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1. Introduction

The Internal Quality Assurance Manual aim to ensure the following:

1. The planning, implementation, evaluation, and internal and external review of accredited and non-
accredited courses offered by the Malta Leadership Institute (MLI), considering all aspects of the

learning process and environment.

2. Theclear delineation and effective monitoring of responsibilities for MLI staff, lecturers, tutors, and
students.

3. The quality of the environment in which learning takes place.

4. The protection of students’ rights before, during, and after their studies in the programmes they

are completing.
5. The responsibilities of lecturers and students during programme delivery.
6. All other aspects of the learning environment.

This compilation of Policies and Procedures, together with other manuals and guidelines enable MLI to
consistently monitor, evaluate, and reflect on its programme delivery and outcomes, thereby improving
performance and ensuring that the objectives of the programmes and qualifications are achieved according
to the standards established by both the Awarding Body (for foreign qualifications) and the Malta Further

and Higher Education Authority (MFHEA).

This manual applies to all courses offered by MLI whether they are home-grown or imported and are
accredited by other Higher Education institutions. Additionally, the Quality Assurance Procedures are
complemented by other policies focusing on MLI staff, lecturers, tutors, and students, covering

administrative, technical, and logistical aspects of programme delivery.

2. Document Control

Version Department Responsible Person Responsible for Date
Oversight of the Policy
1 Office of the Principal Mr Jesmond Friggieri — MLI 29™ October 2017
Principal
2 Office of the Principal Mr Jesmond Friggieri — MLI 10™ January 2018
Principal
3 Academic Support Ms Denise Mizzi 10" March 2022
Department
4 Academic Support Mr Jesmond Friggieri — Acting | 17™ March 2023
Department Academic Support
Department Manager
5 Academic Support Ms Nicole Borg — Academic | 25™ April 2024
Department Support Department Manager
5.1 Academic Support Ms Nicole Borg — Academic 7t May 2024
Department Support Department Manager
5.2 Academic Support Ms Nicole Borg — Academic 11" October 2024
Department Support Department Manager
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6 Academic Support Ms Nicole Borg — Academic 13" February 2025

Department Support Department Manager
7 Quality Assurance Jesmond Friggieri — Acting 30t March 2025
Committee Academic Manager

David Farrugia — Chair of QA
Committee

3. The Fundamental Principle of the Manual

The Malta Leadership Institute (MLI), operating under Leadership Consultancy and Training Services Ltd
(LCTS Ltd), is dedicated to maintaining a rigorous and ongoing quality assurance system. This system aims
to ensure consistency and accuracy in the delivery of qualifications and assessments, ultimately improving
student outcomes and aligning with industry standards. LCTS guarantees that MLI has the necessary
human and logistical resources to effectively conduct and quality assure its courses in accordance with
established policies and procedures. Furthermore, MLI actively involves stakeholders in the quality
assurance process to foster a collaborative approach and commit to continuous improvement. All
practices comply with relevant external standards and regulations, ensuring the highest quality of
education and training.

4. Manual Overview

4.1. Manual Purpose

The purpose of this Quality Assurance Manual is to establish a comprehensive framework that ensures the
delivery of high-quality educational programs and training courses at the Malta Leadership Institute (MLI).

4.2. Manual Scope
This Quality Assurance Manual applies to all educational programs and training courses offered by the
Malta Leadership Institute (MLI). It encompasses the processes and standards required to ensure the
integrity, quality, and consistency of qualifications and assessments across all levels of education provided.

This manual is applicable to all members of the MLI community, including learners, lecturers, tutors,
administrative staff, and external partners involved in the delivery and assessment of educational
programs. To deliver the best training practices at every stage, all staff members—including the School
Principal, Tutors/Assessors, Administrative Staff, the Internal Quality Verifier (IQV), and learners—must
work collaboratively. Each member must rigorously fulfil their roles and comply with all Malta Leadership
Institute (MLI) procedures.

4.2. Manual Key Principles
1. Outline of Procedures: Clearly define the procedures for conducting the internal quality process as stated
in this manual.
2. Consistency and Quality Assurance: Continuously monitor the delivery's consistency, quality, fairness,
marking, grading, and overall assessment of learners' work.
3. Compliance with Regulatory Standards: Meet and exceed the requirements of the Malta Further &
Higher Education Authority (MFHEA), awarding bodies, and the learner charter.
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4. Validity of Assessment Decisions: Ensure that all assessment decisions made for learners are valid and
fully comply with external requirements.

5. Resource Provision: Equip lecturers and learners with the necessary resources to deliver high-quality
outputs.

6. Support for Academic Staff: Assist academic staff in their classroom delivery by providing opportunities
for critically supportive feedback and observations.

7. Enhancement of Assessment Practices: Aid academic staff in their assessment activities by offering
opportunities for critically supportive feedback on assessment decisions.

4.4. Manual Review and Updates
The manual will be reviewed as needed in response to significant changes in educational standards,
regulatory requirements, or institutional practices. The review will be conducted by the Academic Support
Department Manager, who will collect feedback from both internal and external verifiers, students,
lecturers, and other relevant stakeholders.

5. Policy and Procedures for Internal Quality Assurance (IQA)

To implement an effective Internal Quality Assurance (IQA) system, this manual establishes the principles
and procedures required to ensure that the process is carried out rigorously and according to a defined
procedure.

5.1. Principles

The Internal Quality Assurance (IQA) process is designed to ensure the following:

e Assessments are graded in alignment with the standardised criteria established by the respective
qualification. This varies across different courses, dictated by the specific requirements of the
Awarding Body.

e Quality control measures are in place to ensure periodic sampling, monitoring, and evaluation of
assessments. This is to verify that they meet the standards set by both the qualification and the
Awarding Body.

e Academic staff receive ample support and guidance to meet these standards while promoting
continuous professional development.

e Assessment procedures are conducted and documented in a structured manner.

e All procedures are executed by suitably qualified staff with relevant occupational competence.

In addition, the role of the Internal Quality Verifier (IQV) is multifaceted, encompassing three critical
elements:
1. The planning, implementation, and evaluation of internal assessment and quality assurance
systems.
2. Monitoring and improving the quality of assessment practices.
Applying relevant policies, procedures, and legislation to satisfy external/regulatory requirements.
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5.2. The IQA Process

The Internal Quality Assurance (IQA) process is ongoing and applies to every course offered by MLI. This
assurance encompasses a thorough review and monitoring that occurs not only after the courses but
throughout their entire duration.

To ensure a robust IQA process, these are the steps that will be taken:

e Formulating a plan for the IQA process.

o Implementing a sampling process for the IQA.

e Conducting both interim and summative IQA.

e Recording the entire IQA process for future reference and analysis.

e Ensuring clear and constant communication between the Internal Quality Verifiers (IQV), assessors,
academic support department and learners.

e Standardising processes and facilitating meetings with stakeholders to maintain consistency and
gather feedback.

5.2.1. Planning of the process
The Academic Support Department Manager will serve as the coordinator of the Internal Quality Assurance
(IQA) process (Appendix 2). Internal Quality Verifiers (IQVs) will be appointed from each school, with a focus
on the domains of education, business, and the health sector.

Challenges encountered during the IQA process will be addressed in monthly Quality Assurance (QA)
meetings, chaired by the Academic Support Department Manager. The minutes of these meetings will be
sent to the MLI Principal to ensure transparency and cross-departmental involvement.

To further enhance communication, a WhatsApp group will be created to facilitate real-time interaction
between the Academic Support Manager and the 1QVs. In addition, 1QVs will receive comprehensive
training and support on how to effectively use the Learning Management System (LMS), enabling a
thorough and precise sampling process.

