QUALITY ASSURANCE POLICY

o.. [ The Malta Foundation
.." for the Wellbeing of Society




The Malta Foundation for the Wellbeing of Society

Contents

R [ oY o Yo [ Tt f o o TR

2

3

N T a1 T o] =TSO OO O TSP SPP

5. QUAIitY ASSUIANCE PrOCESSES ..cecuevevierirriieireeeeteetestesae e essestesassessssesestestessessssssssssassessesansassensansens
5.1 The Internal Quality ASSUranCe SYSTEM ....c.cccciieiiie ettt st e r bt ea s

5.1.1 Organisational Structure and responsibilities ..........cccuveveeiiieve e
5.1.2 GrIBVANCES ..ottt sttt ettt ettt e et st st sae et et e b e ss e es e ses e st ste st sueeutene et essaesbensennenn
LT R o= To =T o o 1Tl o =Y =T [ o OO O SRRSO
5.1.4 INStItULIONAl PrODITY ..ocveeeeeieeeeet ettt s st e b bt et e e eee
5.1.5 Programme DesSigN aNd REVIEW .....ccceeeueieriiiiriireee sttt estese s s st st e e e s aesee s
5.1.6 Teaching and LEAINING ....ccceecieeie ettt sttt see st e aer et st ee e ese st steseeses s sasansans
5.1.7 ASSESSIMENT ..ttt ettt s st et et ee b e a e e e e e sae e et er et e b e s
5.1.8 ACAdEMIC INTEZIILY cviviiviiieesie ettt et st e e e s b et et e s sae st s e e sassasseraeanes
5.1.9 STUENT AAMISSION ...veviriieeieietieece st ste sttt s es et sse st e tesesesesssseseseeessanestesessesesessenens
LT 00 017 Y =T g T F=1 o T OO TSRO
5.1.11 Student CertifiCation ...ttt st et s
5.1.12 Academic SLAff .ottt et st st s eae s
5.1.13 Learning Resources and Student SUPPOIt ..ottt enerens
5.1.14 Information ManagemeENt .......cceeeveiieieinire ettt er s et se s e ere st s see e e senaerens
5.1.14 PUDIIC INFOrMALtiON ...ooieiiceiceieiccec ettt ettt sttt sttt s es st ene s sen et anesbeseneas
5.1.15 INTEINAI REVIEW ettt ettt st et st st e es e sse s et e sbe e s sesenssesenasens
5.2 The External Quality ASSUFaNCe SYSLEM ..c.ooeiueieieiireieceee e sttt ste st s se e esbenaens

6 Roles and RESPONSIDIIILIES .....cccivireiriieiie et et se et s st s bt seens
L3 R o T 1T =1 Yo [OOSR SRR
6.2 Senior Administrator - Projects Co-0rdinator .......ccccueceieinirecieceee e eraes e s sre e
6.3 Office Manager FINANCE aNd HR ..ottt ettt st st e b s s
6.4 CommunNications CO-0rdiNATON ......cceveieiiriere e e e e e e e e
6.5 Administrator — FINANCe and HR ..ottt e e e e s
6.6 AdMInistrator — Project ASSISTANT .....ccveueiiiceiie sttt st e e e s e s e s e e es
6.7 Private Secretary t0 the Chail ...ttt ee e te st st s see e e bennens
6.8 LECLUIEIS ettt ettt et s et st e e st e e e s e s e e et et ere seeses s e e nenene
5.9 STUABNTS ettt ettt sttt s et e s et st e bbb st e e r et e r e b en e

T DOCUMEBNTS coiiiciiieiciieeiee ettt eeettee et ee e et te s eseseae s eebeaessesassaessssaesensssbaesesessseesrsnseseesessaresessnsnsenseesensens

Quality Assurance Policy [V 1] 2

0O N NOO UL LBl WwWwWwWw W w

N NN NNRRRRR R
P NP O O 0 00 0 oy 1 » O

W W N N N N N NN NN NN
m O 00 W 00 o Uu o W W W



The Malta Foundation for the Wellbeing of Society

1. Introduction

The Malta Foundation for the Wellbeing of Society is committed to providing high-quality
services and programmes that contribute to the wellbeing and development of society. This
Quality Assurance Policy outlines our commitment to maintaining and enhancing the quality
of our operations in line with the Maltese National Quality Assurance Framework for Further
and Higher Education (2015) and the Standards and Guidelines for Quality Assurance in the
European Higher Education Area (2015).

2. Scope

This policy applies to all activities and services provided by the Malta Foundation for the
Wellbeing of Society, including but not limited to educational programmes, research projects,
and community initiatives.

3. Objectives

The key objectives of our Quality Assurance Policy are:

To ensure the delivery of services and programs that meet or exceed the established
standards of quality.

To foster a culture of quality, continuous improvement and innovation.

To promote transparency, accountability, and integrity in all aspects of our operations.
To provide a safe and conducive environment for learning, research, and engagement;
To align our quality assurance practices with the national and European quality
assurance frameworks.

4. Principles

The quality assurance practices of the Malta Foundation for the Wellbeing of Society are
guided by the following principles:

We are committed to promote and implement quality assurance processes and foster
a culture of quality.

We strive for continuous improvement in all aspects of our operations, including
teaching and learning, research, and community engagement.

We actively collaborate with internal and external stakeholders to foster a culture of
shared responsibility and collective engagement in quality assurance.

Our decisions and actions are informed by reliable and valid data and evidence.
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» We provide opportunities for professional development and support the ongoing
growth of the staff members.

» We comply with relevant legal and regulatory requirements, as well as with the
national and European quality assurance frameworks.

5. Quality Assurance Processes

5.1 The Internal Quality Assurance (IQA) System

The Malta Foundation for the Wellbeing of Society recognises the importance of maintaining
a robust internal quality assurance system to monitor and evaluate the effectiveness of its
operations. The internal quality assurance system ensures that the Foundation consistently
delivers high-quality services and programmes that align with established standards and best
practices. This system is designed to promote a culture of continuous improvement and
accountability within the Foundation.

The IQA system of the Foundation is underpinned by the eleven standards for quality
assurance. These standards are part of the National Quality Assurance Framework for Further
and Higher Education (2015) which was built upon the Standards and Guidelines for Quality
Assurance in the European Higher Education Area (ESG, 2015). The Foundation is also

committed to making its Quality Assurance Policy and relevant procedures publicly available
to ensure transparency and accountability.

