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Introduction 

The EIoT Quality Manual outlines the essential Quality Assurance Policies that all 

students, staff members, and trainers must understand and implement. This manual 

establishes the principles, standards, and framework that guide the Institute in 

delivering high-quality training programmes. 

1.0 Mission and Strategy 

Our mission is to empower the next generation of leaders and managers in Information 

Technology by providing accessible, high quality, and fully accredited online education. 

We are dedicated to breaking down barriers related to geography and income, 

ensuring that everyone has the opportunity to engage with tier-1 educational resoures.  

EIoT is committed to achieving its mission by maintaining high standards of quality and 

service. We will adhere strictly to the Malta Further and Higher Education Authority’s 

National Qualifications Assurance Framework throughout the design, development, 

and delivery of our training programmes. 

Our working and learning environment promote inclusivity and actively condemns 

discrimination, ensuring that all students feel welcome in our Virtual Learning 

Environment (VLE). Our trained professionals utilize contemporary teaching methods 

tailored to diverse learning capacities, enabling all students to excel academically. We 

employ cutting-edge tools and resources to deliver interactive online training 

programs, ensuring a high-quality and safe learning experience. IT collaborates closely 

with local public and private stakeholders in education and business sectors to stay 

aligned with market needs and changes. While our primary languages of instruction are 

English and Italian, we remain open to offering courses in additional languages as 

needed. 
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1.1 Ethical Standards 

Epicode Institute of Technology (EIoT) is committed to the highest ethical standards of 

integrity, freedom, and honesty in all activities, both in the physical workplace and the 

Virtual Learning Environment (VLE). This commitment fosters loyalty, transparency, and 

a positive public image. 

Diversity is fundamental to EIoT’s environment, encompassing various cultural 

backgrounds and perspectives. All staff, students, and lecturers are expected to uphold 

respect and dignity for everyone, regardless of status. 

EIoT ensures that ethical standards are clearly defined, accepted, and implemented by 

all individuals and organisations associated with the Institute. This includes ongoing 

training to reinforce these values. 

We prioritise key ethical considerations such as privacy, data security, academic 

integrity, equitable access to resources, and inclusivity to create a safe and supportive 

learning environment. 

Through collaboration with local stakeholders in education and business, EIoT remains 

responsive to market needs. While English and Italian are the primary languages of 

instruction, we are open to offering courses in additional languages to accommodate 

diverse learners. 
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2.0 Governance and Organisation 

EIoT is composed of dedicated professionals with experience in the education sector, 

all committed to sharing their expertise. 

2.1 Roles 

Board of Directors 

The Board of Directors governs the Institute, ensuring that EIoT’s mission and 

performance are realised. It oversees governance procedures, administration, and 

decision-making, including the supervision of strategic plans, goals, objectives, and 

budget management. All Board activities are conducted responsibly and ethically.​

​

For further information refer to the Board of Directors Procedures and Policy 

document.  

Didactic Board 

The Didactic Board ensures adherence to Institute policies and procedures. Comprising 

the Head of Institute, CEO, a teachers’ representative, Quality Manager, a students’ 

representative and a partner company representative, it plays a crucial role in: 

-​ Training Programme Design: Supervising curriculum development to align with 

policies and MFHEA requirements. 

-​ Teaching Strategies: Defining educational policies and guidelines. 

-​ Assessment Oversight: Managing assessment methods to ensure fairness and 

consistency.  

-​ Complaints Management: Handling academic complaints transparently. 

The Didactic Board meets to discuss academic matters, and a summary of the 

proceedings is documented and distributed to relevant parties each month. Decisions 

are made by majority vote, requiring participation of at least three members.  

For further information refer to the Didactic Board Procedures and Policy document.  
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Board of Studies 

The Board of Studies is a formal meeting for student representatives and staff to 

discuss teaching, learning, assessment, and the overall student experience.  

The Board of Studies shall meet once per semester, and twice per academic year to 

ensure effective oversight of the institution’s academic operations. 

The meeting provides an opportunity for Student Representatives to present 

structured feedback gathered from their peers and to work collaboratively with 

administrative and academic staff to drive meaningful improvements across 

programmes of study. 

For further information refer to the Board of Studies Procedures and Policy document.  

Head of Institute 

The Head of Institute acts as the liaison between the Institute and the Board of 

Directors. Responsibilities include maintaining high academic standards, overseeing 

curriculum innovation, and fostering external collaborations. The Head supervises 

several departments: 

●​ Lecturers and Tutor Staff Department: Comprising qualified professionals 

responsible for student training. 

●​ Online Contents Department: Ensuring high-quality online resources are 

prepared for the VLE. 

●​ Data Analysis Department: Analysing student data to inform training 

improvements. 

CEO 

As the legal representative, the CEO oversees administrative and financial operations 

while implementing strategies set by the Board. Responsibilities include: 

●​ Privacy Department: Safeguarding data protection in compliance with GDPR. 

●​ Accounting Department: Managing financial duties such as payroll and 

compliance. 
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●​ Marketing and Communication Department: Promoting EIoT’s activities and 

managing communications. 

●​ HR Office: Handling workforce management including recruitment and 

compliance. 

●​ Student Secretary Department: Supporting students throughout their lifecycle 

at EIoT. 

Quality Management Department 

This department maintains training quality by developing assurance policies that 

comply with educational regulations. It conducts regular audits and assessments across 

all Institute processes. More specifically, this department will work on the following 

areas 

1.​ Policy Development 

 

Develop and update quality assurance policies to ensure compliance 

with educational regulations and standards. 

Oversight to also include academic affairs in policy development to align 

academic programs with quality standards. 

 

 

 

2.​ Audits and Assessments 

 

Conduct regular audits and assessments across all Institute processes, 

including academic programmes. 

Ensure that academic departments adhere to quality standards and 

implement improvements based on audit findings. 

 

3.​ Curriculum Oversight 

 

Monitor curriculum development and review to ensure alignment with 

quality standards and educational regulations. 
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Work closely with the Didactic Board to ensure that curriculum design 

meets quality requirements. 

 

4.​ Teaching and Learning Standards 

 

Establish and maintain high teaching and learning standards. 

Monitor teaching strategies and methodologies to ensure they align 

with quality standards. 

