterthey are committing themselves to
commence their studies.

1 The course price will bieozenat the current price and a further5%would also be
deducted.

1 This is a commitment and therefore one cannot transfernbe-refundabledeposit from
one Trimester to another.

Introducing the "Bring a Friend" Discount ScheméDiscount of 20%)

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

1 The course being applied for must be a fabcredited qualification. Short courses
(including accredited ones such as individual modules) does not count.
{1 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'ssme and surname.

! Students must start a course during teeme Trimesteand this should be indicated on the
application.
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The course price will bigozenat the current price and a furthet0%would also be
deducted.

This is a commitment and therefore one cannot transfer be-refundabledeposit from
one Trimester to another.
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Appendix 11: Downloading Recordings from Zoom

Step 1: Login the Zoom accourtttps://zoom.us/signin#/logirand click on the Google icon

to sign in.

MMM M5 5(2|2|32(2 EB|B/~NOmeceeennnnancemundocH: X6 nmaomd=n+e-c
<« C @ zoomus/signin®/logn

M Grmail  Gosls - Awardin Ex...

200m

Step 2: Slgn into zoom through the google account by cllckmgza S I-

K3 Documents

ERIC - Search Resuls

# Wy Forms | Jotfem

§ Loy Geness M Your Amazon Web...

cle /¥ «@ x & + v - 8 x

-2 % O 0%
Q. @ eTencering Dsts oo LBSCO Dncovery 5. s Werking with .. 4

New to Zoom? Sign Up Free  Support English v

Sign In

Email Address
[ FeacherGmii@gmail.com J

MiMmimim|2(2|2|2/02/2 2 |E E~NOmsoceccennannRemmEeOR N6mmdm®®+nYe0sc o/ce+d X = e X
< C @ accountsgooglecom/a/oaut psg * O o
M 2 B O m @ Liveary Go M 1. @ »

[

Choose an account

to continue to Zoom

st Jesmond Friggieri

° Jesmond Frigglerl at LCTS
m Head of MLI Admin at LCTS
o MLI Info at ML

Step 3:Get the user name and password from the Excel Zoom Links document.
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https://zoom.us/signin#/login

% Cue o n & & d i 3 Auncsum Jo)
i Copy ~ -
" 5 1u- A- | Check Cail | o | foan
Cipbaard = Font = Agrment Humber stye cels Edting ~
H =
e - X & £ | teacherpasswords7l ™
Cc D E F =
7 Lecturerl lecturer 1mli@gmail.com LecturerMLl_1 https://zoom.us//92749179884 ?pwd=UF FnUXIrNEpaNnJHR25vWHAXU2ZMZz09 i [

] Lecturerz  [lecturerzmli@gmail.com LecturerMLI_2 tos.//zoom.us/i/960033753667pwd=VIRrc WiwSCs2e TRoV: ilyRHAZUT0S

9 lecturer2mli@gmail.com LecturerMLI_2 https://zoom.us/j/993876339017?pwd=b1hgVkFxakF6M1BRS29j0XdNROtoUT09

10 lecturer3mli@gmail.com LecturerMLI_3 https://zoom.us/i/818731461967pwd=MktsRnJUbHdvbFNPUIN3VVdsd300UT0S

11 lecturer3mli@gmail.com LecturerMLI_3 hitps://zoom.us/i/935821089307pwd=ZzJxamlHSmpijc XhTaXpDVnB4cGM1QT09

12 lecturerdmii@gmail.com LecturerMLI_4 https://zoom.us/|/926975536927 pwd=UndoUTZ3aGVpTXBlaUVWWKECXpKUTOS

13 lLecturers_|lecturer5mii@gmail.com LecturerMLI_S https://zoom.us/i/996152366857 pwd=V{VzVic3VzdWmJGN2xqTGRqNIpldz09 000003 [admissions@ma
14 |Lecturer6 | lecturermii@gmail.com LecturerMLI_6 ://zoom.us/j/96260128804?pwd=anRKTOMyYjAyV2sw\/1BscOp5dzRDdz09 000002

15 LecturerMLI_7 hitps://zoom.us/i/987801493637pwd=UUhs THJSdmhSMmSIVmdnWXRmOGZzQT03 000008 |admissions@ma
18 LecturerMLI_8 https://zoom us/i/92528962297 2pwd=RFZkWFBleWBrQUIDMDFuR3MrKzZxdz09 000006 issi

17 LecturerMLi_8 https://zoom.us/j/932432594152pwd=YnZtY 1ZPU3haelB3QnpQeH\oanphUT09
18 |Lecturerd [lecturerSmii@gmail.com LecturerMLI_9 https://zoom.us/i/912971084547pwd=K1VZRIBRY|NXQVAxU1hXY3IsMGd0dz09
19 lecturer10mli@g: om LecturerMLI_10 hitps://zoom.us//954642004107pwd=bHhCUDNPQ2ZhNaESVQVpudnBnSGNIZz08
20 lecturer1 Tmli@gmail.com LecturerMLI_11 hitps://zoom.us/i/967122225117pwd=Q1IIYOINc XpBWExxZFVObUhJMkxFUTO9

21 lecturer12mii LecturerMLI_12 https://zoom.us//98029 1458747 pw FQ4MktqdGdLUIBSYXRhTEs2KytXZz08 issions@ma