The following components comprise our IQA system:

5.1.1 Organisational Structure

Chairperson and
‘ Board of Administrators

s t Projects Manager

Private Secretary
to the Chair

s e ([

Projects Administrator

e — Volunteers & Students
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The Foundation has established a robust organisational structure for quality assurance, with
clearly defined roles and responsibilities. For detailed information on the various roles and
responsibilities of the persons within the governance structure, please refer to Article 6 of
this policy.

The Quality Assurance Committee, comprising representatives from various stakeholders,
oversees the implementation and effectiveness of the internal quality assurance system. The
committee is responsible for developing quality assurance policies and procedures,
coordinating internal quality reviews, and facilitating continuous improvement initiatives.

5.1.2 Grievances

The Foundation is committed to fostering a supportive and respectful environment for all
students and staff. To uphold this commitment, the Foundation has established a
comprehensive procedure to address grievances effectively and fairly. This ensures that
individuals have a clear process for reporting grievances and seeking resolution in a timely
and confidential manner. Under this procedure, grievances are thoroughly reviewed and
investigated, with decisions communicated transparently to all parties involved. The
Foundation also provides avenues for appeals, ensuring that individuals have the opportunity
to seek further review if they are dissatisfied with the initial outcome. By following this
procedure, the Foundation endeavours to promote accountability, transparency, and the
well-being of its students and staff:

Staff or students who have a grievance or complaint should first attempt to resolve
the issue informally, if possible, by directly communicating with the person involved.
If the grievance cannot be resolved informally, the individual may submit a formal
written grievance to the Office Manager Human Resources and Finance.

The formal grievance should be submitted in writing and include details such as the
nature of the grievance, relevant dates, individuals involved, and any supporting
documentation or evidence. The grievance should be submitted within ten working
days.

Upon receiving the formal grievance, the Office Manager Human Resources and
Finance reviews the complaint impartially and objectively. The review process may
involve gathering additional information and conducting interviews with relevant
parties.

If necessary, an investigation may be conducted to gather additional evidence and
information related to the grievance. The investigation is conducted in a fair and
transparent manner, prioritising the confidentiality and privacy of all parties involved.
After completing the review and investigation, the Office Manager Human Resources
and Finance makes a decision on the grievance. The decision may include
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recommendations for corrective actions, disciplinary measures, or other resolutions
to address the grievance and prevent similar issues in the future.

The decision on the grievance is communicated within five working days to the parties
involved in writing. The communication should include clear explanations of the
decision and any recommended actions or next steps.

Individuals who are dissatisfied with the decision on their grievance may have the right
to appeal the decision.

5.1.3 Academic Freedom

The Foundation is dedicated to fostering academic freedom through several measures. An
environment that encourages open inquiry and debate is promoted via regular seminars,
workshops and discussion forums, enabling researchers to freely explore and share diverse
ideas. Additionally, the Foundation continuously reviews its commitment to academic
freedom through annual reports and other statements, ensuring a robust, independent, and
dynamic academic environment.

5.1.4 Institutional Probity

The Foundation implements a strong governance structure which establish clear lines of
authority, accountability, and decision-making processes. It develops and enforces codes of
conduct for all members of the Foundation , including staff, and students. The Foundation
also fosters a culture of ethics and integrity by promoting ethical behaviour and values
throughout the institution. We encourage open dialogue about ethical issues and provide
training and resources to enhance ethical decision-making skills.

Furthermore, the Foundation implements robust financial management systems, including
regular audits and internal controls. The Foundation ensures that financial transactions are
transparent, and resources are allocated efficiently and effectively.

The legal representative of the Foundation resides in Malta and fulfils the below minimum
gualifications and experience relevant to the position.

Minimum Qualifications and Experience

In possession of a recognised Bachelor’s degree at MQF Level 6 (subject to a minimum
of 180 ECTS/ECVET credits, or equivalent), AND

In possession of a recognised Master’s degree at MQF Level 7 (subject to a minimum
of 60 ECTS/ECVET credits, or equivalent), plus three years work experience in a
management position or equivalent.
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Qualifications at a level higher than that specified above will be accepted for eligibility
purposes.

Selection Process of the Chairperson of the Foundation

The following process enables the Foundation to appoint a capable and visionary leader who
can effectively lead the organisation towards achieving its mission and goals:

The Board of Administrators of the Foundation invites nominations for the
Chairperson position from among its members or eligible external candidates as per
the Foundation's governing documents.

A formal resolution is drafted and adopted by the Board, specifying the appointment
of the selected candidate as the Chairperson.

Board members vote on the resolution to appoint the Chairperson. A majority vote of
the board members present at the meeting is required for the resolution to be
adopted.

Upon adoption of the resolution, the selected candidate is officially appointed as the
Chairperson of the Foundation. The Board notifies the appointee and may issue a
formal letter outlining their roles, responsibilities, and term of office.

The newly appointed Chairperson transitions into the role, either immediately or
through an orientation process facilitated by the Board. Outgoing leadership may
provide support during the transition period.

The Board maintains detailed records of the appointment process, including the
resolution, minutes of the board meeting, and any other relevant documentation.
The Board communicates the appointment of the chairperson to internal and external
stakeholders, ensuring transparency and acknowledgment of the new leadership.
The Board periodically evaluates the chairperson's performance and provides support
as needed to enable effective leadership and achievement of the Foundation's goals.

Employees in management positions have the necessary qualifications and experience. The
Public Services Management Code's (PSMC) Manual on Resourcing Policies and Procedures

provides guidance for all management and administrative decisions.

5.1.5 Programme Design and Review

All programmes offered by the Foundation, which are accredited by the Malta Further and
Higher Education Authority (MFHEA), are in line with the Malta Qualifications Framework
(MQF) and the Malta Referencing Report (2024). We have established processes for the
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design and review of our programmes to ensure they meet the required standards and reflect
the latest developments in the respective fields.

The Foundation develops its programmes as a result of ongoing meetings which are minuted
and discussions with subject matter experts, practitioners, and external stakeholders which
includes current students and alumni in both the curriculum development and review
processes. This approach ensures relevance and currency while also considering written and
oral feedback from both children, parents and other stakeholders for continuous
improvement.

The below procedure fulfils the indicators of the Design, monitoring and review of
programmes identified in the External Quality Assurance Provider Accreditation Manual For
Higher Education Institutions (2024).