 

5.​ Assessment and Evaluation 

 

Oversee assessment methods to ensure fairness, consistency, and 

alignment with quality standards. 

Include academic affairs in assessment oversight to ensure that 

evaluations are rigorous and fair. 

 

6.​ External Collaborations: 

 

Oversee external collaborations to ensure they meet quality standards. 

Work with the Head of Institute to ensure that partnerships enhance 

academic quality and align with quality management policies. 

 

IT Department 

The IT Department manages the VLE platform, providing training for staff on its use. It 

is responsible for content uploads and ensuring regular maintenance to mitigate risks. 

2.2 Institutional Probity 

EIoT implements procedures to ensure long-term stability and ethical governance. The 

Board of Directors and CEO collaborate to comply with financial regulations at both 

national and international levels. The CEO oversees accounting systems aligned with 

current laws while maintaining regular communication with the board regarding 

legislative changes.  
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A financial planning process supports efficient resource management, with budgets 

prepared bi-annually to guide resource allocation. An internal control system ensures 

that accounting activities are monitored by authorised individuals, with regular checks 

by the CEO.  

The CEO works closely with an external auditor to prepare annual reports for 

submission to the Maltese Registrar of Companies, ensuring transparency in financial 

statements shared with stakeholders. This integration would create a seamless 

narrative that highlights how governance structures uphold institutional probity at 

EIoT.  

 

2.3 Appointment of Head of Institute 

1. Role Definition & Approval 

-​ Develop and finalize the job description, including leadership, academic, and 

administrative responsibilities 

-​ Minimum qualifications: MQF Level 7 Qualification is required, ideally in 

Business & Management. Work experience and competencies should also be 

evaluated.  

-​ Obtain formal approval for vacancy from the Board of Directors to initiate 

recruitment 

 

2. Candidate Sourcing 

●​ Advertise the vacancy through: 

●​ Institutional website 

●​ Issue Internal Call or Nominations  

●​ Recruitment agencies if required 

 

3. Application Screening 

●​ Review all submitted applications and supporting documents 

●​ Assess candidates against eligibility criteria 

●​ Prepare a shortlist of qualified candidates for interview 
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4. Interview & Evaluation 

-​ Conduct structured interviews Board 

-​ Evaluate candidates based on: 

●​ Academic leadership experience 

●​ Strategic vision 

●​ Institutional and regulatory awareness 

 

5. Selection & Offer 

-​ Identify the preferred candidate based on evaluation outcomes 

-​ Obtain Board approval for final selection 

-​ Issue formal offer letter, including terms and start date 

-​ Receive candidate acceptance 

6. MFHEA Compliance 

In line with requirements of MFHEA: 

1.​ Collect and verify: 

1.​Certified copy of ID card or passport 

2.​Updated Curriculum Vitae 

3.​Certified copies of qualifications 

4.​Recognition statement (if qualifications are foreign) 

2.​ Complete required application forms (TBC by MFHEA) 

3.​ Submit full documentation to the relevant MFHEA - 

higher.education@mfhea.mt 

7. Formal Appointment & Communication 

-​ Issue official appointment letter 

-​ Announce appointment internally to staff and departments 
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3.0 Quality Management 

Quality management at EIoT is fundamental to ensuring that the educational 

programmes offered meet high standards of excellence and relevance. The Institute is 

committed to continuous improvement through systematic evaluation, feedback 

collection, and adherence to established policies and procedures. This commitment not 

only enhances the learning experience for students but also upholds the integrity and 

reputation of the Institute. 

3.1 Academic Integrity and Freedom 

The Academic Integrity and Freedom policy is vital for EIoT, promoting the 

advancement of knowledge, truth-seeking, and personal development for both staff 

and students. This policy establishes responsibilities for staff, trainers, and students 

regarding plagiarism and dishonesty in assessments, aligning with EIoT's commitment 

to fairness, transparency, and integrity. 

3.1.1 Students’ Responsibilities 

Students are expected to uphold academic integrity by: 

-​ Reading and understanding Institute policies prior to starting their training. 

-​ Completing assignments honestly and independently or acknowledging 

collaboration when permitted. 

-​ Submitting work on time and acknowledging all sources of information. 

-​ Avoiding any form of dishonesty or copying from previous works. 

3.1.2 Staff and Trainers’ Responsibilities 

EIoT staff members are expected to model academic integrity by: 

-​ Ensuring confidentiality of assessment materials. 

-​ Providing adequate supervision during assessments. 

-​ Teaching proper referencing methods. 

-​ Designing original assignments aligned with learning outcomes. 

-​ Adhering to policies regarding feedback and grading. 

-​ Monitoring student work for potential plagiarism 
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3.1.3 Plagiarism Policy 

Plagiarism is defined as presenting someone else's work or ideas as one's own. It 

includes actions such as: 

-​ Copying text without proper citation. 

-​ Submitting work written by others. 

-​ Resubmitting one's own previous work without disclosure. 

-​ Consequences for plagiarism can include course failure, academic probation, or 

suspension, depending on the severity of the infraction. 

3.1.4 Cheating 

Cheating during assessments is strictly prohibited. It includes actions such as 

unauthorised material use or communication with other students during exams. 

Consequences may involve failing the exam or re-sitting it at a later date. 

3.2 Appeals and Complaints 

EIoT encourages students to voice concerns regarding academic matters through a 

structured appeals and complaints process. 

3.2.1 Submitting an Appeal 

Students should first discuss their concerns informally with the Student Secretary. If 

unresolved, a formal appeal can be submitted within 15 days of receiving assessment 

results. The Didactic Board will review the appeal and communicate the outcome 

within 30 days. 

3.2.2 Submitting a Complaint 

Students may submit complaints regarding dissatisfaction with any aspect of their 

experience. Initial discussions should occur with the Student Secretary; if unresolved, 

complaints can be escalated to the Head of Institute via email. 

3.3 Equality and Diversity Policy  

EIoT is committed to fostering an inclusive and welcoming online learning environment 

for all students, staff members, and lecturers. This policy applies to all activities 

conducted by any department within the Institute. 
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3.3.1 Definitions 

-​ Age Discrimination: Unfair treatment based on age. 