5.2.2. Sampling Method for the IQA
To operationalise the IQA process, the CAMERA sampling model® for foreign and domestically accredited
courses should be adopted. This model is advantageous because it adopts a comprehensive approach,
considering all aspects relevant to the IQA. Consequently, it provides a robust framework that guarantees
comprehensive evaluation and monitoring of all elements within a course. This model will be employed as
an instrument for interim and final checks and ongoing monitoring of courses.

The process for selecting samples of coursework will proceed as follows:

1

https://www.cityandguilds.com/~/media/Documents/ProvideTraining/Centre%20Document%20Library/Quality-
Assurance-documents/Guidance%200n%20Internal%20Quality%20Assurance%200f%20Qualifications%20pdf.ashx
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C (Candidates or) Learners: The demographic composition of the learner sample encompasses
various elements, including ethnicity, gender, age, employment status (full-time or part-
time), special arrangements, and all referrals. The diversity of the learner population should
be considered, thereby providing a comprehensive understanding of the educational
landscape.

A Assessors: The sampling methodology will include all assessors, encompassing various
aspects such as lecturing, course notes, student interaction, and assessments. This approach
ensures a rigorous and thorough evaluation of teaching methods and student engagement
strategies, contributing to the overall quality of education.

M Methods of assessment: The sample set will encompass all modules from every course the
institute offers and include diverse assessment methods. This includes but is not limited to
observing learners, administering assignments/tests, engaging in professional discussions,
reviewing documents that demonstrate the learner’s prior knowledge, and utilising any other
formats that may be employed to assess qualifications. This comprehensive approach ensures
a full understanding of the learner’s experience and the effectiveness of the different
assessment strategies.

E Evidence types: The samples collected for the Internal Quality Assurance (IQA) process must
meet specific criteria. They should be valid, authentic, current, and sufficient, providing a
comprehensive snapshot of the learning environment. In addition, any special requirements
should be considered, particularly if learners are admitted with specific needs. This attention
to detail ensures that the IQA process is both thorough and inclusive, accurately reflecting
the diversity of the learner population.

R Records: The collected documents should be pertinent to the assessments and include
feedback from assessors to learners. This data is crucial, as it provides insight into the
assessment practices and the ongoing communication between assessors and learners, which
plays a significant role in student success and academic progression.

A Assessment locations: To ensure the validity of the Internal Quality Assurance (IQA) process,
samples will be gathered from courses conducted at various locations affiliated with MLI. This
approach ensures a broad representation and provides a comprehensive view of the teaching
and learning quality across all MLI locations.

5.2.3. Interim and Summative IQA

5.2.3.1. Interim IQA

1. Sampling and Vetting of Assessments:
Before the publication of marks, the Internal Quality Verifier (IQV) will conduct sampling and vetting of
the assessments that carry the most weight in the marking for each module. The 1QV must verify 20-30%
of the assessments, with a maximum of 5 assessments per module, and complete a Jotform accordingly
(https://form.jotform.com/242483347134355). The 1QVs will have two weeks to complete this process,
ensuring that students receive their marks within the stipulated six-week timeframe. The IQVs will be

enrolled in the respective modules by the Academic Support Department Manager.

If there is a discrepancy of 10 marks or less between the lecturer's mark and the IQV's mark, the average
will be taken, and the marks will be published. If the discrepancy is greater than 10 marks, a discussion
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will be held between the lecturer and the IQV. If no mutual agreement is reached, the assessment will be
corrected by another lecturer accordingly. This joint review is aimed at ensuring that:

1. Assessors consistently make valid decisions.
Assessors arrive at the same conclusions given the same learner’s work or evidence.
All learners are assessed on a fair and equitable basis.

2. Tutor Observation Feedback:
Tutor observations will take place once yearly, with each observation lasting 30 minutes. The IQV will
observe the tutor during a course session to ensure that teaching methods align with quality standards. A
specific observation form has been developed for this purpose (Appendix 4). The observation feedback
must be signed by both the IQV and the respective lecturer. This process helps ensure that the tutor's
performance is evaluated consistently and that constructive feedback is provided for continuous
improvement.

3. Learner Feedback:
Feedback related to the modules is being collected directly from learners upon completion of each module
throughout the course. A separate Google Form has been created for each course to facilitate this process.
Additionally, feedback is being gathered from students both midway through the course and at its
conclusion to assess their ongoing experience. The links to the relevant Google Forms can be found in
Appendix 4.

4. Lecturers and Stakeholder Feedback:
Feedback is also being collected from the respective lecturers regarding the modules they have taught and
are currently teaching (Link: https://forms.gle/vM4Ti5vJ7QE9Wnqg2A) . In addition, a Jotform has been
created (Link: https://form.jotform.com/250062157450347) and is being sent to the relevant stakeholders
accordingly. This feedback is essential for continuous improvement and quality assurance of the modules

and overall course delivery.

5. Review of Assessment Questions:
Assessment questions must be submitted to the Academic Support Department Manager before being
given to students. The Academic Manager Department Manager has to discuss the assessment questions
with the Head of Schools and IQVs respectively. A report (Appendix 6) must be completed, documented,
and sent to the lecturer along with feedback to ensure alighment between the assessment, assignment
guidelines, and learning outcomes. Assessment questions must be revised and updated for each cohort to
maintain fairness and integrity.

6. Incorporation of Standardised Rubrics:
Standardised rubrics will be provided by the Malta Leadership Institute (MLI) for evaluating learner
assessments. These rubrics must be filled in by tutors to ensure structured and objective feedback. The use
of standardised rubrics guarantees that evaluation criteria are clearly defined, allowing for consistent
assessment of student work across different modules and cohorts.

Feedback derived from these rubrics will be communicated to learners, highlighting specific strengths and
areas for improvement. Additionally, the Internal Quality Verifier (IQV) will review the application of these
standardised rubrics in assessments to ensure alignment with the learning outcomes and to verify
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consistency in grading practices. This process will contribute to the ongoing enhancement of assessment
practices at MLI.

7. Record-Keeping and Documentation:
All interim IQA activities, including sampling reports, tutor feedback forms, and assessment question
reviews, will be documented and stored in the ‘Quality Assurance’ folder in Google Drive. This ensures
transparency and accountability and allows for future reference and external verification. The records will
be reviewed periodically to track performance and improvements across departments.

5.2.3.2. Summative IQA

1. Cyclical Review of the Programmes
The Academic Support Department Manager must conduct one-to-one meetings with the respective
reviewers to explain the LMS and the quality assurance overall report that needs to be completed, as shown
in Appendix 6.
The Academic Support Department Manager is responsible for creating an action plan based on the reviews
and feedback received, communicating with the lecturers as necessary, following up accordingly, and
always adhering to the MFHEA accredited application forms to ensure standards and consistency.

A cyclical review of the programme will be conducted by both internal and external verifiers at the end of
the first programme cycle. Each Internal Quality Verifier (IQV) is tasked with providing detailed evaluation
feedback using an overall report template (Appendix 7) as part of the summative IQA. This process involves
a systematic review of the entire course content, teaching methods, and assessment practices to ensure
they meet the required standards and maintain consistency across different cohorts. Once the programme
has been internally verified, a sample of 20-30% of the modules from the ongoing cohorts will undergo
internal verification again. This process will ensure that all modules of the programme are eventually
verified.

The sample size for corrected assessments should range from approximately 20%-30% of the total
assessments. This percentage may increase if there are identified issues with the assessments. However,
the maximum number of assignments to be verified should not exceed 5. The IQV must also ensure that
the IQA processes effectively identify and address any issues or gaps in quality and support continuous
improvement in teaching and learning at the Malta Leadership Institute (MLI).