Programme Development Procedure
The following procedure is adopted when developing a programme:

Following an informal training needs analysis and project-based research conducted
in collaboration with various internal and external stakeholders to identify the training
needs of all strata of society, the Foundation develops a programme outline tailored
to the identified needs.

Programme developers with expertise in the area are identified through an expression
of interest.

After, guidance is provided to the developers on how to develop a programme which
includes information on how to create modules based on measurable learning
outcomes (knowledge, skills, and competencies) that align with appropriate teaching,
learning and assessment methods. Developers are also provided with guidance on
how to fill in the MFHEA application form.

The developers are normally given a timeframe to develop the module.

When the module is submitted, it is reviewed by the Foundation so that it is ensured
that the learning outcomes, mode of teaching and assessment are congruent with the
MQF Level.

The programme is then submitted to MFHEA for accreditation.

After receiving the initial evaluation from MFHEA, the Foundation requests
amendments from the developer. Once these amendments are completed, the
programme is resubmitted to MFHEA. This cycle may repeat as per MFHEA
procedures.

Upon conclusion of the accreditation process, the programme developers are
informed of the outcome.
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Programme Review Procedure
The following procedure is adopted when reviewing a programme:

The Foundation establishes an ad hoc Programme Review Board tasked with
conducting a comprehensive evaluation of programmes.

This evaluation encompasses an assessment of sectorial needs, programme
objectives, outcomes, teaching methods, learning activities, and assessment
practices.

Additionally, lecturer and student feedback, student intake data, and input from
relevant stakeholders are considered.

Following this evaluation, meetings are arranged with lecturers and/or external
stakeholders to collaboratively review findings and recommendations.

Through a participatory approach, the panel identifies points of action to address
areas forimprovement and ensure alignment with stakeholder needs and educational
sector objectives.

Subsequently, the Foundation oversees the implementation of re-design and
adjustments  necessary for programme enhancement, ensuring that
recommendations translate into tangible outcomes and uphold the programme's
validity and relevance.

5.1.6 Teaching and Learning

We emphasise the importance of effective teaching and learning practices to ensure a high-
quality learning experience for our students. We employ qualified and experienced lecturers
who possess the necessary subject knowledge and pedagogical skills. We provide regular
professional development opportunities for our teaching staff to enhance their instructional
methods and promote student engagement. The Foundation also encourages the use of
innovative teaching approaches and technologies to support effective learning outcomes
which are highlighted below. These methods are combined and adapted based on the subject,
learning objectives, and the needs of the students.

The Foundation strongly believes that effective teaching involves employing a mix of methods
to cater to diverse learning styles and promote active engagement in the learning process:

Personalised Learning - The Foundation offers tailored instruction to individual
student needs and preferences which can enhance engagement and learning
outcomes. Adaptive learning technologies, formative assessments, and personalised
oral and written feedback help identify areas of improvement and provide targeted
support to students.
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Discussions — Discussions promote active student engagement and critical thinking.
Students participate in group discussions or debates to analyse and evaluate concepts,
theories, or case studies.

Problem-Based Learning (PBL) - PBL is a student-centred approach where students
work in small groups to solve real-world problems. Through this approach, the
Foundation encourages students to apply their knowledge, develop problem-solving
skills, and collaborate with peers.

Case Studies - Case studies are presented to students with real or hypothetical
scenarios related to their field of study. Students then analyse the situation, identify
problems, and propose solutions based on their knowledge and critical thinking
abilities.

Flipped Classroom - Students review lecture materials before coming to class.
Classroom time is then used for activities such as discussions, problem-solving, or
project work, allowing for more interactive and applied learning.

Collaborative Learning — This approach implemented by the Foundation involves
students working together in groups or pairs to achieve common learning goals. They
exchange ideas, share knowledge, and learn from each other's perspectives, fostering
teamwork and communication skills.

Inquiry-Based Learning - Students are encouraged to explore topics or research
guestions of their interest, developing critical thinking, problem-solving, and research
skills. They actively seek information, analyse data, and draw conclusions.
Experiential Learning - Experiential learning emphasises learning through direct
experience and reflection. Students are provided with the opportunity to participate
in fieldwork related to their course. By connecting theory with practical applications,
students develop critical thinking, problem-solving, and decision-making skills.
Simulations and Role-Play - Students following courses with the Foundation
participate in simulations and role-playing activities to recreate real-life situations,
allowing students to apply knowledge and skills in a simulated environment. This
method enhances practical understanding and decision-making abilities.

5.1.7 Assessment

The Foundation employs fair and valid assessment methods to evaluate student learning
outcomes and provide meaningful feedback. Our assessment practices are aligned with the
programme objectives and learning outcomes, and we ensure that they comply with relevant
academic standards. We utilise various assessment methods, such as examinations, projects,
presentations, portfolios, and practical assessments to capture diverse aspects of student
learning and competencies. The assessment brief together with the rubric are presented and
discussed with the students during the first lecture. Students are then given four weeks to
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submit their assessment and the lecturer is given another four weeks to correct the
assighment.

The Foundation promotes formative assessment which is fundamental because it fosters
feedback, self-reflection, active engagement, motivation, progress monitoring, individualised
instruction, and continuous improvement. Formative assessment empowers students
following courses with the Foundation to take charge of their learning, enables lecturers to
provide tailored support, and contributes to the overall success of the educational
experience. Indeed, our lectures are encouraged to provide timely and constructive feedback
to students, enabling them to understand their strengths and areas for improvement.

We have also established processes for the moderation and standardisation of assessments
to maintain consistency and fairness. We also engage students in the evaluation of teaching
and learning processes through feedback mechanisms, surveys, and focus groups.

Extenuating Circumstances

The Foundation recognises that students may encounter unforeseen challenges or
circumstances that impact their academic performance. To address such situations, the
Foundation implements the below procedures aimed at providing support and flexibility to
students facing difficult circumstances. Under the following procedures, students are
encouraged to confidentially disclose any extenuating circumstances that may affect their
ability to meet academic requirements or deadlines:

Students encountering extenuating circumstances affecting their academic
performance must email the Foundation, providing details of the circumstances,
supporting evidence, and the impact on their ability to study or complete
assessments.

The Foundation conducts a thorough review of the submitted information to evaluate
the validity and gravity of the extenuating circumstances presented.

