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Instructions for Document Users
All ILMI students, lecturers and other internal staff can access revised and approved
documents related to the ILMI Policies and Procedures from Canvas LMS link:
https://ideaed.instructure.com/courses/55

Continuous Improvement
Procedures are meant to be ‘living’ documents that need to be applied, executed and
maintained. If the procedure does not reflect the current, correct work practice, it
needs to be updated. Please contact us on: +356 2145 6310
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1. Aim and Scope of Document
The purpose of this document is to describe the IDEA Leadership and Management (ILMI)
programme regulations pertaining to the teaching, learning and assessment processes.
These regulations are equally applicable to Students, Lecturing and Administrative staff
within ILMI.
It is in the Student's interest to ensure that s/he has access to, ,and is familiar with, the
content of this Regulations including its supporting documentation mentioned in this
document.
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2. The Learning Framework and Programme Structure
These regulations apply to the programmes listed below commencing as from October
2019:
MQF / EQF Level 5

•
•
•
•

Level 5 Award (6 ECTS)
Level 5 Certificate (30 ECTS)
Level 5 Diploma (60 ECTS: 30 + 30)
Higher Diploma (120 ECTS: 30 + 60 + 30)

MQF / EQF Level 6
•
•

Level 6 Award (6 ECTS)
Bachelor’s Degree (180 ECTS: 120 at Level 5 + 60 at Level 6)

MQF / EQF Level 7
•
•
•
•

Award (6 ECTS)
Post-Graduate Certificate (30 ECTS)
Post-Graduate Diploma (60 ECTS: 30 +30)
Master’s Degree (90 ECTS: 30 + 30 + 30)
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3. Definitions
Assessment Criteria: Assessment criteria describe what the student is expected to know
and be able to do in order to demonstrate that a learning outcome has been achieved.
Assessment Feedback: Assessment feedback is formally provided by lecturers in a written
format through the online learning platform. Assessment feedback informs students
about their current level of achievement and aims to support future learning.
Assignments / Coursework / Assignment Brief: Tasks or exercises performed by the
student as part of a course of study. The student’s work shall be expected to provide
evidence of fulfilling the learning outcomes of a study unit. Assignments may be homebased or class-based assignments under controlled conditions, depending on the nature
of the module and tasks assigned. Assignments are to be handed in by a pre-established
deadline.
Board of Studies (BoS): The Board of Studies is primarily responsible for the management
of the running study programmes, including the management of the quality and
standards of these programmes.
Dissertation/thesis: ILMI defines 'thesis' and 'dissertation' as interchangeable terms. A
dissertation is a research project completed as part of an undergraduate (MQF/EQF 6) or
postgraduate degree (MQF 7/EQF 7).
ECTS: European Credit Transfer System - it is a method of measuring study programme as
academic currency.
Exit Award: Students are considered for an exit award by the Board of Studies, (where the
programme specification allows for this) in cases where the student did not complete
his/her full study programme. This may be due to academic failure of some components
of the study programme or a decision to withdraw from the programme before
concluding all the assignments required of the whole programme.
Extenuating Circumstances: Extenuating circumstances are defined as significant factors
which are beyond the student’s control, which could not have reasonably foreseen or
prevented, and which would substantially impact on the ability to attend lectures,
contribute to the online discussions and/or complete or submit an assessment on time.
ILMI: IDEA Leadership and Management Institute.
Learning Outcomes: Learning outcomes are the specific objectives of a programme or
study unit / module. They describe what a student should know, understand, or be able
to do and develop at the end of the programme or study unit.
Lecturer: A person who gives lectures and assess student’s assignments at ILMI.
Marking Scheme: A system for awarding points/marks for correct answers or for
proficiency in an assessment.
MQF/EQF: Malta Qualification Framework / EQF – European Qualification Framework.
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Pre-Requisites: ILMI sets requirements for entry to a course to ensure the student has the
right skills and knowledge to successfully complete the course.
Programme Manager (PM): Programme Manager is primary responsible for student
affairs and smooth running of the programmes.
Programme: The academic and training education provided by ILMI in preparing its
students to achieve the established and required objectives and learning outcomes.
Student: A person who is studying at ILMI.
Study Unit / Module: It is a self-contained study component delivered in an Institute. ILMI
study programmes are normally made up of a number of study units / modules, some of
which are compulsory while others might be electives.
Study/Course Progression: The process by which a student moves to a higher level
course upon completion of a study course.
Summative Assessment: Summative assessment is an evaluation of the student’s
achievement and performance taking place at end of unit/module.
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4. Student Rights and Responsibilities
•