-​ Bullying: Workplace bullying or harassment. 

-​ Disability: Physical, mental, or sensory impairments that hinder participation. 

-​ Discrimination: Unfavorable treatment due to prejudice. 

-​ Diversity: Differences in race, gender, ethnicity, ability, age, religion, and sexual 

orientation. 

3.3.2 Principles 

EIoT promotes equality by: 

-​ Treating all individuals fairly and respectfully. 

-​ Conducting transparent admission and recruitment processes. 

-​ Designing inclusive training programmes that accommodate diverse 

backgrounds. 

-​ Providing support for students with special needs or disabilities. 

All staff members are responsible for ensuring these policies are respected and shared 

during induction programmes. 

3.4 Quality Assurance  

EIoT employs a comprehensive quality assurance process to maintain high educational 

standards through self-assessment conducted by the Quality Management 

Department. 

3.4.1 Quality Assurance Cycle 

The quality assurance cycle consists of four steps: 

1.​ Planning: Defining goals, objectives, strategies, and action plans for each 

training programme in consultation with involved lecturers. 

2.​ Implementation: Executing planned actions while making necessary 

adjustments based on real-world needs. 
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3.​ Evaluation: Collecting and analyzing data generated during training to assess 

effectiveness. 

4.​ Review: Verifying whether goals were achieved and proposing changes as 

needed. 

3.5 Feedback Collection 

Feedback is crucial for programme review, collected through various tools: 

●​ Lecturer Feedback Surveys: Gather insights on class progression and 

interactions. 

●​ Student Feedback Surveys: Collected upon completion of each training 

programme regarding overall experience. 

●​ Annual Staff Questionnaires: To assess organisational effectiveness. 

3.6 External Stakeholder Involvement 

EIoT actively engages with external stakeholders to enhance programme relevance 

through regular meetings with organisations in relevant sectors. 

3.7 Cyclical External Quality Assurance 

EIoT adheres to an external quality assurance process conducted by MFHEA every five 

years to enusre that educational offerings remain current and meet high-quality 

standards.  

Appendices 

The specific policies related to academic integrity, appeals, complaints, equality, 

diversity and quality assurance are included in the appendix for reference. This 

structure provides a clear overview of quality management at EIoT while ensuring that 

detailed policies are accessible in an organised manner through an appendix. 
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4.0 Information Management 

This section outlines the procedures and policies related to Information Management 

at EIoT, detailing responsibilities to ensure efficient, secure, and ethical management of 

data across all Institute activities.  

EIoT is committed to collecting, analysing, and storing data solely to enhance the 

quality of its training programmes. In compliance with Maltese Education and Privacy 

Acts and the European General Data Protection Regulation (GDPR), EIoT ensures secure 

management, accress, and distribution of information. Information is backed up in the 

cloud and on secure servers located in Malta to ensure data integrity and availability. 

4.1 Data Retention 

All data will be retained for a minimum of 40 years to meet business and legal 

requirements, allowing the institute to address complaints or legal appeals that may 

arise over time. After 40 years, data will be securely destroyed.  

4.2 Data Collection 

EIoT periodically collects information about students, staff, and lecturers for policy 

improvement. Data is primarily gathered through application forms on the website, 

documents submitted via email, and the Institute’s Virtual Learning Environment (VLE). 

Additionally, an internal management system manages all activities related to 

applicants, students, and staff, hosted by a Maltese provider.  

Students are informed of the information management and privacy policies through 

the Student Agreement and on the Institute's website. When data is used for analysis 

or statistical purposes, each student is assigned an identification number to protect 

their privacy. 

Data collected include, but are not limited to, average module grades, student 

retention rates, number of inactive students, yearly average ECTS credits earned, entry 

test scores and feedback surveys are also collected at the end of the training courses to 

provide insights for programme enhancements.  
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4.3 Access to Data 

Only enrolled students can request access to their records by emailing the Students’ 

Secretary. Requests will be fulfilled within 15 days unless justified refusal occurs. 

Students may appeal refusals to the Didactic Board, which will respond within 10 days. 

4.4 Disclosure of Information to Third Parties 

Personal identifiable information from student records will not be disclosed without 

prior written consent from the student, except in specific circumstances: 

-​ Judicial Order or Law 

-​ Disclosure to Institute Officials with legitimate educational interest 

-​ Transfer requests between institutions 

-​ Financial aid eligibility assessments 

-​ National authority audits 

-​ Collection of financial obligations 

-​ Accrediting and professional associations 

-​ Litigation against the Institute 

-​ Research studies approved by the Didactic Board 

-​ Health and safety disclosures 

-​ Disciplinary procedure results 

No information will be disclosed for commercial purposes. 

4.5 Final Certificate 

Certificates achieved at the end of training will be sent via email from the Student 

Support Office free of charge. Requests for duplicates or replacements will incur fees. 

4.6 Diploma Supplement 

The Diploma Supplement provides detailed training path information upon request and 

is issued in English. Fees apply for this service. 

4.7 Public Information 

All information shared with potential applicants about training via the website and 

social media is considered public information and must be comprehensive to ensure 
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transparency.The website serves as a primary source for prospective students, 

providing essential details such as: 

●​ License number 

●​ Policies and procedures 

Specific course information includes: 

●​ Course type and title 

●​ MQF level (if applicable) 

●​ Total learning hours and ECTS credits 

●​ Course duration and language 

●​ Entry requirements 

If a course is under MFHEA review for accreditation, this will be clearly stated on its 

webpage. In case of updates or programme reviews, both the website and Student 

Agreement will be revised accordingly. 
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5.0 Teaching and Administration Staff 

5.1 Teaching Staff 

Teaching staff are essential to EIoT, responsible for delivering course content, assessing 

students, and fostering a positive learning environment. Their main activities include: 

-​ Content Preparation: Developing didactic materials for lessons. 

-​ Needs Analysis: Conducting job analysis to determine necessary skills and 

qualifications when designing new training or recruiting new teachers 

-​ Job Posting: Creating detailed job descriptions outlining qualifications, skills, 

experieence, duties, and working conditions. These postings will be shared on 

the Institute’s website and social media channels. 