Following the review, the Foundation offers a recommendation on the appropriate
action to address the extenuating circumstances. This recommendation is then sent
to the respective lecturer for consideration.

The lecturer carefully assesses the Foundation's recommendation, taking into account
its implications for the student's academic journey and achievements.

Subsequently, the student is notified of the decision regarding their extenuating
circumstances request. This communication includes specifics of any accommodations
or adjustments granted, alongside any associated requirements or conditions.

Upon approval of accommodations or adjustments, the Foundation ensures their
prompt implementation to assist the student in effectively managing their academic
workload and fulfilling their academic obligations.
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External verification of assignments

The Foundation maintains academic quality through its external verification procedure. This
involves reviews by external verifiers to ensure programmes meet standards and regulatory
requirements. Through the following external verification procedure, the Foundation
demonstrates its commitment to excellence and accountability in education:

The Foundation employs a blind marking system, involving both the lecturer and an
external verifier who is engaged through an expression of interest.

The external verifier assesses a sample of assignments, typically at least 10% or five
assignments, whichever is greater. Importantly, the lecturer's marks and feedback, as
well as those of the external verifier, remain concealed from each other during this
stage.

In cases where there are notable differences exceeding +/- 10% between the marks
awarded by the lecturer and the external verifier, the external verifier conducts a
comprehensive review of all the assignments.

Subsequently, the lecturer and external verifier convene to discuss any disparities in
their assessments and collaborate to reach a consensus on a final, unified mark for
each assignment.

Revision of Paper

Students following courses with the Foundation have also the possibility to ask for a revision
of paper by following the below procedure:

Within five days of receiving notification of an assessment outcome, a student wishing
to challenge the academic decision must arrange a meeting with the responsible
lecturer to address the matter satisfactorily and amicably.

Should the student remain dissatisfied after the meeting, they may request a paper
revision by emailing the Foundation at info@mfws.gov.mt within ten days, including
the request and relevant documentation.

The original grade assigned by the lecturer cannot be reduced if the paper revision
results in a lower grade. Final outcomes of the paper revision process are final, as it
involves blind marking by an independent external examiner.

Complaints

The Foundation is committed to transparency and accountability through the below
procedure. This process enables individuals to voice concerns confidentially and fairly. Upon
complaint receipt, the Foundation conducts a thorough investigation, involving relevant
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stakeholders as necessary. Prompt and effective resolution is pursued while upholding the
Foundation’s values of fairness and integrity. By offering a clear avenue for addressing
concerns, the Foundation fosters a supportive and respectful community environment:

Students wishing to lodge a complaint must email their complaint to the Foundation,
detailing the nature of the complaint, providing relevant evidence, and stating desired
outcomes.

The Foundation conducts an initial assessment of the complaint to determine its
validity and seriousness. This may entail gathering additional information or reviewing
supporting documentation.

Upon receipt of the complaint, the Foundation acknowledges it and informs the
complainant of the ensuing steps, including an estimated timeline for resolution.

An investigation into the complaint is initiated by the Foundation, which may involve
interviewing relevant parties, collecting evidence, and conducting fact-finding
inquiries to achieve a fair and impartial resolution promptly.

Throughout the investigation, the Foundation maintains open communication with
the complainant, offering regular updates on progress and any relevant
developments.

Following the investigation, the Foundation reaches a decision on the complaint
resolution, communicating it to the complainant in writing along with the rationale
behind the decision.

Should the complainant remain dissatisfied with the resolution, they have the right to
appeal. The Foundation provides an appeals process where the complainant can
request a review of the decision by an impartial panel or higher authority.

The final decision on the complaint, including any outcomes of the appeals process, is
conveyed to the complainant in writing.

Appeals

The Foundation implements the below procedure, allowing individuals to challenge decisions
they deem unjust. The Foundation conducts thorough and impartial reviews of appeals,
ensuring fairness and transparency in its decision-making processes:

If a student wishes to appeal a decision made by the Foundation, they must submit
their appeal in writing to the Appeals Committee within a specified timeframe.
Comprising impartial individuals with relevant expertise or experience, the Appeals
Committee ensures fairness in the appeal process. The appeal should provide clear
grounds and include any supporting evidence or documentation.
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Upon receiving the appeal, the Appeals Committee acknowledges it and informs the
appellant of the subsequent steps, including an estimated timeline for resolution.
The Appeals Committee conducts a comprehensive review of the appeal, analysing
the grounds, evidence, and relevant policies or regulations. In certain instances,
consultation with pertinent parties, such as lecturers or legal advisors, may be sought
to gather additional insights.

Depending on the appeal's nature and complexity, an appeals committee or panel may
convene to review it. If necessary, a hearing may be held to allow the appellant and
other relevant parties to present their case and provide further information or
clarification.

Following the review and any additional information gathered, the Appeals
Committee renders a decision on the appeal. This decision, along with its rationale, is
communicated to the appellant in writing.

If the appeal is upheld, the Foundation ensures the timely implementation of any
necessary actions or remedies, such as reinstating enrolment status or providing
redress.

The decision of the Appeals Committee marks the final outcome of the appeals
process within the Foundation. Further appeals may only be pursued through external
avenues as specified by relevant policies or regulations.

5.1.8 Academic Integrity

The Foundation believes that academic integrity is essential for maintaining the credibility and
quality of education that we offer. The Foundation:

Provides clear guidelines on academic integrity and explains the importance of honest
and ethical conduct in the learning process;

Creates an academic environment that values honesty, integrity, and originality. We
encourage staff, and students to uphold these values and actively promote ethical
behaviour through communication and leading by example;

Clearly articulates academic integrity policies and expectations in course syllabi and
assignment instructions. We specify guidelines for proper citation, collaboration, and
use of external sources. We ensure that students understand what constitutes
plagiarism and academic misconduct;

Offers guidance on research methodologies, critical thinking, and effective writing
techniques. We help students develop the skills necessary to engage with academic
material, synthesise information, and express their ideas in an ethical and original
manner;
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Provides access to citation management tools and plagiarism detection software,
Quetext, to help students learn and apply best practices. The Foundation advises that,
as a guideline, the similarity percentage should ideally not surpass 20%. Nonetheless,
any plagiarised content will be evaluated by the lecturer;

Designs assessments that require students to demonstrate understanding, analysis,
and application of knowledge, rather than relying solely on memorisation. As
indicated earlier, we use a mix of exams, essays, presentations, projects, and class
participation to assess different skills and reduce the opportunity for cheating.