2. Implementation of Review Findings
The Academic Support Department Manager is responsible for creating an action plan based on the reviews
and feedback received. This includes communicating with lecturers as necessary, following up accordingly,
and ensuring compliance with the MFHEA accredited application forms to maintain standards and
consistency.

Based on the feedback from internal and external verifiers, the Academic Support Department shall

determine which modules of the programs require: a) a cyclical review (structural, minor, or major
changes); b) withdrawal; or c) no changes, as shown in Table 1 below.
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Programme Status and Review Eligibility
Scenario Type of change Nature of change Procedure to be
followed
1 Structural Changes Changes to the overall structure, | Programme must be
level of qualification, workload, | sent to MFHEA for re-
change in the list of units, | accreditation.
changes in the mode of delivery
2 Minor Changes Changes related to the content | The recommendations
to maintain relevance in light of | sent by the Academic
new developments in the area of | Support Department
study, changes in assessment | Manager to the
methods to better align with the | respective lecturers
learning  outcomes of a | after the action plan has
particular module and the | been implemented must
assessment  guidelines, the | be followed, with the
uploading of resources and | institute ensuring
updating of literature. compliance by following
up accordingly when the
same programme is
offered to a new cohort
Additionally, changes to
the assessment
guestions should be sent
for internal verification
before being provided to
the students.

Major Changes This includes title change, major | Programme must be
changes to LOs, and a major | sent to MFHEA for re-
change to assessment criteria to | accreditation.
accommodate the changes to
the LOs.

3. Programmes or certain modules of the programme are | Re-write certain
recommended for withdrawal. modules or the entire
programme as needed
and submit them to
MFHEA for re-
accreditation
4. No changes are being recommended.

3. Learner interviews:

Feedback (Appendix 8) will also be collected through random interviews conducted by the MLI
Administration staff with learners after they finish the course. A record sheet, noting the date, names of
the students, and the courses in which they are or were enrolled, along with the feedback they provide, is
to be documented. An analysis will be conducted between the learners' statements during these interviews,
the feedback received through the module survey, and the detailed evaluations by IQVs on each module.
This shall be done to identify similarities and patterns which will then guide the way forward.
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4. Record-Keeping and Documentation:
All summative IQA activities, including QA overall reports, action plans and analysis should be documented

and stored in the ‘Quality Assurance’ folder in Google Drive. This ensures transparency and accountability
and allows for future reference and external verification. The records will be reviewed periodically to track
performance and improvements across departments.

5.2.4. Recording of IQA processes

1. The Internal Quality Assurance (IQA) process will be meticulously documented and organised. This
record-keeping strategy ensures a detailed account of each course’s IQA process, enabling easy
reference and review.

2. The IQA process will adhere to the guidelines and format outlined in this document. This
standardisation ensures consistency and reliability across all IQA processes.

3. The IQA process will be considered complete once all the relevant parties, as per the IQA process
guidelines, have signed the documentation. This final step verifies the completion and authenticity of
the IQA process, reinforcing the procedure’s integrity.

5.2.5. Communication between IQV, Academic Staff and Students

The Internal Quality Verifier (IQV) should communicate effectively with all stakeholders as required.
The modes of communication with Trainers/Assessors and Learners might include:

Structured and unstructured written feedback

Professional discussions

Summaries of findings

o 0 T W

Clarifications concerning complaints from learners and tutors.

3. All communication must be honest, constructive, positive, and factually accurate.

4. The IQV may recommend improvements to the trainer/assessor, which should be verified and
documented in subsequent verifications.

5. Trainers/Assessors are entitled to review feedback from the Internal Quality Assurance (IQA) process
concerning their improvement.

6. The IQV consolidates all data into a comprehensive report for each course, including a summary of
findings, distributed to all relevant stakeholders, either in whole or in part, as deemed necessary.

7. Each course’s documentation should include a copy of the report.

8. The IQV may suggest enhancements in course delivery, which the Academic Support Department is
responsible for implementing. The Academic Support Department should also establish timelines for
these improvements and provide progress updates to the IQV.

9. The Academic Support Department Manager is expected to provide the IQV with clear timelines and
objectives, ensuring all members know their responsibilities and expectations. Also, regular meetings
with the 1QV should be scheduled to assess progress and identify any additional developments or
adjustments needed.

5.2.6. Standardisation of Processes and Meetings

13 MLI Internal Quality Assurance Policy and Procedures



1. All trainers, tutors, and/or assessors must comply with the Quality Assurance Manual established by
MLI and the respective Awarding Bodies.

2. Quality Assurance training and other sessions related to continuous professional development, as
deemed necessary, will be conducted twice yearly.

5.3. Internal and External Quality Assurance
The Malta Leadership Institute (MLI) is contractually obligated to deliver both accredited and home-grown
courses. The Malta Further and Higher Education Authority (MFHEA), along with the respective awarding
bodies, may conduct an External Quality Assurance (EQA) audit as a critical component of the Quality
Assurance Process. This audit ensures that qualifications are delivered in accordance with the National
Quality Standards and the standards set by the awarding bodies.

MLI is committed to full cooperation during this process, providing all necessary documentation requested
by the relevant authorities to facilitate a seamless EQA experience. As part of their responsibilities, the
Internal Quality Verifier (IQV) will prepare and assist in supplying all required documentation for the audit.
The 1QV will also ensure that learners, tutors, and administrative staff are aware of this process and will
solicit their full cooperation. Furthermore, the 1QV is responsible for implementing all EQA
recommendations as promptly and thoroughly as possible, in collaboration with the Academic Support
Department Manager.

Apart from the periodic EQA by MFHEA according to the Laws of Malta, MLI is committed that it shall
External Verify its programmes, by appointing ad hoc experts in the field (who should have at least a
Doctorate in the field that they are verifying and a number of years of experience in the lecturing and
working within university or academic settings) from time to time. This ensures that programmes are
delivered according to their accreditation and also reach the expected MQF/EQF level.

5.4. Monitoring and Evaluation
The primary objective of the Internal Quality Assurance (IQA) process is to oversee and enhance the quality
of the overall assessment practice. This requires continuous monitoring and evaluation of the following
aspects:

Maintenance of learning delivery standards.
Compliance with national standards by all tutors/assessors.
Identify issues or areas where tutors and assessors may need advice or professional development.

P wnNPR

Awareness and satisfaction of learners regarding the assessment process.

In essence, the Internal Quality Verifier (IQV) monitors learning delivery and ensures assessment practices’
validity, reliability, and consistency.

Part of this monitoring process involves identifying areas for improvement. Therefore, the IQA undertakes
a range of activities, including:

e Evaluating assessor expertise

e Assessing the planning and preparation of the assessment process

e Determining the appropriateness of assessment methods
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e Ensuring effective execution of assessment decisions
e Comparing assessment decisions

e Providing feedback

e Implementing standardisation procedures

The monitoring process should be conducted through:
e Observation of tutors and assessors in action, including their interpersonal skills;
e Review of the assessment process and provision of performance feedback;

e Review of internal quality assurance records completed with all assessors and evaluation of their
performance as recorded;

e Inclusion of programme plans, session plans, and assessment plans in the sample;
e Identification of areas that could benefit from advice or further development;

e Identification of potential problem areas (e.g., within the qualifications) that could pose difficulties
for other tutors.

The anticipated outcomes of this monitoring process include:
e Review and improvement of tutors’ and assessors’ performance;
e Review and update programme and course content that may be problematic or outdated.

5.5. Overall Report

Following the Internal and External Verification processes, the QA Committee shall produce a meta
synthetical report of the findings from the Internal and External Verifications. This report shall be produced
on annual basis and in line with the Strategic Plan Performance Indicators with regards to Programme
Reviews. The report shall be passed to the Programme Design and Review Chair to serve a base for the
Review of the particular programmes in question.