Selection Criteria: 

-​ Updated English CV 

-​ Relevant qualifications (MQRIC statement for foreign qualifications) 

-​ Key Skills and Competencies 

-​ Relevant teaching experience 

An online application form will ensure transparency and record application 

information.  

-​ Application Process: Interested candidates will submit their applications via the 

online form along with their CV bu the specific deadline. 

-​ Screening and Shortlisting: The HR function will screen applications, inviting 

shortlisted candidates for online interviews where identity verification and 

police conduct checks will occur. 

-​ Onboarding: Successful candidates will receive an offer via email, followed by a 

collaborative work contract in compliance with national law. All applicants will 

be notified of the outcome. New teachers will receive access to the VLE with 

instructions for initial login. 

The same recruitment process applies to tutor positions, who support lecturers by 

coordinating activities, moderating discussions, and assisting students with queries. 
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EIoT is committed to fairness and transparency in recruitment, treating all applications 

equally regardless of nationality, gender, age, race, or religion. Confidentiality will be 

maintained throughout the process. 

5.2 Professional Development 

EIoT encourages continuous professional development (CPD) for all staff through 

participation in seminars, training sessions, and conferences. New staff members will 

complete an online asynchronous training program covering: 

●​ VLE functionalities 

●​ Institute policies 

●​ Supporting students with special needs 

●​ Integrating digital tools in lessons 

●​ Assessment criteria and teaching methods 

Annual online sessions will address current educational topics and pedagogical 

methods. Each lecturer will have an annual one-on-one meeting with the CEO or Head 

of Institute to discuss any issues or concerns. 

5.3 Responsibilities of Teaching Staff 

Teaching staff are responsible for: 

●​ Preparing and administering assessments according to module guidelines. 

●​ Providing feedback and grading assessments per established policies. 

●​ Supporting students throughout their learning experience. 

●​ Tracking student progress via the VLE and intervening when necessary. 

●​ Staying updated on developments in their field of expertise. 

EIoT ensures the quality of its teaching staff aligns with its quality goals, defining 

expectations, responsibilities, and support provided to lecturers to guarantee high 

standards and a positive learning experience for students. 
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6.0 Design, Monitoring and Review of 

Programmes 

This section outlines EIoT’s policy for programme design, approval, and development, 

ensuring a fair and transparent process that delivers high-quality training.  

The development process consists of four main stages: planning, implementation, 

evaluation, and review. This cyclical approach applies to both new training programmes 

and the revision of existing ones. 

6.1 Design 

Market Analysis 

The design process begins with a market analysis to assess labour market demand for 

skills, competitor offerings, and potential programme success. This analysis ensures 

that each programme targets specific needs and aligns with market requests, aiding the 

Marketing and Communications Department in promotion. The CEO and Head of 

Institute oversee this process, supported by the Online Content Department. Engaging 

external stakeholders (e.g., associations, private firms, public institutions) is crucial 

during this stage through meetings or events. 

Programme Design 

Following market analysis, the training programme is designed according to the 

standards set by the Malta Further and Higher Education Commission (MFHEA), 

utilising a “learning outcomes” approach. The training application form submitted for 

course accreditation outlines key aspects such as: 

-​ Type of course (Qualification or Award) 

-​ Mode of delivery (face-to-face, online, blended) 

-​ Qualification/Award title 

-​ Proposed MQF level 

-​ Total learning hours (minimum 25 hours) 

-​ ECTS number 
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-​ Target audience 

-​ Entry requirements 

-​ Overall programme description 

-​ Learning outcomes 

-​ Teaching methods 

-​ Assessment methods 

The Head of Institute collaborates with university sector experts to ensure alignment 

with current educational practices. 

Module/Unit Design 

For each module/unit within the programme structure, details must include: 

-​ Module title 

-​ Compulsory or elective status 

-​ Total ECTS number 

-​ MQF level 

-​ Teaching methods 

-​ Assessment modes 

-​ Learning outcomes 

Both programme and module/unit development adhere to MFHEA requirements to 

uphold high learning standards. 

6.2 Implementation 

Approval 

After design completion, a draft version is submitted to the Didactic Board for 

examination against EIoT’s criteria. If accreditation is required, the application form is 

sent to MFHEA along with necessary documentation. Programmes will not be launched 

until accreditation is confirmed. 
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Launch 

Before training commences, all materials are reviewed by the Online Content 

Department. For online/blended programmes, the IT Department uploads resources to 

the VLE after approval. 

6.3 Evaluation 

EIoT employs the Kirkpatrick Model for evaluation, which includes four levels: 

4.​ Level 4: Results – Assessing targeted outcomes from training. 

5.​ Level 3: Behavior – Evaluating application of learned skills on the job. 

6.​ Level 2: Learning – Measuring knowledge and skills acquired. 

7.​ Level 1: Reaction – Gauging participant satisfaction with training. 

Evaluation occurs after the first edition of a programme, overseen by the Head of 

Institute and CEO based on criteria such as student participation rates and feedback. 

6.4 Review 

Post-evaluation, a report is prepared and shared with the Board of Directors for 

discussion on findings and necessary actions for improvement. If changes are needed, 

the design process restarts from the program design stage. 

6.5 The Accreditation Process 

EIoT is dedicated to obtaining MFHEA approval for its training programmes to ensure 

high-quality education. The accreditation application must comply with MFHEA rules 

and guidelines. Accredited training follows learning outcomes aligned with both the 

Malta Qualification Framework (MQF) and European Qualification Framework (EQF), 

facilitating comparability with other European education systems. EIoT will also adhere 

to MFHEA directives regarding marketing materials and certificates issued upon course 

completion. 
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7.0 Teaching, Learning and Assessment 

7.1 Student-Centred Learning 

EIoT emphasises student-centered education, placing students at the core of the 

educational process to maximize their learning experience. Lecturers are carefully 

selected to focus on specific topics, helping students achieve established learning 

objectives. A variety of teaching methods are employed to address the diverse needs 

and preferences of students, particularly in online training programmes. The two 

primary methods used are: 

-​ Synchronous Training: Delivered through live online lessons, enabling real-time 

engagement and interaction with lecturers and peers. 

-​ Asynchronous Training: Comprising short video lessons (less than 30 minutes 

each) that allow students to learn at their own pace. Quizzes and exercises are 

integrated into the VLE to assess competencies after every 5 hours of lessons. 