Plagiarism Procedure

The subsequent plagiarism procedure ensures academic integrity and upholds standards of
originality in the submitted work:

The lecturers shall use their knowledge and academic judgement as experts in the
subject area to decide whether plagiarism has occurred.

If, after thorough evaluation, the lecturer deems that plagiarism has occurred, the
lecturer is asked to write a report indicating clearly which areas of the assignment has
been plagiarised. Using their academic expertise, the lecturer determines whether the
instances of plagiarism are deliberate or unintentional.

The report is subsequently submitted to the Foundation, where both the lecturer and
the Foundation collaboratively determine the appropriate sanction. The severity of
the case determines the range of sanctions, which may span from a warning to the
dismissal of the student from the course.

5.1.9 Student Admission

To be eligible for admission to a course at the Foundation, an applicant must satisfy both the
General Entry Requirements and the requirements for entry to the particular programme of
study. The minimum requirement for a student to be admitted for our programmes is
generally a relevant qualification at one MQF level lower than the MQF level of the course
they apply for. We also cater for mature students.
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The Admissions and Enrolment procedure

The following procedure outlines the steps for prospective students to apply and enrol in
programmes, ensuring a smooth transition into the Foundation’s educational community.

Prospective students initiate contact with the Foundation through various channels,
including visiting the website, attending informational sessions, or contacting us via
email or phone.

Representatives from the Foundation provide comprehensive information about the
courses available, admission requirements, and application deadlines, ensuring that
prospective students have all the necessary details to make informed decisions.
Upon deciding to apply, prospective students complete and submit the online
application form, providing personal information, academic history, and any required
supporting documents, which are sent via email. Application fees, if applicable, are
settled through bank transfer.

The manager overseeing admissions reviews all submitted applications and
supporting documents, ensuring adherence to minimum eligibility criteria and
programme requirements. If any documentation is missing or incomplete, applicants
are promptly notified and guided through the necessary steps to complete their
application.

Admission status updates are communicated to applicants via email, providing clarity
and transparency throughout the process. Upon acceptance, students receive a
formal admission letter detailing next steps, including enrolment deadlines and tuition
fee requirements.

To confirm their enrolment, accepted students express their intention via email and
fulfil any outstanding fee obligations by the specified deadline. Enrolled students
acknowledge and agree to abide by the regulations, policies, and procedures of the
Foundation, which may be updated periodically.

Enrolment grants students access resources, participation in lectures and other
educational activities, engagement in research opportunities, and eligibility for
academic recognition and awards upon programme completion.

Newly admitted students are welcomed into the Foundation through orientation visits
tailored to inform them about our institution, programmes, facilities, and support
services.

The manager overseeing admissions remains readily available to address inquiries and
provide ongoing support to enrolled students, ensuring a smooth transition and
facilitating engagement opportunities within the Foundation.

Regular communication ensures students stay informed about important deadlines
and opportunities for involvement and growth.
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5.1.10 Attendance

Students enrolled in Awards offered by the MFWS must maintain a minimum attendance of
80% throughout the course. However, for Awards up to and including 2 ECTS, full attendance
(100%) is mandatory. Failure to meet the required attendance threshold will result in the
student being ineligible to submit the assessment for that Award. Consequently, non-
compliance with this policy will lead to automatic failure of the module without the possibility
of resubmission. Students are responsible for ensuring their attendance meets the required
standard to successfully complete their studies.

5.1.11 Student certification

The Foundation ensures that all students receive an academic transcript and a certificate
upon successful completion of their course. Additionally, the Foundation has a streamlined
procedure for re-issuing certificates, subject to an administrative fee. These documents
comprehensively detail the MQF level, the amount of learning credit, the content of the
award, and reference the achieved learning outcomes, ensuring clarity and recognition of the
students' academic achievements.

5.1.12 Academic Staff

At the Foundation, our academic staff are experienced professionals dedicated to delivering
high-quality education and nurturing student growth through their expertise in diverse fields
of study. They are committed to fostering critical thinking and actively contribute to our
mission of excellence in teaching and research.

Recruitment Process

An expression of interest is disseminated through multiple channels, including the
Foundation’s website, professional networks, and social media platforms.
Prospective candidates are required to submit their applications, comprising a cover
letter, curriculum vitae (CV), and references.

The selection panel thoroughly assesses submitted applications to evaluate
candidates' qualifications, experience, and suitability for the position. Applications
meeting the minimum criteria are shortlisted for further consideration.

Shortlisted candidates are invited to participate in an interview, typically conducted in
person. The interview process may encompass teaching demonstrations, research
presentations, or other assessments of candidates' skills and expertise.

Following the interviews, application materials, and reference checks, the selection
panel identifies the most qualified candidate for the position.
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Upon selection, the newly appointed lecturer undergoes an onboarding process
designed to acquaint them with the Foundation’s policies, procedures, and
expectations. They receive comprehensive orientation and training on teaching
methodologies, curriculum requirements, and other pertinent aspects of their role.

Professional Development

The improvement of teaching and learning quality at the Foundation is largely dependent
on the professional development of academic staff. Lecturers are offered various
opportunities for professional development to ensure they possess the required
knowledge, skills, and proficiencies to provide excellent educational experiences. In
addition to this, we promote research and scholarship among lecturers to facilitate
evidence-based teaching, nurture an attitude of inquiry, advance disciplinary knowledge,
encourage interdisciplinary cooperation, enhance the Foundation's research abilities, and
serve as an inspiration and guide for students.

Lecture Observations

To enhance programme delivery, selected lectures within the programmes undergo
observation by an expert in the field. This process aims to provide lecturers with valuable
feedback and ensure that programmes are delivered effectively to enable learners to achieve
the intended learning outcomes.

The observations primarily focus on evaluating the overall instructional experience, content,
and the quality of participant learning within the course. Both oral and written feedback are
provided to lecturers following each observed lecture, with the intention of informing their
future teaching practices. These feedback sessions occur during post-observation meetings,
conducted after every observation by the expert.

It is important to note that these meetings are designed to facilitate a constructive discussion
between educational professionals, rather than serving as a judgmental evaluation. During
these sessions, feedback is offered on the alignment of learning outcomes, teaching methods,
and assessment practices, ensuring that they meet the required standards. Additionally,
parameters such as classroom engagement and the level of participant ownership of the
learning process are also considered.