•
•

•

The student, as a member of the community of learning, has both rights and
responsibilities. Within ILMI’s community, the student’s most fundamental right is the
right to learn. The Institute has a duty to provide for the student the best
opportunities promoting learning. The student in turn is responsible for learning and
demonstrating mastery of content and skills of a study programme while participating
actively and respectfully as a member of the community of learning.
ILMI respects the principles of diversity, inclusion and respect for all the members of
its learning community.
ILMI provides a safe environment for all students and considers acts of bullying,
harassment, victimization, discrimination and aggression (physical, emotional and
psychological) very serious nature.
The student is expected to comply with ILMI’s regulations, behave respectfully
towards all staff and the community of learning and act with academic integrity and
honesty in relation to learning and assessment.

Supporting Documents
•
•
•
•
•
•
•
•
•
•
•

Student Rights and Responsibilities Document. 031_v1
Student Support Policy Document. 018_v1
Code of Academic Integrity Document. 029_v1
Grievance Policy (regulations) Document. 008_v1
Extenuating Circumstances (Regulation) Document. 019_v1
Disciplinary Procedure Document. 009_v1
Plagiarism Policy Document. 017_v1
Disciplinary Procedure Document. 009_v1
Equality and Inclusivity Policy Document. 010_v1
Institute Ethos Document. 013_v1
Admission Procedure Document. 006_v1
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Brief description of Student Rights and Responsibilities is presented in relevant graphs
below.
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4.1

Student Support
It is acknowledged that students may, at various instances throughout the
academic programmes, require guidance or support. ILMI shall maintain an opendoor policy for learners and assist them in their enquiries.
4.1.1

Principles

4.1.2

ILMI seeks to provide a quality student learning experience, appropriate to
the age, profession, and abilities of a diverse student population regardless
location. It further seeks to:

4.1.3

Promote the development of interactive communities in each course,
online or in-class, by using web and video conferencing and the learning
management system (LMS).

4.1.4

Ensure that ILMI is free from discrimination of all kinds, and that it is a place
of diversity acceptance and understanding

4.1.5

Support all students to settle into the ILMI community, assist their successful
transition into a course of study, or between units, and encourage
integration into ILMI activities.

4.1.6

Ensure that all courses promote the recognition, understanding and
development of ethical, moral, collaborative and professional behaviour.

4.1.7

Promotes to develop a strong, enduring and beneficial relationships with
the alumni of ILMI.

For more details please refer to: Student Support Policy document 018 v1.

4.2

Grievances
ILMI is committed to providing a high-quality educational experience, fully
supported by a range of academic and administrative processes. While some
grievances may result from misunderstandings, others are genuine cases of unfair
treatment or misconduct. Thus, ILMI recognizes that an important part of this
commitment must be to provide a clear procedure where students are able to
register their dissatisfaction and to know how complaints are addressed.
For more details please refer to: Grievance Policy and Procedure document
008_v1.

4.3

Equal Opportunities
ILMI upholds the principle of inclusivity and fairness. In this regard, ILMI
endeavours to provide equal opportunities irrespective of gender, marital status,
family responsibilities, physical abilities, sexual orientation, political or religious
beliefs. ILMI adopts a zero-tolerance approach to any discriminatory or
intimidating behaviour and strives to provide the right environment conducive to
learning and working in the most ethical manner.
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4.4

Equality and Inclusivity
ILMI values and celebrates diversity, seeing this as critical to achieving strategic
aims and long-term success. ILMI works to recruit and develop employees and
students from a wide range of backgrounds and promote an inclusive culture
where ILMI:
•