EIoT offers both full-time and part-time courses to accommodate students' varying 

schedules. The VLE features facilitate ongoing interaction between students and 

instructors, allowing for flexible learning experiences. 

7.1.1 Student Participation and Active Learning 

EIoT employs diverse teaching methods to enhance student engagement and 

participation. Techniques range from case study analysis to collaborative learning 

projects within small groups. Active learning principles include: 

-​ Involvement in activities beyond passive listening. 

-​ Engagement in higher-order thinking (analysis, synthesis, evaluation). 

-​ Participation in discussions, writing exercises, and research activities. 

Examples of activities include: 

-​ Case studies 

-​ Interactive sessions 

-​ Individual assignments 
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-​ Group projects 

-​ Structured Q&A sessions 

7.1.2 Student with Diverse Needs 

EIoT recognises the importance of accommodating diverse learning needs. The 

Institute aims to eliminate barriers for students with disabilities or special needs by 

considering these aspects during course design. Support is provided for various 

conditions, including: 

-​ Autism Spectrum Disorders 

-​ Dyslexia 

-​ Mental health issues 

-​ Mobility impairments 

-​ Sensory impairments 

7.1.2.1 Support and Procedure 

Students are encouraged to disclose documented disabilities or learning challenges to 

the Students’ Secretary during the application process. This allows EIoT to analyse 

needs and arrange customised support. Confidentiality is maintained throughout this 

process. The Didactic Board addresses specific requests for support before or during 

training programmes. EIoT also organises training sessions for staff to effectively 

support students with disabilities. 

7.1.2.2 VLE Adaptation 

The VLE includes features that cater to students with disabilities: 

-​ User-friendly interface for easy access. 

-​ Asynchronous content with audio explanations. 

-​ Accessible design elements (e.g. alternative text for images). 

-​ Tools for captioning audio from video lessons. 

-​ Compatibility with screen readers. 

-​ Options for adjusting contrast levels. 
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7.2 Assessments 

Assessments are integral to monitoring student progress and certifying completion of 

training programmes. EIoT employs various assessment types aligned with learning 

outcomes, which are reviewed regularly for relevance.  

Updated Clause for Section 7.2 – Assessment Regulations and Progression 

Students are permitted multiple attempts to pass an individual module assessment. 

However, progression across academic semesters is subject to broader academic 

performance. Specifically, if a student fails an entire semester twice, they shall be 

excluded from the programme. Re-entry into the programme following such exclusion 

is contingent upon the submission of a formal appeal to the Didactic Board, which 

reserves the right to review and decide on each case based on academic merit, 

extenuating circumstances, and institutional policy. All examination attempts and 

academic performance data shall be recorded and maintained within the Virtual 

Learning Environment (VLE). 

-​ Students are allowed to refuse a passing grade if they wish to retake the exam 

in order to improve their final mark. 

-​ Students can refuse a passing exam grade only once per subject. 

-​ Students will have 15 days from their exam date to submit an official appeal to 

the Didactic Board. 

-​ If the appeal is approved, the exam may be retaken during the next available 

exam sessions, but not during the same session. 

7.2.1 Assessment Criteria 

Standard assessment criteria ensure fairness and consistency across all assessments. 

The minimum passing grade is set at 50%, unless otherwise defined during programme 

design.  

ASSESSMENT GRADING SYSTEM 

90% E LODE Outstanding work that exceeds the highest standard, 

demonstrating exceptional synthesis, originality, and 

insight with exemplary quality and presentation. 
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80%-89% Work of distinguished quality that demonstrates synthesis, 

originality, and insight with no significant weaknesses. 

Written in good English and sources thoroughly cited. 

70-79% Work of distinguished quality that demonstrates synthesis 

and clear signs of originality and insight. Less ambitious in 

scope than a higher grade, sources accurately cited. 

60-69% Clear evidence of independent enquiry and critical 

judgement in selecting, ordering and analysing arguments. 

Sources adequately cited. 

50-59% Evidence of the student’s ability to structure and organise 

thinking and to support arguments. However, may be 

rather descriptive with uncritical coverage of debates and 

issues. Sources adequately cited. 

40-49% Work that shows recognition of the issues involved and an 

attempt to analyse them in relation to the content. Some 

attempt to cite sources. 

35-39% May be repetitive, consisting of a string of weak assertions 

/ opinions that may not relate to each other. A 

performance that falls marginally below the standard 

required for the award of achievement. 

Less than 35% Little or no understanding of the subject. A performance 

that falls clearly below the standard required for the 

award of achievement. 

 

7.2.2 Assessment Types 

EIoT utilises a variety of assessment methods, including: 

-​ Coursework/Essays: Defined topics submitted via the VLE. 

-​ Dissertations: Required for degree programmes, involving research discussions 

with an examination board. 
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-​ Examinations/Interviews: Scheduled well in advance to ensure adequate 

preparation. 

-​ Questionnaires: Used for tracking progress and self-assessment. 

-​ Entry Tests: Assess initial knowledge for specific programmes. 

-​ Numerical Exercises: Verify technical competencies in scientific modules. 

-​ Practical Activities: Engage students in real-world applications related to their 

degree. 

-​ Project-Based Assessments: Allow students to demonstrate knowledge through 

practical projects. 

Coursework marks will be published within 28 days, along with feedback from lecturers 

through the VLE. 

7.2.3 Mitigating Circumstances 

Unforeseen circumstances may affect assessments, known as “mitigating 

circumstances”. Students must provide documentary evidence supporting their claims 

within assignment deadlines. The Didactic Board reviews these claims and may offer 

opportunities for reassessment without penalties if accepted. 

8.0 Student Administration and Support 

8.1 Student Lifecycle 

The student lifecycle at EIoT encompasses all stages and experiences that students 

encounter during their learning journey. The lifecycle includes the following stages: 

Applicant: A person who applies for a training programme by completing the 

registration form on the Institute’s website. 

Accepted Student: An applicant who receives formal acceptance from the institute. 

Registered Student: An accepted student who has signed the student agreement. 