Lecturers are reminded that the quality of module content plays a pivotal role in the teaching
and learning process. Strong module content encompasses comprehensive and relevant
course material, supplemented by the strategic use of case studies, examples, and interactive
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classroom discussions and workshops. This holistic approach ensures that programme
delivery effectively supports the attainment of learning objectives.

5.1.13 Learning Resources and Student Support

To foster a beneficial learning environment for our students, we are dedicated to offering
comprehensive support services that cater to their wellness, personal growth, and academic
needs. Our support services include academic mentorship, career development support, and
counselling services. We consistently evaluate the effectiveness of our services and tweak
them based on feedback and the ever-changing needs of our students.

The Foundation is also equipped with a physical library, where new books are added
according to the suggested reading list provided by the lecturers; and wireless internet access.
The facilities of the Foundation are constructed and maintained in accordance with legal
requirements to ensure access, safety, security, and a healthy environment with
consideration for environmental and ecological concerns. Students are also expected to
access online academic journals and other material regularly to stay updated with the latest
research and developments in their field of study. This practice not only enhances their
knowledge and understanding but also equips them with critical thinking and analytical skills.

5.1.14 Information Management

We maintain comprehensive documentation and records related to our quality assurance
processes. This includes policies, procedures, audit reports, feedback and improvement plans,
and other relevant documentation. These records are regularly reviewed and updated to
ensure their accuracy and compliance with the Data Protection Act (Cap. 586) and the General
Data Protection Regulation (GDPR).

We also analyse reports and data to assess the effectiveness of quality assurance practices
including records on:

Admissions

Retention

Success and completion rates

Assessment per course

Student population profiles, including vulnerable groups
Dropout rates and reasons

Through the analysis of trends, patterns, and key performance indicators, we are able to
identify areas of strength and areas that require improvement. Furthermore, this analysis

Quality Assurance Policy [V 1] 19


https://legislation.mt/eli/cap/586/eng/pdf
https://gdpr-info.eu/
https://gdpr-info.eu/

The Malta Foundation for the Wellbeing of Society

provides valuable insights for decision-making, resource allocation, and strategic planning to
enhance the overall quality of educational programs and services. The Foundation maintains
its records for 40 years, with data potentially anonymised after 4 years to comply with GDPR
regulations.

Additionally, the Foundation tracks the career and academic progress of students who
complete their courses. This involves determining whether graduates secure employment
due to the course, benefit in their current employment, or proceed to further studies.

The Foundation also records and preserves meeting minutes, ensuring a detailed and
accurate account of all discussions and decisions.

5.1.15 Public Information

The Foundation ensures that all information about its programmes is clear, accurate,
objective, up-to date and readily accessible to prospective and current students as well as for
graduates, other stakeholders and the public. This commitment encompasses a wide range
of details, including:

Available programmes
Programme fees

MQF Level

No. of ECTS

Mode of delivery

Hours of total learning

Mode of attendance
Programme duration

Target audience

Selection criteria

Intended learning outcomes
Teaching, learning, and assessment procedures
Grading system

Pass rates

Further learning opportunities

Furthermore, the Foundation is committed to tracking and supporting the career and
academic progress of its alumni. This involves gathering data on whether graduates have
secured employment as a result of the courses they completed, whether the courses have
facilitated advancement in their current careers, or if the courses have enabled them to
pursue further studies.
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In addition to these efforts, the Foundation's vision and mission statements are prominently
displayed on its website, reflecting its dedication to transparency, accessibility, and the
continuous improvement of educational quality. These statements include the Foundation's
core values and strategic objectives, guiding its actions and decisions.

5.1.16 Internal review

As part of the Internal Review process of the Foundation, we systematically and
comprehensively review policies, processes, and practices to ensure they are aligned with
established standards, objectives, and best practices. The internal review process, which is
guided by the eleven standards of quality assurance identified in the National Quality

Assurance Framework for Further and Higher Education (2015), plays a crucial role in

promoting accountability, identifying areas for improvement, and driving overall quality
enhancement. The feedback that we receive from stakeholders plays a fundamental role in
our quality improvement processes.

We consider this process not just as an evaluative exercise but also a catalyst for change and
improvement. The Foundation also ensures that the recommendations resulting from the
internal review are implemented effectively. This may involve developing action plans,
allocating resources, and monitoring progress. Follow-up mechanisms are put in place to track
the implementation of recommendations and assess the impact of improvement initiatives.

5.2 The External Quality Assurance (EQA) System

The EQA is an integral part of the internal quality assurance system within the Malta
Foundation for the Wellbeing of Society. The Foundation is subject to five-yearly EQA to be
carried out by the Malta Further and Higher Education Authority, which ensures that the
Foundation meets nationally set standards. It involves an independent evaluation of the
Foundation’s policies, processes, and practices by external experts. The purpose of the EQA
is to provide an objective and impartial assessment of the Foundation's performance,
compliance with quality standards, and alignment with established benchmarks. By
undergoing an external review, the Foundation demonstrates its commitment to maintaining
and enhancing quality, accountability, and excellence in its educational programmes and
services.
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6. Roles and responsibilities

6.1 Chairperson
The Chairperson is responsible for:

Providing overall leadership and ensuring that the Foundation stays true to its mission
and values;

Leading the Foundation in setting and achieving its strategic goals and objectives.
Ensuring that the Foundation operates with integrity and complies with all relevant
laws, regulations, and ethical standards;

Acting as the primary spokesperson for the Foundation, representing it to
stakeholders, partners, the media, and the general public;

Advocating for policies or changes related to the well being of society;

Overseeing projects associated with vulnerable groups;

Guiding the Foundation to carry out needs assessments of the Maltese islands in
relation to child well-being;

Chairing board meetings ensuring that they are run efficiently and effectively;
Ensuring that decisions made by the board are in the best interests of the Foundation
and the community it serves;

Ensuring that the Foundation manages its funds responsibly, with transparency and in
accordance with any legal requirements.

6.2 Senior Administrator (Projects Co-ordinator)
The Senior Administrator (Projects Co-ordinator) is responsible for

Participating in the formulation of the strategic orientation of the Foundation.
Participating in the formulation of the Business and Financial Plan of the Foundation.
Participating in identifying Key Performance Indicators and Key Performance Targets
for the Foundation.