6. Verification Procedures
6.1 Procedures for Students
Internal Verification:

e Student Evaluations: Use student evaluations as part of the internal verification process.
e Self-Assessment: Encourage students to self-assess their progress and provide feedback.

External Verification:

e Student Interviews: Include student interviews in the external verification process to gather
unbiased feedback.

e Report Sharing: Share external verifier reports with students to inform them of quality assurance
measures.

Implementation of Recommendations:
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e Student Involvement: Involve students in developing action plans based on review
recommendations.

e Follow-Up Surveys: Conduct follow-up surveys to assess the effectiveness of implemented changes
from a student perspective.

Assessment Methods:

e Student Feedback: Regularly gather student feedback on assessment methods to ensure they are
fair and effective.

e Innovative Techniques: Implement innovative assessment techniques suggested by students to
enhance evaluation.

6.2 Procedures for Academic Staff
Internal Verification:

e Self-Assessment: Encourage faculty to conduct self-assessments to identify areas for improvement.
e Documentation: Maintain detailed records of internal verification processes and outcomes.

External Verification:

e Selection Criteria: Establish clear criteria for selecting external verifiers to ensure they have the
necessary expertise and impartiality.

e Review Reports: Compile and review external verifier reports to identify actionable
recommendations.

Implementation of Recommendations:

e Action Plans: Develop detailed action plans to address recommendations from both internal and
external reviews.

e Follow-Up Reviews: Schedule follow-up reviews to assess the effectiveness of implemented
changes and make further adjustments if necessary.

Assessment Methods:

e Innovative Techniques: Explore and implement innovative assessment techniques to enhance
student evaluation.

e Alignment: Ensure all assessment methods are aligned with programme learning outcomes and
industry standards.

6.3 Procedures for MLI Staff
Stakeholder Engagement:

e Regular Updates: Provide regular updates to all MLI staff on the programme design and review
processes.
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o Feedback Mechanisms: Establish mechanisms for staff to provide feedback on programme design
and review procedures.

Market Trend Analysis:

e Data Sharing: Share market trend analysis reports with MLI staff to keep them informed of
industry changes.

e Collaborative Efforts: Encourage collaborative efforts among staff to integrate market trends into
programme design.

Accreditation Application:

e Staff Training: Provide training to MLI staff on accreditation requirements and processes.
e Internal Reviews: Conduct internal reviews with staff to ensure all accreditation requirements are
met before submission.

Course Design:

e Standardised Templates: Utilise standardised course design templates to maintain consistency
across courses.

o Approval Workflow: Implement a multi-level approval workflow that includes review by MLI staff.
Delivery Considerations:

e Resource Allocation: Ensure adequate resources, including faculty and materials, are available for
course delivery.

e Teaching Methods: Regularly review and update teaching methods to incorporate best practices
and technological advancements.

Assignment Verification:

e Quality Checks: Establish a quality check process for assignments, including peer review and
alignment with learning outcomes.

e Feedback Loop: Create a feedback loop to continuously improve assignments based on student
performance and feedback.

Internal Verification:

e Self-Assessment: Encourage self-assessment among MLI staff to identify areas for improvement.
e Documentation: Maintain detailed records of internal verification processes and outcomes.

External Verification:
e Selection Criteria: Establish criteria for selecting external verifiers to ensure their expertise and
impartiality.

e Review Reports: Compile and review external verifier reports to identify actionable
recommendations.
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Implementation of Recommendations:

e Action Plans: Develop action plans to address recommendations and track their implementation.
e Follow-Up: Schedule follow-up reviews to assess the effectiveness of implemented changes.

Assessment Methods:

e Innovative Techniques: Explore innovative assessment techniques to enhance student
evaluation.

e Alignment: Ensure all assessment methods are aligned with programme learning outcomes and
industry standards.

7. Quality Assurance Committee

7.1. The Fundamental Principle of the Policy
The aim of this policy is to establish a Quality Assurance Committee that will overview in an objective and
independent manner all the Internal and External Verification processes of the programmes and also it will
be liaison for Quality Assurance matters with MFHEA

7.2. Policy Overview

7.2.1. Policy Purpose
MLI Core Group established this Committee to ensure that the processes are well coordinated and all
processes and procedures in this QA Policy and Procedures are adhered to rigorously.

7.2.2. Policy Scope
This Policy provides the procedures of the workings of the Quality Assurance Policy, including the Terms of
Reference and its composition.

7.2.3. Policy Key Principles
1. Stakeholder Engagement: Actively involve the head of schools, industry experts, alumni, and
students in the programme design process to ensure relevance and quality.
2. Market Relevance: Perform regular market analysis to ensure programmes meet current and
anticipated future needs.
3. Accreditation Compliance: Adhere to MFHEA guidelines and requirements throughout the
programme lifecycle.
4. Quality Assurance: Maintain rigorous internal and external verification processes and foster
continuous improvement based on feedback.

7.2.4. Policy Review and Updates
The policy will be reviewed annually by the Academic Support Department Manager together with the MLI
Council. Updates will be made as necessary to reflect changes in procedures or educational standards.

7.3 Terms of Reference
The Role of the Committee shall be:
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To ensure that all the ongoing quality assurances processes continue as has been during this last
year and as part of the ‘business as usual’ aspect of the institution

To draft on annual basis an overall report on the quality assurance verifications outcomes and
reports that have been conducted and make recommendations with regards to better governance
and implementation of the accredited programmes and as result of the outcomes to make
recommendations to Course Design and Review of every programme in order to make these more
relevant.

To make recommendations to changes to the Quality Assurances Policies and Procedures.

To verify and approve assignments prior to be given to students by lecturers.

To recommend to the MLI new Internal and External Verifiers.

To conduct annual observations of the Lecturers

To collect Continuous Professional Development documentation of Lecturers

To propose and organise Continuous Professional Development for Lecturers

To make sure that programmes are implemented according to Accreditation.

To meet on a regular basis and discuss issues pertaining to Quality Assurance and make decisions
necessary to make sure that Quality Assurance is conducted continuously and in the correct
manner.

To review and approva all the Academid Procedures.

To make sure that all Quality Assurance procedures are conducted according to the Institute
procedures.

4. Composition

The Composition of the Committee shall be as follows:
a.  AnInternal Verifier from the School for Educational Studies
b.  AnInternal Verifier from the School for Business and Management
c.  Aninternal Verifier from the School for Health and Holistic Wellbeing and
d.  Academic Support Department Manager
The Chairperson shall be appointed from one of the Internal Verifiers for a period of 1 year.
Meetings shall take place on a monthly basis.
Minutes shall be taken and passed on a regular basis to the MLI Council.
The Quality Assurance Committee shall report to the MLI Council directly.
The Chair of the Quality Assurance Committee shall sit ex officio on the MLI Council.
The Chair of the Quality Assurance shall not have his term renewed for more than 3 times or else
his/her term shall not exceed more than 3 years.

8. Academic Malpractice and Maladministration

This section of the Quality Assurance (QA) Manual outlines the fundamental principle and policy overview

related to academic malpractice and maladministration at the Malta Leadership Institute (MLI). Recognising

the importance of maintaining academic integrity, this manual outlines the procedures and standards

necessary to identify, prevent, and address instances of malpractice and maladministration, ensuring a fair

and equitable learning environment for all learners.

8.1

The Fundamental Principle of the Policy

The Malta Leadership Institute (MLI) is committed to maintaining the integrity and quality of its educational

programmes. This commitment includes the establishment of a clear framework to identify, prevent, and
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address instances of academic malpractice and maladministration, thereby ensuring a fair and equitable
learning environment for all learners.