•
•

•

Provides a supportive and inclusive learning, working and social environment
where everyone feels that they are valued and can work to achieve their
potential;
Offers opportunities that are open to everyone, and decisions are based on
merit and are free from bias;
Works to make sure that all of the students, employees and visitors, as well as
anyone who applies or wants to apply to work or study with ILMI, are treated
fairly and with dignity and respect, and do not face discrimination.
Committed to providing equality for everyone, regardless of:
– Age;
– Physical ability;
– Ethnicity (including race, colour and nationality);
– Sex;
– Gender reassignment;
– Religion or belief;
– Sexual orientation;
– Marriage and civil partnership; and
– Pregnancy and maternity

For more specific details please refer to Equality and Inclusivity Policy Document
010_v1. To support this Policy ILMI have a number of linked policies which support
and form part of this overall policy. Kindly refer to list of Supporting Documents at
the end of this document.
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5. A Study Programme
5.1

A full list of programmes is given @ http://ideaeducation.com.mt/institute/

5.2

The link provides the following programme related information:
•
•
•
•
•
•
•
•
•
•
•

Programme qualification title;
Programme EQF/MQF level;
Name of Awarding Body;
Programme work load in terms of credits (ECTSs/EVETs);
Fees;
Entry Requirements/Prerequisites (academic, others);
Scope of training;
Target group;
Course objectives and benefits;
Titles of Study Modules/Units; and
Modules description, level and credits.

5.3

ILMI adopts a student-centred learning outcome approach in all its study
programmes.

5.4

ILMI is responsible for the provision of appropriate andragogical approach
facilitating the teaching, learning and assessment processes, reflecting the
curriculum specifications and the needs of the student.

5.5

All of the programmes are being offered in English as an instruction language.

5.6

It is the policy of ILMI that programmes are to be reviewed regularly and
systematically to ensure that the objectives and learning outcomes of the
programme are relevant and responsive to the needs of the diverse stakeholders.
Periodical monitoring and review of ILMI’s programmes gives significant value of
feedback from internal and external stakeholders ensuring that the level, content,
delivery and assessment remains relevant and appropriate.
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6. Attendance
6.1

Attendance is obligatory to complete required modules/qualifications but is not,
however, a direct component of any method of assessment.

6.2

All students of ILMI need to ensure 80% of participation in their lectures.

6.3

If student(s) decide to continue at a later stage there is no guarantee from ILMI side
that the study programme will be available.

6.4

Every student must attend all teaching sessions (lectures, tutorial, workshops and
other face-to-face sessions) and undertake assessments as per programme
specifications to be eligible for formal assessment and/or continuation of the
programme of study.

6.5

Attendance records are important documents as proof of attendance/absence of
lessons is an ILMI requirement. It is the sole responsibility of the student to
monitor his/her attendance.

6.6

The Extenuating Circumstances Regulation is intended to support the student if
s/he experiences exceptional, unforeseeable, short-term circumstances which
affect their ability to study or take assessments. This regulation applies to all ILMI
students enrolled in all ILMI courses and to academic and administrative staff
involved in providing and managing student support.

For more details please refer to: Extenuating Circumstances Section 8 of this document.
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7. Teaching and Assessment Strategy
ILMI’s Teaching and Assessment strategies are built on an adult learning model as
promoted by Malcolm Shepherd Knowles in his Andragogical model. The two main
drivers of this model are:
•
•

The adult learner is self-directed; and
The adult learner is expected to take responsibility for decisions.

ILMI’s study programmes adopt these two fundamental principles in adult learning by
providing an appropriate andragogical approach facilitating the teaching, learning and
assessment processes, reflecting the curriculum specifications and the needs of the
student. They aim to empower and inspire adults to pursue and achieve their goals,
enhance graduate attributes and employment opportunities and allow progression for
further study.

7.1

7.2

Teaching Strategy
7.1.1

ILMI is responsible for the provision of appropriate andragogical delivery
approaches towards promoting and developing communities of inquiry
and learning.