Working on a project, owning a distinct aspect of the project.

Managing a small-scale project.

Acting as a project resource supporting other project teams.

Participating in Project Review Boards.

Assisting in drawing up project scope, plans, and supporting documentation.

Taking charge of identifying information sources, gathering and interpreting data,
executing analysis, and presenting findings to Foundation staff members and client
stakeholders.

Proposing strategically sound frameworks.
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Assisting and/or preparing project reports and briefs, setting recommendations and
actions.

Assisting in the process of developing major client deliverables.

Participating in and/or leading meetings and interactions with clients and
stakeholders.

Assisting in managing projects relating to financing, including EU and other financing
instruments.

Assisting and/or delivering presentations to the project team, Director, and the Board
of Administrators.

Quality controlling project work assigned.

Reporting on project delivery and escalating with the Director as appropriate.
Conducting research as necessary.

Consulting with the Project Leader, colleagues, and clients as required.
Demonstrating a commitment to ongoing professional development, research, and
reading to remain at the forefront of developments in the project planned and
assigned.

6.3 Office Manager - Finance and HR
The Office Manager Finance and HR is responsible for:

Assisting in the design of a three-year Business Plan for Finance, HR and
Administration.

Working with the Senior Professional Officer (Finance and Human Resources) in the
identification and subsequent implementation of Key Performance Indicators and Key
Performance Targets concerning Finance, HR and Administration.

Performing work as assigned with regards to or as delegated may design, organise and
review all the operations and procedures relating to finance, HR and administration.
Performing work as assigned with regards to or as delegated to ensure compliance
with the established legislation, policies and procedures and escalates any
inconsistencies as appropriate.

Providing advice, guidance, direction and mentoring with regard to staff assigned.
Coaching and mentoring staff as appropriate.

Assisting in performing all tasks necessary to achieve the Foundation’s financial goals
and objectives.

Ensuring adequate financial controls are installed and monitored.

Assisting in the preparation and interpretation of Management Accounts.

Assisting in the development and implementation of the annual Business and Financial
plan.
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Analysing and reviewing budgetary and financial data and controls and authorises
expenditures in accordance with established limitations.

Ensuring adequate cash flow to meet the organisation’s needs.

Performing work as assigned with regards to or as delegated may, monitors the
operation of the performance management system.

Assisting in the research and analysis of skills and competencies gaps at the
Foundation.

Assisting in the drawing up and implementation of a training and learning needs
analysis and framework for existing employees at the Foundation.

Administering the Foundation’s recruitment and selection process.

Supervising and monitoring all employment contracts and ensuring compliance with
local employment legislation.

Administering sick leave, vacation leave, maternity leave, paternal leave and all other
statutory rights to which employees are entitled.

Administering a grievance procedure and equal opportunities procedure.

Assisting in the organisation of team-building activities.

Drawing up and implements correspondence procedures, whether manual or
electronic.

Administering supplies of goods and services for the Foundation.

Assisting in the preparation, issuance and adjudication of contracts/tenders including
contract notice and calls, specifications, contract terms and evaluation criteria.
Ensuring that grants and EU financing instruments are managed according to
regulations.

Ensuring that all records relating to grants and EU financing instruments are kept
according to regulations.

6.4 Communications Co-ordinator
The Communications Co-ordinator is responsible for:

Designing and reviewing the Foundation’s communications strategy.

Providing leadership to the Foundation’s communications programme.

Drawing up the Business Plan for Communications.

Participating in drawing up the Foundation’s business and financial plan.
Participating in the formulation of the Key Performance Indicators and Targets for
Communications.

Ensuring the smooth running of Communications, in line with the Foundation’s
business goals and objectives.
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Designing, implementing, and reviewing the Foundation’s strategic communications
plan in line with the organization’s strategic goals, policies, and business plan
objectives.

Managing the Foundation’s brand and image.

Managing the Foundation’s corporate identity to secure a consistent image for the
organisation in internal and external communications.

Designing, implementing, and managing a strategy for internal communications.
Designing and introducing policies and guidelines concerning communication
management generally, and interaction with the media, specifically.

Discussing with Project Leaders and Project Assistants, program, and project-specific
communications support.

Ensuring that the Foundation’s mission, values, and key messages are maintained for
all communications.

Designing, implementing, and reviewing strategies for brand marketing vis-a-vis
targeted sectors of society.

Designing and managing a digital marketing program to promulgate the Foundation’s
values, message, presence, and visibility to the maximum extent possible.

Drawing up an SEO strategy for all digital channels used by the Foundation to optimize
its visibility and digital footprint.

Ensuring the provision of excellent logistical support for all events organized by the
Foundation.

Designing, implementing, and reviewing a strategy for targeting opinion makers and
influential stakeholders and subsequently building and maintaining such a network.
Designing, implementing, and reviewing the psychological messages, visuals, etc.,
underpinning the Foundation’s promotional and marketing campaigns.

Providing advice and guidance to management on handling external communications
in line with the Foundation’s communications strategy.

Conducting ongoing reviews of Google, Facebook, and other digital channels analytics
and KPIs, and feeding results into ongoing tuning for optimal digital presence and
footprint.

6.5 Administrator - Finance and HR

The Administrator - Finance and HR is responsible for:

Assisting in the design of a three-year Business Plan for Finance, HR, and
Administration.

Working with the Office Manager Il (Finance & Human Resources) in the identification
and subsequent implementation of Key Performance Indicators and Key Performance
Targets concerning Finance, HR, and Administration.
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Performing work as assigned with regards to or as delegated, designing, organizing,
and reviewing all the operations and procedures relating to finance, HR, and
administration.

Performing work as assigned with regards to or as delegated to ensure compliance
with the established legislation, policies, and procedures and escalating any
inconsistencies as appropriate.

Providing advice, guidance, direction, and mentoring to assigned staff.

Coaching and mentoring staff as appropriate.

Assisting in performing all tasks necessary to achieve the Foundation’s financial goals
and objectives.

Ensuring adequate financial controls are installed and monitored.

Assisting in the preparation and interpretation of Management Accounts.

Assisting in the development and implementation of the annual Business and Financial
plan.

Analysing and reviewing budgetary and financial data and controlling and authorizing
expenditures in accordance with established limitations.

Ensuring adequate cash flow to meet the organization’s needs.