Enrolled Student: A registered student who has paid the initial fee for their chosen 

training.  
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8.2 Admission Process 

The admission process begins when an applicant submits the online registration form, 

providing the following information: 

-​ Name and Surname 

-​ Address 

-​ Nationality 

-​ Email Address 

-​ Contact Number 

-​ Training of Interest 

Applicants must accept the Institute’s Terms and Conditions before submission. 

Relevant information about training, including admission requirements and deadlines, 

are available on the course webpage. 

The Student’s Secretary oversees the admission process, ensuring transparency, and 

fairness. Applicants are responsible for providing accurate information, required 

documents, attending an interview, responding promptly to requests, and updating any 

changes to their information. 

8.3 Training Requirements anf First Interview 

Upon receiving an application, an online interview will be scheduled to verify the 

applicant’s identity and clarify any questions regarding the training programme and its 

requirements. After the interview, the Students’ Secretary will request necessary 

documents for verification. Required documents include: 

●​ Highest qualification (with MQRIC statement for foreign qualifications) 

●​ Valid ID document (front and back) 

●​ Updated CV 

●​ Language proficiency certificate (if applicable) 
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●​ Any additional documents specified during training design. 

8.3.1 Interview Process 

An online interview will be scheduled to verify identity and clarify any questions 

regarding requirements. This interview sees several purposes: 

●​ Identity Verification: Confirming the applicant's identity through a video call. 

●​ Clarification: Allowing applicants to ask questions about the training program, 

admission requirements, and any other concerns they may have. 

During this interview, the Students’ Secretary will also assess the applicant’s suitability 

for the chosen training program based on their qualifications and experience. 

8.3.2 Requirements 

Applicants can find specific training requirements on the Institute website. General 

requirements include: 

Educational Qualifications: 

-​ For bachelor’s degrees: High Secondary Education Certificate or equivalent. 

-​ For other training programmes: minimum qualifications defined during the 

design process (MQRIC Level) 

-​ Foreign qualifications require a recognition statement for MQRIC.  

English Language Proficiency: 

●​ Non-native speakers must demonstrate proficiency through an official 

certificate (e.g., IELTS score of 5.5 or equivalent). This requirement applies to 

programmes offered in English or Italian. 

8.3.3 Identity Verification 

Identity verification is crucial for online training at EIoT. The Institute employs several 

procedures: 

●​ Applicants will participate in a video interview during the admission process to 

confirm their identity. 

●​ IT protocols are used to authenticate student identities during online activities 

once enrolled through the VLE. 
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●​ A secure login system is implemented for submitting assignments and accessing 

course materials. 

After collecting all required documents, the Students’ Secretary will assess whether 

applicants meet the necessary criteria. Based on this assessment, one of the following 

outcomes may occur: 

1.​ Accepted Applicant: Meets all requirements. 

2.​ Not Admitted (Non-Fulfillment): Fails to meet minimum qualifications; reasons 

will be communicated. 

3.​ Not Admitted (Language Requirement): Fails language requirements but may 

take a language test for admission. 

4.​ Not Admitted (Entry Test): Fails entry test; results and revision topics will be 

provided. 

All applicants will receive email notifications regarding their admission status. Accepted 

students will be invited to sign the Students’ Agreement and pay the initial fee before 

gaining access to the VLE. 

8.4 Admission Outcomes 

After document verification, one of the following outcomes may occur: 

After document verification, one of the following outcomes may occur: 

1.​ Accepted Applicant: Meets all requirements. 

2.​ Not Admitted (Non-Fulfillment): Fails to meet minimum qualifications; reasons 

will be communicated. 

3.​ Not Admitted (Language Requirement): Fails language requirements but may 

take a language test for admission. 

4.​ Not Admitted (Entry Test): Fails entry test; results and revision topics will be 

provided. 

All applicants will receive email notifications regarding their admission status. Accepted 

students will sign the Students’ Agreement and pay the initial fee before gaining access 

to the VLE. 

31 
EPICODE IQA 



8.5 Induction Sessions 

All students must complete an induction session before starting their training. EPICODE 

holds a welcome day for students, which serves as the induction to the programmea s 

well. This session ensures familiarity with institution policies, assessment procedures, 

deadlines, learning outcomes, and expectations. Induction resources will be available 

on the VLE.  

8.6 Matriculation 

Matriculation occurs after signing the Students’ Agreement and settling the first 

payment. Enrolled students will receive VLE access credentials along with a tutorial on 

using the platform. 

8.7 Progression 

Student progression is tracked through the VLE system, allowing students to monitor 

their achievements and feedback. The Institute can intervene if students struggle with 

specific modules. Key progression criteria include: 

●​ Minimum attendance of 80% in lessons. 

●​ Passing assessments for each module before advancing to subsequent modules. 

For multi-module programs, students must pass all modules to progress to the next 

year. 

8.7.1 Semester Progression 

In order to progress to the following semester, students must achieve a minimum of 

60% of the ECTS credits assigned to the examinations scheduled in their current 

semester study plan.  

Students who do not meet this threshold will not be allowed to progress and will be 

required to repeat the semester, including retaking the failed examinations in the next 

available sessions. 
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8.7.2 Semester Failure  

In the event of two consecutive failed semesters, students shall be dismissed from the 

academic programme, unless a formal appeal is submitted to the Academic Board. The 

Board will evaluate the appeal and decide on the possibility and conditions for the 

students’ continuation. 

8.8 Qualification 

Upon successful completion of training and all assessments, students will receive a 

qualification certificate if accredited or a certificate of participation if not accredited. 

Certificates will include: 

●​ Training title 

●​ Student name 

●​ MQF level (if applicable) 

●​ ECTS number (if applicable) 

●​ Start and end dates 

●​ Date of issue 

●​ Relevant logos 

●​ Identification code 

●​ Signatures of Head of Institute and CEO 

Students may request additional documentation such as a Diploma Supplement or 

Transcript of Records from the Students’ Secretary. 

8.8.1 Degree Classification System  

The final degree classification is awarded based on the student’s overall weighted 

average mark across the entire programme. 

The classification bands are as follows: 

Third Class Honours: 50% – 59% 

Second Class Honours (Lower Division): 60% – 69% 
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Second Class Honours (Upper Division): 70% – 79% 

First Class Honours: 80% and above 

The final classification is calculated using a weighted average, based on the number of 

ECTS credits assigned to each unit. 