8.2. Policy Overview

8.2.1 Policy Purpose
The purpose of this policy is to define and outline the procedures related to academic malpractice and
maladministration at MLI. This policy aims to protect the integrity of assessments, uphold academic
standards, and ensure that all learners are treated fairly and equitably. By establishing clear definitions and
consequences for academic malpractice and maladministration, the policy seeks to promote a culture of
honesty, transparency, and accountability within the institution.

8.2.2 Policy Scope
This policy applies to all learners, tutors, assessors, administrative staff, and any other stakeholders
involved in the educational processes at MLI. It encompasses all forms of academic malpractice, including
but not limited to plagiarism, cheating, and any other dishonest behaviours in academic assessments.
Additionally, it addresses maladministration practices that may compromise the integrity of academic
processes.

8.2.3. Policy Key Principles

1. Integrity: All members of the MLI community are expected to uphold the highest standards of integrity
in their academic and administrative responsibilities.

2. Transparency: The processes for reporting, investigating, and addressing academic malpractice and
maladministration will be conducted transparently to ensure fairness and accountability.

3. Fairness: All allegations of academic malpractice or maladministration will be handled fairly and
equitably, ensuring that all parties have the opportunity to present their case.

4. Preventive Measures: MLI will implement educational initiatives and support systems to inform all
stakeholders about academic integrity and the implications of malpractice and maladministration.

5. Consequences: Clear consequences will be established for instances of academic malpractice and
maladministration, which may include disciplinary action, depending on the severity of the offense.

6. Continuous Improvement: MLI is committed to continuously reviewing and improving its policies and
procedures related to academic malpractice and maladministration to adapt to changing educational
standards and practices.

8.2.4. Policy Review and Updates
The policy will be reviewed annually by the Academic Support Department Manager and the Administrative
and Student Support Department Manager. Necessary updates will be made to ensure alignment with any
changes in procedures or educational standards.

8.3 Defining Malpractice
Malpractice refers to intentional or unintentional actions that compromise the integrity and validity of
assessments, training materials, and qualification certifications. Such actions undermine the authority of
those responsible for the delivery, assessment, and certification.

The Malta Leadership Institute (MLI) maintains a strict no-tolerance policy toward acts (or attempted acts)

of malpractice by tutors, assessors, and learners with respect to any qualifications. The Institute’s
procedures ensure that both tutors/assessors and learners remain vigilant against malpractice in delivery
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and assessment. If malpractice occurs, it is imperative that the situation is addressed transparently and
equitably.

8.4 Types of Malpractice
The following instances, though not exhaustive, outline the types of malpractice that may involve tutors,
learners, and administrative staff:

a) Plagiarism: This includes the act of copying and presenting another’s work as one’s own, such as
artwork, text, computer-generated work, ideas, or inventions, whether they stem from published
sources or not. This misconduct persists regardless of the originator’s permission and occurs when
sources are not properly acknowledged.

b) Collusion involves collaborating with other learners to present work as individual efforts. While
teamwork is not discouraged due to its importance in many sectors and subjects, learners must be
transparent in their collaborative process, such as keeping minutes, assigning tasks, and agreeing
on outcomes.

c) Impersonation involves pretending to be another person to complete their work or arranging for
someone else to take their place in an examination or test.

d) Fabrication refers to creating false results or evidence committed by tutors, assessors, or learners.

e) Noncompliance: This includes a failure to adhere to the instructions or advice given by a tutor,
assessor, supervisor, or invigilator about the conditions of the assessment, examination, or test.
For instance, the misuse of notes, study guides, personal organisers, calculators, dictionaries (when
prohibited), personal stereos, mobile phones, or similar electronic devices.

f) Information Sharing: This involves the acquisition, exchange, or sharing of information that could
be related to the assessment, examination, or test. This malpractice encompasses verbal and
written information sharing during a supervised assessment condition.

g) Disruptive Behaviour: This refers to any conduct that threatens the integrity of the assessment,
examination, or test.

h) Document Alteration: This includes modifying any results document, including certificates.

i) Cheating: This involves any action aimed at gaining an unfair advantage.

j)  Other Malpractices: Any action that could lead to unwarranted or undeserved credit.

8.5 The Use of Artificial Intelligence (Al) and Other Related Software
The advent of Artificial Intelligence and various software tools has inadvertently opened up new avenues
for academic misconduct, particularly plagiarism. These technological advancements have increased the
ease with which students can reproduce and submit plagiarised content, often without detection.
Consequently, these students may gain unmerited credit for work that is not their original creation,
constituting a form of academic dishonesty.

Hence, all lecturers are encouraged to follow the attached criteria that outline how questions for
assignments and exams should be structured. These guidelines are designed to encourage students to
engage critically with the course material and to minimise their reliance on Al. The aim is to promote original
thinking, application of knowledge, and personal engagement with the subject matter:

Criterion Description Purpose
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Application and Analysis

Questions should require
students to apply theoretical
concepts to new scenarios or
analyse case studies, demanding
a deeper engagement with the
material.

Encourages students to move
beyond memorisation, requiring
understanding and application of
concepts.

Creativity and Originality

Prompt students to offer original
solutions, ideas, or perspectives.

Reduces the feasibility of Al-
generated responses by valuing

Assignments  might  include
designing a project, solving
complex problems, or proposing
innovative approaches.

unique, student-driven content.

Include prompts that ask students
to relate theoretical concepts to
their  personal  experiences,
observations, or ambitions.

Makes it difficult for Al to generate
relevant or authentic responses,
encouraging personal reflection.

Contextual and Personalised

Questions should invite critical
evaluation of readings, theories,

Promotes critical thinking and the

Critical Reflection ability to argue or defend a

or practical exercises, asking | position, challenging for Al to

students to debate ideas and | replicate.

consider their merits and

limitations.

Require students to interpret | Demands higher-order thinking
Data  Interpretation  and | gata, synthesise information from | skills, involving analysis and
Synthesis

various sources, or derive
conclusions based on evidence,
integrating multiple pieces of
information.

synthesis, which Al cannot easily
mimic.

Design questions that allow for
multiple correct answers or
diverse approaches, encouraging
students to explore a range of
possibilities.

Fosters divergent thinking and
creativity, making it harder for
students to rely on Al for
straightforward answers.

Open-ended Questions

8.6 Using or Citing Sources Without Giving Proper Acknowledgement

The issue of plagiarism extends beyond Al and software tools to include the improper citation of online
sources such as blogs and websites. When students utilise these sources without appropriate attribution,
it leads to the misrepresentation of information. Moreover, it does not demonstrate a comprehensive
understanding of the source material, thereby undercutting academic integrity. Besides correctly citing
external references, students should also ensure the proper attribution of all material derived from the
course. Neglecting to do so constitutes a form of plagiarism, subject to respective penalties. A warning
letter (Appendix 12) regarding plagiarism is sent to the respective student and is kept in the student's folder
along with the Turnitin report. If three warning letters are issued for the same course, the assessment will
be considered invalid, and consequences will follow. The accepted plagiarism threshold is 20% for each
assignment. In the case of a plagiarised assignment, no marks will be awarded, and the student must re-
submit their assignment. For the re-submission, the maximum mark that can be obtained is a pass mark.
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8.7 Parameters of Student Collaboration on Assessments

Unauthorised collaboration on any assessment can result in unattributed sharing of ideas. This could
result in a student receiving credit for work they did not independently produce, thereby conferring an
unjust advantage and contravening principles of academic integrity. Such collaboration should be avoided
unless explicitly permitted, as it could be considered academic dishonesty.

It is crucial, therefore, to thoroughly understand the guidelines concerning collaboration before
participating in any group-oriented tasks. Every student must submit a group work form (Appendix 13),
which accounts for 30% of the overall group work mark. Additionally, the word count should be increased
to 250 words per student.