22 LecturerMLl_13 https://zoom.us//96800370484 ?pwd=U2hhUEJOdUg2NDUORXUxOF JEUOF mdz09 000001
23 |Lecturer14_[lscturer14mii@gmail.com LecturerMLI_14 https://zoom.us/j/93486693 1857 pwd=dUB2NmhBb3VzZmQzeESz TyBvMHLJUTOS

24 admissions@adminassociations.com AdmissionsMLI20207 https://zoom.us/i/97 1293329607 pwd=RFRwUM9xejAyU05XMHd4cldkMmF 42209

25 19 lacturer15mii@gmail.com LecturerMLI_15 https://zoom.us//948000350757pwd=cUpJe\WJ1RmdReXVNR2 1 EaTiwNzR3dz08

26 20 maltaleadershipinstitutetutors@gmail.com | mlitutorpassword184

27 21 Lecturer1a_[lecturer14mli@gmail.com LecturerMLI_14 https://zoom.us/[/928833072857 pwd=NWYyTIFnNHhzamhIMnVhUnQrOIZxUT09
28 22 Lecturer14  |lecturer1dmli LecturerMLI_14 https://zoom.us/j/955466303837pwd=bll4ak54VTBEMFpWdEszb295a12MZz09

29 LecturerMLI_1 s://zoom.usj 477713622pwd=WXVNdIVBRzNQejBPMm1qWkSScWFNUT!
30 lecturer2mli@gmail.com LecturerMLI_2 https://zoom.us//9600337 53667 pw IRreWiwSCs2eTRoVmgORjlyRHAZUT0S

-l lecturer1 2mlif LecturerMLI_12
32 teacherBmli@gmail.com : B https://zoom.us/|/968547288967pwd=TzNFRzZ50TBqUHpaQ0dJSS8UaEK2QT09

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
FAYR | G106 WwSO2NRAY3IAQ

MM MM 2222|222 EIE~NOmeeeoennnanncanEeaeH: Do =mmomme e nes clcw«d=xcl+ voo= B @

a73b99e8_x_zm _rhtaid=81#/upcoming ©® * O » = 0%

<« @ @ zoomus/mesting? x m sid=-pDsc

aFvicedjNw. 1665907 56997636057 blitactdalBbbbded

s Working with chilr. " Gther bookmarks

ing - Dt

M Gl Gosts-Ausdinf. K Dowments—Sma. G Sgnm s RUC - Scarch fests My Forms [ Jotform & Lirory Geresis M You

ZOONT  OUTom - FAKAMONG AT RESOURCES - soveoue ow wosr- wemeonss GED ()

Profile

Webinars

Parsonal Contacts (B8 StriTime to EndTime | + Schedule a My
whitehoards (I

Recordings

Meetings Get Training

Upcoming  Previous  Personal Room  Meeting Templates

Settings

Account Profile 0 schedule a

Reports

Zaom Learning Center

Attend Live Train

Video Ti

Knowledge Base Save time by scheduling your meetings directly from your calendar.

ﬂ Microsoft Qutlook Plugin @ Chrome Extension
Download Download

©

mpd A 6 BED10A-31-08-.mpd A Showall X

N0t -24-0..mpd A

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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MiMiMIM(g[gl2|2alele | EIE~NOmeeoeennnnnnemmmooocd: Do mnnoms o= nl e

rding

&) Documents —Sma. G Signin-Gesg ERIC - Semch Rasults % My Forma Jotfeem & Library Genesis M o o[ forum Q.. @ eTendering - Dats o EBSCO Dise

Profile
Cloud Recordings|  Local Recordings G Tash(4) O Document
Meatings
Webinars
(‘e search by topic or b | ("8l Search text i transeript Advanced Search Export
Personal Contacts
Whiteboards: (I} O Topic D Start Time File Size
Recordings _
_ BED Cohort 98 Lesson Link P68 5472 8896 Aug 25, 2022 04:45 PM 1 File (1.07 GB) Share.
Settings
B BED Cohort 98 Lesson Link 968 5472 8896 1 File (650 MB) Share.

Account Profile

Reports

<> 2resus)

Video Tutorials

Knowledge Base

Step 7: Click on the recording you want to download

MMM (M| S| 220|002 E|E-NOmececernnnnnneamneecH: D6 =N mo e n+ec [clcw«dx

< c us/recordin eeting_id = IZmi%2FCSRT k6

~ @ eTendering -Data ok EBSCO Disc

5 Working with

ING  CONTACT SALES

Profile

Recordings BED Cohort 98 Lesson Link
Meetings
s BED Cohort 9B Lesson Link  Share

Aug 23,20 36 PM Budapest 1D 968 5472 8896
Personal Contacts

- 2 totsl downloads ~Recording Anahytics
Whitehoards (TGN
Recordings. Recording1
1fle 650 MB
Settings
N load [5 "

Account Profile
The recording includes the files listed below:
Reports
2B Share

creen with speaker view 650 MB

Zoom Learning Center

Attend Live Trairing

Video Tutorials

Knowledge Base

- 1-24-0.mpd ~ (B BED

Step 8: Delete the Audio File by hovering with the mouse on the linke of the Audio file
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« C @ zoomus/recording/detai ing_id = trwNXQF NziT9%2BwA%3 D%3ID 2 ® Q» % 0O % @

Recordings BED Cohort 98 Lesson Link
Meeting
Webinars BED Cohort 9B Lesson Link pragre
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Step 9: Let the screen refresh and then download the video and the chat file by clicking on

GKS A02y 2F GUKS W52yt 2FRQ ySINI gARS2 | yR

Download icon

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

64 MLI Administration Policy & Procedures

e 2












































































