7.1.2

ILMI’s programmes use a blended learning approach focusing on an
interactive strategy which combines lectures face-to-face sessions, online
learning activities and independent study. While ensuring that the
classroom experience remains a significant point of contact, the online
learning spaces support and consolidate the classroom activity.

7.1.3

Application of knowledge contextualised to the work sector is driven by a
problem-solving approach rather than content oriented. Strengthening and
enhancing this approach is the involvement of the adult learner with his/her
growing reservoir of experience that becomes an increasing resource not
only for own learning but also as a contributor to the peer-to-peer learning
community.

7.1.4

Thus, to name a few, ILMI promotes an engaging teaching approach using
diverse techniques of active and participatory teaching strategies for
example: interactive lectures, discussion generation, simulations, case
studies and workshops, synthesis and reflection, online discussions and
contributions, and peer-to-peer learning and feedback.

Assessment Strategy
7.2.1

ILMI uses assessment as a process of gathering and analysing student’s
evidence to make judgments about the student’s performance and
achievement in relationship to the course objectives and the learning
outcomes of the curriculum.
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7.2.2

ILMI employs both formative and summative modes of assessment
according to the nature and needs of the study programme. The formative
learning experiences and appropriate timely feedback are learning
opportunities in preparation for summative assessments.

7.2.3

The method of assessment reflects the level and the ECTSs points of each
of the study module.

7.2.4

The assignment tasks assigned are aligned to the learning outcomes and
the assessment criteria which are communicated to the student
accordingly. The assessment tasks are feasible allowing every student to
produce evidence of performance which meets the targeted learning
outcomes.

7.2.5

The assessment mode and the distribution of marks depends on the nature,
objectives and level of the study module. The method of grading and
confirmation of the standard of the student performance and achievement
is aligned to the established learning outcomes and determines the
student’s progression route.

7.2.6

The assignment brief shall include the tasks assigned and the
corresponding allocation of marks, together with any other relevant and
essential material pertaining to the evidence required from the student for
his/her assessment.

7.2.7

The Assessment Front Sheet shall typically include the following
information:
•
•
•
•
•
•

7.2.8

7.3

The task/s;
Grading Marking Scheme;
Date of issue of the Assignment Brief;
Deadline for submission of student coursework;
Student's signature of authenticity; and
Assessor's marks and feedback.

The assessor’s written feedback describes the student’s level of
achievement and possible areas for improvement.

The Authenticity of Work
7.3.1

The work submitted by the student shall be authentic, genuine, not false or
copied. An authenticity declaration is signed by the student on the
Assessment Front Sheet.

7.3.2

The Institute defines plagiarism as: “The act of using/borrowing someone
else’s intellectual work as one's own. Plagiarism is further defined as
committing literary theft and that is to present ideas as one’s own original
piece of work without crediting the original source”.

7.3.3

Plagiarism may preclude students from assessment and also carry further
sanctions and/or penalties as established by the ILMI’s policy.
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7.4

7.5

7.3.4

Students are advised to be familiar with the relevant plagiarism document
referred to below.

7.3.5

All assignments are to be submitted online via the Learning Management
System – Canvas. Canvas-Urkund generates a similarity report describing
the extent of plagiarism.

Successful Completion of Work
7.4.1

For each assignment, the assessor shall provide feedback on the student's
performance as well as the total marks achieved in the assignment.

7.4.2

For successful completion of a study module the student is required to
achieve a minimum of 41% pass mark.

7.4.3

The final total mark achieved for the study programme is calculated by
summing up and working an overall average of all the marks obtained in all
the respective assessments for each study module.

7.4.4

For successful completion of a programme of study, the student is required
to achieve a minimum of an overall total of 41% mark.

Unsuccessful Completion of Work
7.5.1

In cases when a student fails to achieve a minimum of 41% mark in a study
module, the student is considered to have failed the Module, but shall
however, be eligible to resubmit the assignment for that Module on one
occasion only.

7.5.2

Students are offered support and guidance in preparation for the
resubmission.