8.8 Procedures for Addressing Malpractice and Maladministration

If MLI’'s management, tutors, or any other staff member receives a report of potential malpractice or
maladministration, the following procedures will be enacted:

1. The individual in question is required to submit a brief written report, along with any potential
evidence that the tutor, learner, or Internal Quality Verifier (IQV) might possess.

2. In conjunction with the Academic Support Department, the MLI Principal will review each case
individually to determine if the learner should be allowed to resubmit their work.

3. Pending the resolution of the issue, any certificates will be withheld.

4. Ininstances where clear evidence is lacking, the MLI Principal may call for a more comprehensive
investigation and will act according to the findings and recommendations of that investigation.

5. The MLI Principal or MLI Quality Assurance Committee may enlist an external expert to examine
such instances or refer such instance to the MLI Council for further action.

6. MLI, following an MLI Council decision, retains the right to withhold certificates, report such
behaviour to awarding bodies (if the case involves qualifications accredited by other bodies), and
suspend the learner based on the case’s gravity and the investigation’s outcome.

7. The accused learner or other individual should be granted the right to defend against the
allegations and present any evidence they may have to counter these claims.

8. Any potential allegations of malpractice should be immediately communicated to the learner or
other concerned individual.

9. Should a malpractice case be substantiated, the MLI Principal reserves the right to request the
removal of the involved learner, tutor, assessor, or Internal Quality Verifier (IQV) on
recommendation of the QA Committee. The implicated party will be notified in writing of this
decision and will have 15 working days to appeal and to bring trusted individuals to aid in their
defence. The procedure for filing an appeal will be outlined to them at that time.
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9. Safeguarding and Protecting Policies and Procedures
This section of the Quality Assurance (QA) Manual shall explain the fundamental principle and policy
overview of safeguarding the integrity and effectiveness of policies and procedures at the Malta
Leadership Institute (MLI). This policy ensures that all organisational practices adhere to legal, ethical, and
quality standards.

9.1. The Fundamental Principle of the Policy

MLI is committed to safeguarding the integrity of its policies and procedures to ensure they are effective,
transparent, and serve the best interests of all stakeholders. This includes maintaining compliance with
relevant laws, regulations, and best practices.

9.2. Policy Overview

9.2.1. Policy Purpose
The purpose of this policy is to provide a clear framework for the development, implementation, and
monitoring of policies and procedures within MLI. The key aims include:
e Ensuring that all policies and procedures are developed with integrity and adhere to legal and
ethical standards.
e Providing guidance on the proper implementation and enforcement of policies.
e Establishing a mechanism for ongoing evaluation and improvement of policies and procedures.

9.2.2. Policy Scope
This policy applies to all policies and procedures developed and implemented by MLI. It covers all aspects

of organisational operations.

9.2.3. Policy Key Principles

1. Integrity: All policies and procedures must be created with integrity and in alignment with MLI’s
mission and values.

2. Transparency: MLl is committed to transparency in its policy-making process, ensuring
stakeholders are informed and involved where appropriate.

3. Accountability: Clear roles and responsibilities will be established for the implementation and
oversight of all policies and procedures.

4. Compliance: All policies must comply with relevant laws, regulations, and best practices in
education and governance.

5. Continuous Improvement: MLI will regularly review and update its policies and procedures based
on feedback, monitoring results, and changing regulations.

9.2.4. Policy Review and Updates

This policy will be reviewed annually by the Academic Support Department to ensure it remains effective
and relevant. Reviews may be prompted by changes in legislation, feedback from stakeholders, or
significant incidents affecting policies and procedures. Updates will be communicated to all staff, ensuring

ongoing compliance and understanding of safeguarding practices related to policies and procedures.
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9.3.

Safeguarding Procedures

MLI is committed to safeguarding all learners and staff by:

1.
2.
3.

Creating and maintaining a safe learning environment.
Identifying concerns as they arise.
Taking appropriate action to address these concerns.

These aims will be achieved through:

1.

Prevention: By providing a safe learning environment where learners and tutors/assessors can
communicate their concerns to the MLI staff and the School Principal, we continually reinforce our
commitment to learner protection. Both learners and tutors/assessors are required to adhere to
the Code of Conduct established in this QA Manual.

Protection: Regular training and updates ensure all learners and staff are well-informed and
equipped to identify and respond appropriately and sensitively to safeguarding and protection
issues.

Support: Necessary services such as counselling and coaching will be offered to learners and staff
to ensure compliance with these policies.

At MLI, an environment is fostered where everyone feels valued, safe, and respected, and where individuals

are encouraged to voice their concerns, knowing they will be heard. All staff members are required to

understand and follow the relevant procedures when aware of a safeguarding or protection concern.

Similarly, learners are informed that there are staff members available to approach if they have any issues

or concerns. It is expected that both learners and staff maintain mutual respect and tolerance for

differences in age, gender, sex, religion, disability, culture, and social background.

In addition, MLI adopts a rigorous and consistent approach to addressing all forms of bullying, including but

not limited to physical, verbal, sexual, and cyber/internet bullying.

The following principles are upheld:

MLI staff and learners acknowledge and adhere to these principles.

Everyone is aware of the strategies available for their protection and understands the importance
of protecting others.

All learners and staff are cognisant of the threat of radicalisation and are equipped with the
knowledge and skills to challenge extremist opinions.

9.3.1. Learner Support Procedures

1.

MLI promotes a supportive atmosphere where learners can comfortably share their feelings of
being at risk or in danger.

The institution emphasises the importance of addressing issues early and providing any additional
support that learners may need.

Sometimes, staff members might notice issues or situations that learners do not openly disclose.
In these cases, staff are instructed to report their observations to the School Principal, providing as
much detail as they can about the situation.

Upon receiving a referral related to safeguarding concerns (including issues like radicalisation), the
MLI Principal will engage in further discussions with both the referring staff member and the
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affected learner. This process aims to ensure that appropriate support is provided, potentially
involving relevant authorities if necessary.

9.4. Reporting Mechanisms

MLI encourages all learners and staff to report any allegations of abuse or breaches of the code of conduct
to the MLI Principal. Each case is thoroughly investigated individually, following the guidelines established
in the complaints and appeals policy.

9.5. Standard of Policy and Procedures

The QA Manual and any other procedure must satisfy the requirements of MFHEA for all accredited and
non-accredited qualifications, whether home-grown or otherwise. All policies and procedures shall be
updated according to the communication received from MFHEA from time to time.

10. Review of the QA Manual

1. The review of the Quality Assurance (QA) Manual will be conducted regularly, primarily annually, by
the Academic Support Department in collaboration with the MLI School Principal and the Heads of
Schools and the related committees.

2. Following updating, the Academic Support Manager will present the updates to the MLI Council for
approval.

3. MFHEA will be informed of any updates accordingly.
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Appendix 1: Glossary

Academic Staff

Academic Staff refers to Lecturers, Tutors, Researchers, Internal Quality
Verifiers, External Quality Verifies and any other person that might be
involved in Academic Affairs.

Assessment

Assessment is an integral part of the learning process, requiring students to
demonstrate their understanding and application of the course material in
various formats. These may range from examinations and assignments to
collaborative group projects. As an assessor, the educator verifies the
learner’s comprehension and practical application of the knowledge
acquired from the course. The assessment methods are not uniform; they
may vary based on the course level, subject matter, and the accreditation
standards of the qualification.

Assessor

An assessor is an individual appointed to review a learner’s work. This
person could be a tutor, lecturer, external examiner, or another qualified
individual appointed by the MLI. The assessor’s responsibilities include
grading assignments, evaluating simulations, conducting tests, or employing
other forms of assessment, all based on the pre-determined competencies
of the particular qualification. Assessors are expected to uphold the highest
standards of integrity and fairness in their interactions with all students.