8.9 Data Management 

All student data is treated confidentially in compliance with GDPR and relevant laws. 

The Institute uses internal management software hosted by a Maltese provider to 

manage student information securely. No data will be shared with third parties without 

student consent. Communication regarding admissions will be directed solely to 

applicants unless written permission is given for third-party communication. 

9.0 Resources and Facilities 

9.1 Student Support 

EIoT is committed to providing comprehensive support to students throughout their 

learning journey. Students can reach out to the Students Support Department via the 

Virtual Learning Environment (VLE) or email for assistance with any queries related to 

their training. For specific questions about course content or assessment procedures, 

students are encouraged to contact their module or training tutor directly through the 

VLE. This platform facilitates communication between students and lecturers, even in 

asynchronous modules. Students can access the VLE anytime (24/7) using their unique 

credentials. For technical support related to the VLE, students may contact the IT 

Department through the VLE or email if they encounter access issues. 

9.2 Learning Resources 

All resources and didactic materials prepared by lecturers are uploaded to the 

Institute's VLE by the IT Department. Students can access these materials module by 

module, which include: 

●​ Video lessons 

●​ Chat forums 
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●​ PowerPoint presentations 

●​ Documents and exercise sheets 

●​ Online quizzes 

For specialised training programmes requiring hands-on practical activities, online 

laboratories are available, allowing students to observe how lecturers or tutors apply 

knowledge in real-life scenarios. EIoT will subscribe to an online library, granting 

enrolled students and lecturers access to high-quality and reliable resources for their 

studies. 

9.3 Virtual Learning Environment (VLE) 

EIoT’s Virtual Learning Environment (VLE) is a proprietary, internally developed 

platform designed to support all academic activites. Tailored to meet the needs of 

online education, it ensures reliability, accessibility, and scalability. Key fatures include:  

●​ 24/7 Access: Continuous availability of the platform. 

●​ Backup Systems: Use of backup generators in data centres to ensure 

uninterrupted service. 

●​ Data Redundancy: Multiple data centers store data redundantly to prevent loss. 

●​ Monitoring and Maintenance: Ongoing monitoring of cache servers with 

real-time data replication and daily backups. 

●​ Robust Infrastructure: Fully redundant systems that maintain operations 

without disruption. 

The VLE is a cornerstone of EIoT’s  digital learning strategy, offering a secure and 

adaptable environment for the delivery of educational content and academic 

engagement.  

10.0 Institutional Cooperation 

EIoT is dedicated to fostering institutional cooperation, serving society, and promoting 

internationalisation as part of its strategic priorities. This commitment is reflected in 
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various initiatives aimed at enhancing educational quality, community engagement, 

and global partnerships. 

10.1 Strategic Priorities 

EIoT includes objectives related to institutional cooperation, service to society, and 

internationalisation in its strategic plan. Clear indicators define the institution's 

priorities in these areas, ensuring alignment with its mission and vision. 

10.2 Budgetary Allocations 

The Institute allocates budgetary resources dedicated to institutional cooperation, 

service to society, and internationalization. This financial support enables EIoT to 

achieve its objectives in these critical areas. 

10.3 Engagement with Local Employers 

Local employers and professionals are invited to participate in relevant committees and 

structural units that consider study programmes and other institutional activities. This 

collaboration ensures that EIoT's training offerings align with industry needs. 

10.4 Partnerships and Monitoring 

EIoT demonstrates a relevant selection of partners and has established adequate 

monitoring processes for partnership outcomes. This includes regular assessments of 

collaborative initiatives to ensure they meet the desired objectives. 

10.5 Community Development 

EIoT contributes to the community's well-being by sharing resources (e.g., library, 

sports facilities), providing consulting services, and organising various events that 

foster community engagement. 

10.6 International Cooperation 

Mechanisms are in place to support cooperation with international higher education 

institutions, networks, and organisations.  EIoT encourages the international visibility 

of its staff and students by assisting their participation in study mobility programs, 

forums, internships, summer schools, seminars, and collaborative arrangements with 

the international community. 
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10.7 Agreements with International Partners 

EIoT maintains agreements and memorandums of understanding with relevant 

international partners and organisations to facilitate collaboration and enhance 

educational offerings. 

10.8 Alumni Engagement 

Regular contact is maintained with alumni, keeping them informed about institutional 

developments. Alumni are invited to participate in activities and contribute to the 

Institute's growth through their insights and experiences. 

10.9 Staff Performance Evaluation 

Engagement in international cooperation and contributions to community 

development are included in promotion criteria and staff performance reviews. The 

impact of staff on society is considered when evaluating their work.  
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Appendices 

Appendix A - Academic Integrity and Freedom Policy 
Introduction 

The Academic Integrity and Freedom policy is essential for EIoT, ensuring the 

advancement of knowledge, the pursuit of truth, and the personal and intellectual 

development of staff and students. This policy establishes clear responsibilities and 

actions to be taken in cases of academic dishonesty, including plagiarism. 

1.0 Objectives 

The objectives of this policy are to: 

-​ Promote high standards of academic integrity and honesty among students and 

staff. 

-​ Establish clear guidelines for identifying and addressing instances of plagiarism 

and dishonesty. 

-​ Foster an environment that supports freedom of inquiry and expression. 

2.0 Responsibilities 

2.1 Students' Responsibilities 

Students are responsible for upholding academic integrity by: 

-​ Reading and understanding the Institute’s policies before starting their training. 

-​ Completing all assignments honestly and independently or acknowledging 

collaboration where permitted. 

-​ Submitting work on time and properly citing all sources of information. 

-​ Engaging in original thought and expression in their assignments. 

Specifically, during assignments, students are expected to: 

-​ Create and express their ideas. 

-​ Complete all assignments requested for all modules of the chosen training, 

independently or acknowledging collaboration (if allowed). 
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-​ Work transparently and fairly, submitting assignments within established 

deadlines. 

-​ Acknowledge all sources of information. 

-​ Be honest without copying from previous work. 

2.2 Staff and Trainers' Responsibilities 

EIoT staff members are expected to model academic integrity by: 

-​ Structuring coursework and assignments to minimise opportunities for 

breaches of academic integrity. 