Performing work as assigned with regards to or as delegated, monitoring the
operation of the performance management system.

Assisting in the research and analysis of skills and competencies gaps at the
Foundation.

Assisting in the drawing up and implementation of a training and learning needs
analysis and framework for existing employees at the Foundation.

Administering the Foundation’s recruitment and selection process.

Supervising and monitoring all employment contracts and ensuring compliance with
local employment legislation.

Administering sick leave, vacation leave, maternity leave, paternal leave, and all other
statutory rights to which employees are entitled.

Administering a grievance procedure and equal opportunities procedure.

Assisting in the organization of team-building activities.

Drawing up and implementing correspondence procedures, whether manual or
electronic.

Administering supplies of goods and services for the Foundation.

Assisting in the preparation, issuance, and adjudication of contracts/tenders including
contract notice and calls, specifications, contract terms, and evaluation criteria.
Ensuring that grants and EU financing instruments are managed according to
regulations.

Ensuring that all records relating to grants and EU financing instruments are kept
according to regulations.
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Consulting with the Senior Professional Officer (Finance and Administration), Senior
Professional Officer (Project Manager), and the Office Manager | (Project Assistant).
Keeping up to date with new trends, methodologies, legislation, and regulations
concerning finance, HR, procurement, and funding instruments.

6.6 Administrator — Project Assistant
The Administrator — Project Assistant is responsible for:

Participating in the formulation of the strategic orientation of the Foundation.
Participating in the formulation of the Business and Financial Plan of the Foundation.
Participating in identifying Key Performance Indicators and Key Performance Targets
for the Commission.

Working on a project, owning a distinct aspect of the project.

Managing a small-scale project.

Acting as a project resource supporting other project teams.

Participating in Project Review Boards.

Assisting in drawing up project scope, plans, and supporting documentation.

Taking charge of identifying information sources, gathering and interpreting data,
executing analysis, and presenting findings to Foundation staff members and client
stakeholders.

Proposing strategically sound frameworks.

Assisting and/or preparing project reports and briefs, setting recommendations and
actions.

Assisting in the process of developing major client deliverables.

Participating in and/or leading meetings and interactions with clients and
stakeholders.

Assisting in managing projects relating to financing, including EU and other financing
instruments.

Assisting and/or delivering presentations to the project team, Director, and the Board
of Administrators.

Quality controlling project work assigned.

Reporting on project delivery and escalating as appropriate.

Consulting with the Project Leader.

Consulting with colleagues.

Consulting with clients.

Demonstrating a commitment to ongoing professional development, research, and
reading to remain at the forefront of developments in his or her subject.
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6.7 Private Secretary to the Chair
The Private Secretary to the Chair is responsible for:

Handling incoming and outgoing correspondence, emails, and phone calls on behalf
of the chairperson.

Drafting and preparing official letters, memos, and other documents as needed.
Maintaining the chairperson’s calendar, schedule meetings, and coordinate
appointments.

Gathering and organising information for the chairperson’s meetings including
presentations, reports and other documentation.

Conducting research and compiling relevant data for the chairperson’s decision-
making when needed.

Arranging and coordinating meetings, conferences, and other events involving the
chairperson.

Preparing meeting agendas, briefing materials, and necessary documents.

Taking minutes and notes during meetings and distributing them to relevant parties.
Acting as a liaison between the chairperson and other executives, employees, clients,
stakeholders, and external partners.

Fostering positive relationships with key stakeholders and maintain the chairperson’s
professional network.

Making travel arrangements for the chairperson, including booking flights,
accommodations, and transportation.

Preparing travel itineraries and ensuring all necessary arrangements are in place.
Following up on assigned tasks to ensure they are completed in a timely manner.
Organising and manage documents, files, and records related to the chairperson.
Ensuring documents are properly stored, labelled, and easily accessible.

Working on projects assigned by the chairperson that require research, coordination,
and execution.

6.8 Lecturers
The lecturers are responsible for:

Developing and updating the curriculum to ensure it meets the quality standards and
learning outcomes.

Delivering high-quality teaching and ensuring effective learning experiences for
students. They are responsible for employing innovative teaching methods, facilitating
active learning, and providing timely feedback to enhance student understanding and
performance.
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Designing assessments and evaluating student performance to measure their
attainment of learning outcomes. They are responsible for ensuring that assessments
are fair, valid, and reliable, aligning with the curriculum and providing valuable
feedback to students.

Provide academic and pastoral support to students, guiding them in their learning
journey. They offer mentoring, advice, and counselling, promoting a supportive
learning environment that contributes to students' overall wellbeing and success.
Engage in reflective practice and continuous professional development to enhance
their teaching skills, subject knowledge, and pedagogical approaches.

Actively participate in quality assurance processes, such as program evaluations, self-
assessments, and peer reviews.

Serving on various committees, including quality assurance committees, academic
boards, and curriculum development committees.

Engaging in research and scholarly activities to contribute to the advancement of
knowledge in their respective fields.

Upholding professional ethics and integrity, ensuring fairness, transparency, and
academic rigor in their teaching, assessment, and evaluation practices.

Engaging with various stakeholders, including students, employers, and industry
professionals, to gather feedback and ensure that educational programs meet the
needs and expectations of all stakeholders.

6.9 Students
The students are responsible for:

Providing feedback on various aspects, such as curriculum, teaching methodologies,
assessment methods, and support services, provides valuable insights into the
strengths and weaknesses of the system.

Participating in programme evaluations or reviews, either as members of review
panels or by providing input through surveys and interviews.

Monitoring the implementation of quality assurance measures and report any
concerns or issues they observe.

Becoming involved in peer reviews of academic work, including projects, papers, and
presentations.

Serving as representatives in various committees and decision-making bodies, such as
guality assurance committees, academic boards, and student councils.

Contributing to the development of institutional policies, procedures, and strategies
related to quality assurance.

Promoting a culture of quality within the Foundation by advocating for high standards
and expectations.
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7. Documents

Data Protection Act (Cap. 586)

General Data Protection Regulation

Malta Qualifications Framework

Manual on Resourcing Policies and Procedures (PSMC)

National Quality Assurance Framework for Further and Higher Education (2015)

>
>
>
» Malta Referencing Report (2024)
>
>
>

Standards and Guidelines for Quality Assurance in the European Higher Education

Area (2015)
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