Confidentiality &
Anonymity

The institute is committed to preserving the confidentiality and security of
all written and non-written information by current and future EU Directives
(GDPR) and Maltese Laws. This is done to safeguard the personal data of
individuals and commercial interests. Exceptions are only made when
authorised by the data subject or in compliance with Maltese Laws.
Furthermore, the anonymity of research participants is stringently
protected at all times.

Data Protection

The institute ensures that all learner documents are stored safely and
securely. In addition, the identities of students attending courses are
protected by the EU GDPR Directive and the Data Protection Law (Cap 586).
Disclosure of student data is strictly controlled and is only permitted upon
authorisation by the data subject or when mandated by law.

Equality & Equity

The institute is dedicated to fostering an environment of equality where all
learners are offered equal opportunities to thrive in their studies.
Nonetheless, special attention may be granted to learners who face unique
challenges, such as language barriers, psychological conditions, personal
difficulties, or other diverse needs. The goal of providing extra support is to
facilitate their academic success and enrich their overall learning
experience.

Fairness

Assignments submitted by students are evaluated fairly and equitably,
adhering to standardised assessment procedures. This ensures that the
judgement of the assessor or quality verifier is free from bias,
discrimination, or favouritism. Furthermore, the institute is committed to
treating all students equitably and fairly.

Internal Quality Verifier
(lQv):

The individuals involved in the Internal Quality Assurance (IQA) process are
skilled and competent. They possess the requisite knowledge and skills to
oversee and execute the IQA process. As an Internal Quality Verifier (IQV),
their role is to independently track and verify a student’s entire journey
within the institute, starting from the application stage and culminating in
the qualification awarding (Appendix 1). This role necessitates ensuring that
all standards and processes are consistently adhered to by the established
standard procedures
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LCTS: Leadership
Consultancy and Training
Services Ltd

The Malta Leadership Institute operates under the auspices of its parent
organisation, Leadership Consultancy and Training Services Ltd. This
company is officially registered with the number C92582.

Lecturer A Lecturer/Trainer is an individual who specialises in a specific field of study
and provides learning sessions for students. Their role involves facilitating
the acquisition and imparting knowledge and skills to the students.

Malta Leadership | Malta Leadership Institute is the business or trading name utilised for a

Institute Leadership Consultancy and Training Services Ltd (LCTS Ltd) operations

segment.

Online Privacy Disclaimer

Students are required to sign a disclaimer acknowledging that the institute
bears no liability for any damages incurred when using technological tools
during lectures or when recording lectures. Additionally, by signing,
students consent to use video and audio during these lessons as part of their
learning process.

Quality Assurance (QA):

The Quality Assurance (QA) process is a comprehensive procedure that
reviews the entire student journey, from application to the course
programme to certification. It verifies whether the student has met the
criteria to be awarded the qualification. The QA process also encompasses
various support processes within the institution to ensure that standards
are consistently met and maintained. As this is a continuous process,
corrective actions may be implemented to enhance the quality and
standards of Malta Leadership Institute (MLI) qualifications.

Tutors Tutors are qualified individuals in a specific field of study who guide students
during their dissertation, thesis, or other research endeavours.
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Appendix 2: Role of the Chair of the Quality Assurance Committee

The role of the Chairperson of the Quality Assurance Committee shall be:

e Lead and Coordinate Meetings: Organize and preside over Quality Assurance Committee
meetings, ensuring effective discussion, decision-making, and documentation of outcomes.

e Monitor Compliance: Oversee the institution’s adherence to national and international
quality standards, accreditation requirements, and internal quality policies.

o Review and Endorse Reports: Review self-assessment reports, external audit findings, and
program evaluations, ensuring their accuracy and recommending improvements before
submission.

e Promote a Quality Culture: Encourage continuous quality improvement across academic
and administrative departments by promoting best practices and fostering a quality-focused
mindset.

e Advise MLI Council and Principal: Provide informed advice and recommendations to the
institution’s senior management on quality assurance strategies, risks, and opportunities for
enhancement.

e Coordinate External and Internal Reviews and Verifications: Manage the preparation for
external quality assurance audits, accreditations, and site visits, ensuring readiness and
effective follow-up on recommendations.
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Appendix 3: Role of Academic Manager (in relation to Quality Assurance)

The A

cademic Manager plays a vital role in overseeing the educational standards and operational

effectiveness of the Malta Leadership Institute (MLI). This position is essential for ensuring that the
institution's academic programmes are delivered in alignment with established guidelines and regulations.

This includes several key responsibilities aimed at facilitating the smooth operation of internal quality

verification (IQV). These responsibilities are as follows:

10.

11.

12.

These

Be member of the Quality Assurance Committee and follow instructions provided by the Quality
Assurance Committee

Supplying Documentation: Providing the IQV with all necessary documentation for the verification
process.

Access to Learners’ Assessments: Ensuring the IQV has access to learners’ assessments for review.
Informing Tutors: Keeping tutors informed about the IQV process and organising meetings with the
Qv.

Publishing Marks: Publishing the marks after receiving evaluations from both the IQVs and the
lecturers.

Conducting Regular Training: Ensuring that all staff involved in the verification process are trained
and familiar with IQV protocols and expectations.

Maintaining Communication: Establishing clear lines of communication between the 1QV, lecturers,
and learners to ensure everyone is informed and engaged throughout the process.

Facilitating Feedback: Collecting and relaying feedback from the IQV to lecturers and management
to foster continuous improvement in the quality verification process.

Monitoring Compliance: Ensuring adherence to all relevant regulations and standards related to
quality assurance and internal verification.

Documenting Procedures: Keeping accurate records of all IQV activities, including meetings,
decisions made, and any changes implemented as a result of the verification process.

Evaluating IQV Effectiveness: Regularly reviewing the effectiveness of the IQV process and making
recommendations for improvements as needed.

Supporting Action Plans: Assisting in the development and implementation of action plans based
on 1QV findings to address any identified issues.

duties are essential for creating a conducive environment for the IQVs to effectively and efficiently

carry out their tasks.
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Appendix 4: Role of Internal Quality Verifier (IQV) and External Quality Verifiers
(EQV)

Internal and External Quality Verifiers (1QVs/EQVs/EQVs) play a vital role in ensuring the integrity and

consistency of assessment procedures within the Malta Leadership Institute (MLI). Their primary focus is to

monitor assessor activities and maintain compliance with established assessment processes, guidelines,

and practices. By promoting fairness and equality in assessment decisions, 1QVs/EQVs contribute to the

overall quality assurance framework of the institute.

The key responsibilities of IQVs/EQVs include:

1.

Adherence to Assessment Guidance: IQVs/EQVs ensure that assessors follow the relevant
assessment guidance to maintain quality and consistency in the evaluation process.

Interpretive Support: They provide assessors with interpretive support to facilitate the correct and
consistent application of assessment standards.

Regular Sampling of Assessment Activities: 1QVs/EQVs conduct regular sampling of assessment
methods and records, ensuring that decisions made by assessors are consistent and reliable.
Constructive Feedback: They offer constructive feedback to assessors regarding their assessment
decisions, helping to improve overall assessment quality.

Highlighting Good Practices: 1QVs/EQVs actively promote and highlight good practices in
assessment, fostering a culture of excellence within the institute.

Upholding Equal Opportunities: They are committed to upholding equal opportunities and ensuring
that anti-discriminatory practices are followed throughout the assessment process.

Collaboration with the Academic Manager: 1QVs/EQVs collaborate with the Academic Manager to
fulfill the requirements of the quality assurance process, enhancing communication and
coordination.

Documentation Compliance: They ensure that all relevant documents are completed according to
established procedures, maintaining thorough records for accountability.