7.5.3

If a student does not achieve a minimum of 41% in the resubmission of the
assignment of the failed module(s) the student is considered to have failed
the study programme.

7.5.4

Students who fail a module or a number of modules after resubmission may
be considered by the Board of Studies to repeat the outstanding modules,
with attendance, with the following cohort, assuming space on the course
permitting and subject to the same module is delivered in the following
cohort.

7.5.5

The Board of Studies cannot guarantee that any of the modules delivered
during one cohort period will feature again in any subsequent
programmes.
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8. Extenuating Circumstances
8.1

8.2

General Regulations
8.1.1

The student has an individual responsibility to manage their learning by
attending lectures and meeting submission deadlines for their assignments.

8.1.2

If a student is unable to complete assessments to the best of their ability,
unable to attend lectures or unable to meet a submission deadline due to
serious circumstances beyond their control, it is possible to make a request
to the Programme Manager for consideration of an extension of
assessment deadlines under the extenuating circumstance clause.

8.1.3

All extenuating circumstances requests will be considered by the
Programme Manager who forwards requests to the Director of Studies who
makes final approval decisions.

8.1.4

The information that students provide under this process will be treated
confidentially.

Grounds
8.2.1

The grounds on which extenuating circumstances can normally be
requested are limited to significant factors which would have detrimentally
affected a student’s academic performance, such as, serious illness or the
bereavement of a close family member or personal friend, normally leading
up to, or at the time of assessment.

8.2.2

A student may not normally request extenuating circumstances on the
grounds that their academic performance has been detrimentally affected
by family, financial or other lifestyle problems. Furthermore, a student may
not normally make a claim for extenuation for circumstances within their
own control.

8.2.3

If a student is uncertain whether his/her claim might be legitimate, they are
requested to discuss this with relevant lecturer or a member of staff – the
Programme Manager.

8.2.4

ILMI appreciates that IT issues are different for Distance Learning Students.
Therefore, claims from students or Distance Learning courses which are
based on IT or computer problems, will be considered by the Programme
Manager case by case.

8.2.5

A non-exhaustive list of examples of acceptable and non-acceptable
extenuating circumstances.
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8.2.6

Examples of Acceptable Claims for Extenuating Circumstances

The following are commonly accepted grounds for extenuation:
•
•
•

•
•
•
•

8.3

Personal accident or injury of a significant nature.
Serious ill health.
Bereavement due to the loss of a close family member - a parent, grandparent,
guardian, sibling, son, daughter or a close personal friend. Claims relating to
extended family members will not normally be accepted.
Victim of crime.
Unforeseen transport difficulties which could not have been avoided.
Unforeseen work commitments, not applicable to full-time students.
Unexpected pregnancy complications.

Non-Acceptable Claims
8.3.1

Examples of Non-Acceptable Claims for Extenuating Circumstances

The following is a non-exhaustive list of commonly rejected claims for Extenuating
Circumstances:
•
•
•
•
•

•
•
•
•

8.4

Minor illness i.e. cold.
Moving house.
Family events i.e. weddings and holidays.
Routine medical appointments.
Poor time-management.
– Not allowing sufficient time to travel to undertake assessments or submit
coursework.
– Not allowing sufficient time to complete and submit multiple assessments
with similar deadlines.
Poor practice i.e. failure to back up work.
Change of employment, where this was within your control.
Misreading of assessment due dates.
Normal exam stress or anxiety experienced during revision or during the
assessment period.

Acceptable Evidence
8.4.1

All claims made under the Extenuating Circumstances Regulation must be
supported by independent, reliable documentary evidence of inability to
comply with the assessment requirements or to attend teaching or
undertake required study.

8.4.2

The burden of proof to support a claim lies with the student at all times.