-​ Ensuring confidentiality of assessment questions. 

-​ Providing adequate supervision during assessments. 

-​ Teaching students proper source referencing methods for their work. 

-​ Designing original assignments based on module learning outcomes to 

minimise opportunities for academic misconduct. 

-​ Adhering to the Institute’s established policies related to feedback release and 

grading processes. 

-​ Applying knowledge of plagiarism policies when violations occur. 

-​ Evaluating student work fairly and conducting further investigations if 

necessary. 

-​ Sharing detailed information about assignments required for each module with 

students. 

Any discussions among students or between students and trainers must be facilitated 

by staff/lecturers in an open and constructive manner. 

3. Plagiarism Policy 

Plagiarism is defined as presenting someone else's work, ideas, or expressions as one's 

own. Examples include: 

-​ Copying text from sources without proper citation. 
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-​ Submitting work written by someone else, whether paid or not. 

-​ Resubmitting previously submitted work without proper disclosure or 

permission. 

Any form of plagiarism is considered academic dishonesty, is prohibited, and will not be 

tolerated. Consequences may include: 

-​ Failure to complete a course. 

-​ Academic probation or suspension. 

-​ Grade penalties based on similarity percentages identified through plagiarism 

detection tools. 

3.1 Procedures for Addressing Plagiarism 

If a lecturer identifies a case of plagiarism, they can apply grade penalties as follows: 

-​ 15-20% similarity: Grade penalties of up to 10 points. 

-​ 20-30% similarity: Grade penalties of up to 20 points. 

-​ Over 30% similarity: The student will not receive a grade and will be required 

to retake the module following Institute policies. 

If a student repeats a violation of plagiarism policies, the lecturer must report the 

incident to the Didactic Board for further evaluation. 

4. Cheating Policy 

Cheating during any assignment or examination is strictly prohibited. Cheating 

includes: 

-​ Use of unauthorised materials during assessments. 

-​ Communication with other students during assessments. 

-​ Impersonation or sharing answers with others. 

4.1 Consequences of Cheating 

If a student is found cheating, consequences may include: 

-​ Failure in the examination or assignment. 
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-​ Re-sitting for the examination at a later date. 

-​ Penalties similar to those applied for plagiarism. 

5.0 Reporting Procedures 

Lecturers are responsible for checking student submissions using plagiarism detection 

tools (e.g., Turnitin). Any identified cases must be reported to the Didactic Board for 

further investigation. 

6.0 Confidentiality 

All information regarding academic integrity violations will be handled confidentially, 

with details disclosed only to relevant staff members involved in the investigation. 

Conclusion 

EIoT is committed to maintaining high standards of academic integrity and freedom, 

ensuring that all members of the Institute community understand their responsibilities 

and the importance of upholding these values. This policy provides a comprehensive 

overview of academic integrity at EIoT, detailing responsibilities, definitions, 

procedures for addressing violations, consequences for breaches, and confidentiality 

measures. You can include this as an appendix in your quality manual for easy 

reference. 
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Appendix B - Equality and Diversity Policy 
Introduction 

EIoT is committed to equality and diversity as fundamental principles to ensure an 

inclusive and welcoming online learning environment for all students, staff members, 

and lecturers. This policy applies to all activities and procedures conducted by any 

department of the Institute. 

1.0 Definitions 

-​ Age Discrimination: Unfair treatment of a person based on their age or age 

group. 

-​ Bullying: Refers to workplace bullying or harassment. 

-​ Disability: A physical, mental, or sensory impairment, total or partial, that may 

hinder full and effective participation in society on an equal basis with others. 

-​ Discrimination: Treating an individual or group less favorably due to prejudice. 

It can be direct or indirect, conscious or unconscious, in the employment or 

education environment. 

-​ Diversity: Differences in race, gender, ethnic or cultural background, physical or 

mental ability, age, religion, and sexual orientation. 

2.0 Principles 

EIoT is committed to being an equal opportunity institution. The Institute works to 

recruit employees and students from diverse backgrounds and promote inclusivity. The 

core principles of EIoT include: 

-​ Treating all individuals fairly, with respect and without discrimination. 

-​ Ensuring that the admission process (for students) and recruitment process (for 

lecturers) are conducted transparently and non-discriminatorily. 

-​ Designing and delivering training using inclusive and accessible teaching 

methods suitable for students from different backgrounds. 

-​ Providing a learning, working, and social environment based on merit and free 

from bias. 
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-​ Fostering an educational, social, and professional environment where every 

individual perceives equal opportunities to realise their potential. 

-​ Offering student support to anyone who requests it, guiding them to achieve 

their educational goals. 

-​ Making reasonable adjustments for students with special needs or disabilities. 

●​ Defining and assuring that policies and procedures are followed to guarantee 

fair treatment for everyone wishing to work or study at the Institute. 

●​ Promoting equal opportunities for all individuals. 

●​ Taking prompt action in response to any instances of discrimination or 

inequality. 

All staff members, lecturers, tutors, governance bodies, and students of EIoT are 

responsible for ensuring that these policies are respected. They are shared during the 

induction session, and periodic meetings with different groups are organized to 

reinforce these principles. 

3.0 Implementation 

EIoT will implement this policy through: 

●​ Regular training sessions for staff on equality and diversity issues. 

●​ Monitoring recruitment processes to ensure compliance with equality 

principles. 

●​ Providing resources and support for students with diverse needs. 

4.0 Reporting Procedures 

Any incidents of discrimination or breaches of this policy should be reported 

immediately. The Institute will handle all complaints confidentially and take 

appropriate action based on the severity of the incident. 

5.0 Review 

This policy will be reviewed regularly to ensure its effectiveness and relevance. 

Feedback from staff, students, and external stakeholders will be considered during the 

review process. 
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Conclusion 

EIoT is dedicated to creating a culture of equality and diversity that enhances the 

educational experience for all members of the Institute community. By fostering an 

inclusive environment, EIoT aims to empower individuals to achieve their full 

potential. This structured policy provides a comprehensive overview of EIoT's 

commitment to equality and diversity while outlining definitions, principles, 

implementation strategies, reporting procedures, and review processes. You can 

include this as an appendix in your quality manual for easy reference. 
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