Professional Development: 1QVs/EQVs are required to attend meetings conducted with the
Academic Manager and participate in training sessions provided by the institute.

Through these responsibilities, IQVs/EQVs significantly contribute to the quality assurance framework at

MLI,

ensuring that assessments are conducted fairly, consistently, and in alignment with established

standards.
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Appendix 5: Tutor Observation Feedback Form

Tutor Observation Feedback Form

Observer Name: [Your Name]

Date of Observation: [Date of Observation]

Course Title: [Course Title]

Tutor’s Name: [Tutor’s Name]

Location/Platform: [Physical location or online platform used for the course]
Duration of Observation: [Start-Time] [End Time]

Number of Students [Number of Students]

Present:

Please rate the tutor’s performance on the following aspects using the scale provided. Check the appropriate
boxes or fill in the ratings, comments, and recommendations.

Poor Fair Good Excellent

1. Communication Skills
Clarity of Instructions
Engagement with Students
Use of Visual Aids (if applicable)
Ability to Answer Questions
2. Classroom Management
Maintaining a Positive Learning Environment
Handling Disruptions or Issues
Pacing of the Session
TooSlow[ ] Appropriate[ ] TooFast [ ]
3. Content Delivery
Knowledge of the Subject Matter
Organisation of Material
Use of Real Life Examples (if applicable)
4. Interaction with Students
Encourage Student Participation
Active Listening
Providing Constructive Feedback
5. Adaptability
Adjusting to Students’ Needs
Handling Technical Issues
6. Overall Impression
Overall Performance
Areas of Strength

Areas Needing Improvement [Specify]

Observer’s Signature:
[Your Signature]

Tutor’s Acknowledgment:

| have reviewed the feedback provided and acknowledge the areas that require improvement. | am committed to
enhancing my performance in these areas.
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Appendix 6: Feedback Links

Module Feedback Survey (Students):

Name of Course:

Google Form Link:

Bachelor of Arts in Business Leadership (BBL)

https://forms.gle/1zmiwnF5yzAW8VQW9

Master of Business Administration (MBA)

https://forms.gle/cbRojxeEh41jQM9C6

Bachelor of Education in Early Years (BEY)

https://forms.gle/DnAz4NBxSCTyeVhz7

Award in Facilitating and Adapting Education for Students with Diverse Needs (10-week course) (AED)

https://forms.gle/JSGTDijhTVclpcg59

Undergraduate Certificate in Facilitating and Adapting Education for Students with Diverse Needs (20-week
course) (CED)

https://forms.gle/cFVM42dGsQkH8rQz9

Undergraduate Diploma in Facilitating and Adapting Education for Students with Diverse Needs (30-week course)
(DED)

https://forms.gle/qd3bHUSztyzg)sx87

Top-up Bachelor in Education (Hons) (Facilitating and Adapting Education Needs for Students with Diverse Needs)
(BED)

https://forms.gle/WRoLQRBig77zNZMu7

Master of Education in Inclusive Education (MED)

https://forms.gle/PEUDtWgHNn4GRzBM7

Master of Science in Nursing (MSN)

https://forms.gle/zcQYaG4GoYHQLs278

Master of Science in Applied Nutrition and Dietetics (MND)

https://forms.gle/mRi6LXTsnMyta4RDS8

Certificate in Care for the Elderly Person (HSC)

https://forms.gle/njGsWpp4JF8Xcbig9

Lecturers' Feedback Form

https://forms.gle/vM4Ti5vJ7QE9Wng2A

External Stakeholder Feedback Questionnaire

https://form.jotform.com/250062157450347

MLI Mid-Course Feedback Survey

https://forms.gle/A3M92GUdXc7N6NR|6

MLI-End-of-Course Feedback Survey

https://forms.gle/Yt4arH6eaN1JjZz57
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https://forms.gle/1zmiwnF5yzAW8VQW9
https://forms.gle/cbRojxeEh41jQM9C6
https://forms.gle/DnAz4NBxSCTyeVhz7
https://forms.gle/JSGTDijhTVc1pcg59
https://forms.gle/cFVM42dGsQkH8rQz9
https://forms.gle/qd3bHUSztyzqJsx87
https://forms.gle/WRoLQRBig77zNZMu7
https://forms.gle/PEUDtWgHNn4GRzBM7
https://forms.gle/zcQYaG4GoYHQLs278
https://forms.gle/mRi6LXTsnMyta4RD8
https://forms.gle/njGsWpp4JF8Xcbiq9
https://forms.gle/vM4Ti5vJ7QE9Wnq2A
https://form.jotform.com/250062157450347
https://forms.gle/A3M92GUdXc7N6NRj6
https://forms.gle/Yt4arH6eaN1JjZz57

Appendix 7: Assessment Verification Report Template

Assessment Title Verification Report Template:

Date:
Course:

Assessment title verified by:

Module Code:

Module Name:

Tutor:

Assessment Guidelines:

Learning Outcomes:
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Assessment Question/s:

Feedback to be given to the tutor:

Other comments:
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Appendix 8: QA Overall Report Template

QA Review Report: [Name of Programme] Date: [date]

Overall Report

Overall Comments on Process

(sample taken, number modules and assignments reviewed, whether all different lecturers were covered, difficulties found
during the process of sampling and viewing of assignments, and overall recommendations)

Overall Comments on Lecturers

(this part should provide overall comments on presentation of module, uploading of resources according to procedures,
placing of resources in the right place, assignments created in the right place, marking and comments on the marking
accordingly, and overall recommendations)

Overall Comments on Resources

(type of resources provided to the students, where they are accessible and legible, presentation of resources, whether
content covers LOs of course, whether resources are adequate to the modules provided and overall recommendations)

Overall Comments on Assignments Provided

(type of assignments provided to the students, where they are accessible and legible, presentation of resources, whether
resources are adequate to the modules provided, whether assignments/mcqs covers LOs of course, and overall
recommendations)

Overall Comments on Corrections and Feedback

(Overall comments corrections, on comments of corrections, whether marking has normal distribution, whether markings
were fair according to the LOs and overall recommendations)

Overall Recommendations/ Concerns

Date of Review (From to)

Module Cohort Sample of | Comments on Lecturers | Comments on Comments on Comments on Corrections | Internal
Code and | Date of Students Resources Assighments Provided and Feedback Verifier
Name Review
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Appendix 9: Student Interview Questions

Learner Name

Date of Interview

Interview Questions:

1. Which course where you enrolled into?

2. How was the overall experience?

3. Who was the best lecturer, and why?

4. Which lecturer did not meet the expected standard, and why?

5. How do you rate our lecturers on a scale of 1 to 10?

6. How do you rate our administrative team?

7. How do you rate MLI services on a scale of 1 to 10?

8. Do you feel you received the necessary support to complete the required assessments?

9. Do you believe this qualification will benefit you in the future?

10. Have you received guidance on your potential progression after completing this
qualification?

11. How can we improve?

12. Would you consider continuing your studies at MLI? If yes, why? If not, why not?
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Appendix 10: Plagiarism Warning Letter

WARNING LETTER:
PLAGIARISM

4/27/2025
Cc:

Dear ,

(MLI No:..)

Kindly be informed that due to plagiarism detected for Module X , the MLI board is
issuing a WARNING under your name.

Kindly be informed that this warning letter along with the plagiarism report from
Turnitin shall be kept in your student file for future reference. If plagiarism is
detected in any future tasks (whatever the type: exam/assignment) for any module,
your task will be considered immediately invalid and consequences shall follow.

Here at MLI, we take plagiarism seriously. It is an illegal act.

Regards,

gf
Jesmond Friggieri MSc (Psychotherapy & Counseling (East London), MBA (Leicester) ' K» .‘f_ ey
Principal \ i

Malta Leadership Institute
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