8.4.3

Examples of acceptable evidence - the list is not exhaustive:
•

Doctor's letter or certificate which confirms student’s illness and clearly
identifies that the time period for which student were unwell
corresponds to the assessment period in which student is claiming;
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•
•
•

•
•

•

8.5

Hospital admission and discharge letter, to confirm your time spent in
hospital;
Death certificate / Funeral Director's Letter;
Any supporting statements issued by a Lecturer must be provided on a
Supporting Statement Proforma (PDF) or come directly from the
author's e-mail address;
Police report, a crime reference number on its own will not be sufficient;
A supporting statement from student’s employer if their circumstances
relate to an unexpected increase in workload or unexpected
employment circumstances i.e. deployment. A supporting statement
issued by employer must be provided on a Supporting Statement
Proforma (PDF – on letterhead) or come directly from the author's e-mail
address; and
News report to confirm unforeseen transport difficulties.

8.4.4

All evidence must be contemporaneous to the assessment period in which
the student is claiming.

8.4.5

Evidence to corroborate illness must be provided by a medical practitioner.

8.4.6

Evidence must be accompanied by a certified translation if written in a
language other than English. It is student responsibility to have their
evidence independently translated and to bear any costs incurred.

Non-Acceptable Evidence
8.5.1

Examples of evidence which is not acceptable:
•
•
•

•
•
•
•
•

Self-certification of your own circumstances;
Evidence which is not supplied by an independent party;
Evidence of a medical condition for which a Doctor did not see or
diagnose in person (ILMI will not accept Doctor's letters provided by
on-line GP services such as Push Doctor);
Extracts of numerous emails merged into single documents;
Evidence in a language other than English;
Crime reference number without a supplementary Police report;
Screenshots from mobile devices showing restricted information; and
Illegible evidence i.e. faded wording, cropped, missing information,
undated, poorly scanned evidence.

8.5.2

If student submits no evidence then the claim will be rejected.

8.5.3

If student submits some but not all of the evidence within the required
timeframe, then the claim will be considered on the evidence provided.

8.5.4

The Programme Manager cannot obtain evidence on student behalf.
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9. Continuation of Studies, Progression, Certification
9.1

Progression from Level 5 Certificate, to Level 5 Diploma, to Level 5 Higher
Diploma, to Level 6 Bachelor Degree shall be automatic for students who have
passed all the modules pertaining to the corresponding study programme they
were following.

9.2

Progression from Level 6 Bachelor Degree to Level 7 shall be automatic for
students who have passed all the modules of Level 6 Bachelor Degree and are
already in possession of any other requirements stipulated for the Level 7
programme they are applying for.

9.3

The final percentage mark achieved by the student for the study programme is
worked out by calculating the overall average mark achieved in all the modules of
the study programme.

9.4

For a student to successfully complete the study programme and hence be eligible
for qualification, s/he must achieve a minimum overall mark of 41% for each
module within the study programme.

9.5

Students who fail to complete the full requirements of a programme of study shall
be issued a transcript of their academic record.
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10.

Dissertation

10.1

Undergraduate and postgraduate Masters students are expected to complete a
dissertation as part of their final degree studies.

10.2

The aim of Dissertation it is to produce an original piece of research work on a
clearly defined topic. Additionally, it is to enable the student to develop deeper
knowledge, understanding, capabilities and attitudes in the context of the
programme of study.

10.3

Students are required to follow Code of Academic Integrity Policy and Procedure
Document. 029_v1 which refers to acting with the values of honesty, trust, fairness,
respect and responsibility in learning, teaching and research. It is important for
students to act in an honest way, be responsible for their actions, and show
fairness in every part of their work. All students should be an example to others of
how to act with integrity in their study and work. Academic integrity is important
for an individual’s and ILMI’s reputation.
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Supporting Documents
•
•
•
•
•
•
•
•
•
•
•
•

Admission Procedure Document. 006_v1
Assessment Policy Document. 011_v1
Code of Academic Integrity Document. 029_v1
Disciplinary Procedure Document. 009_v1
Disciplinary Procedure Document. 009_v1
Equality and Inclusivity Policy Document. 010_v1
Extenuating Circumstances (Regulation) Document. 019_v1
Grievance Policy (regulations) Document. 008_v1
Institute Ethos Document. 013_v1
Plagiarism Policy Document. 017_v1
Student Rights and Responsibilities Document. 031_v1
Student Support Policy Document. 018_v1
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