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The Malta Crafts Foundation

The Malta Crafts Foundation is a public organisation, established in 2021, dedicated to enabling 
the preservation, appreciation and sustainability of Maltese artisanal products and skills.

Mission Statement
Its mission is to generate national and international awareness towards Maltese artisanship 
through educational and promotional efforts, and to stimulate innovation by nurturing an 
ecosystem which allows artisans to embrace current challenges and transform them into 
opportunities to ensure the sustainability of the artisan sector, particularly traditional crafts.

Contact Details
Malta Crafts Foundation
Ta’ Qali Artisan Village
Attard ATD4000

+356 22061840

info@maltacrafts.org

www.maltacrafts.org

mailto:info%40maltacrafts.org%20?subject=
http://www.maltacrafts.org


4

Malta Crafts Foundation
Internal Quality Assurance Policy

Standard 1: 
Standards for Internal Quality Assurance

This document is publicly available and can be downloaded from the Malta Crafts Foundation 
website. The document addresses the 11 standards outlined in the Guidelines for External Quality 
Assurance Audits of Further Education Institutions and Further Education Centres. This policy is 
enacted in all aspects by the Head of the Centre and CEO of the Malta Crafts Foundation and 
assisted by the Course Coordinator, who reports directly to the Head / CEO. 

The Course Coordinator has a degree in Education and holds a Master’s degree. In addition to 
this, the person in charge has various years of experience in teaching in an Opportunity Centre, 
together with years of experience designing and writing curricula and programmes, who falls 
in the Applied bracket. Amongst the works done which were accredited by the DQSE are the 
Programmes Clay Sculpture Modelling MQF 1,2,3, and Gilding MQF 1,2,3. After serving in State 
Schools, those of Verdala Boys Secondary School and Santa Venera Boys Secondary School, Mr 
Karl Parnis joined the Curriculum Department, under the guidance of Mr Tano Bugeja, who at that 
time was the Director of the Curriculum Department. Karl joined Ms Ninette’s Sammut team, which 
at the time was doing in-house accreditation of Educational Programmes, mainly those hands-on. 
Karl wrote Gilding MQF 1,2,3 which was launched as a pilot project in Tal-Ħandaq. Students in year 
9 used to choose Gilding with Accounts, with Chemistry, etc. This was so successful that MCAST 
agreed that a Level 3 in Gilding could be considered favourably for the entry requirements, like any 
other subject. To top it up, MCAST offered Gilding in MQF level 4 so that the students can further 
their studies in the subject.

The organisational chart of the Malta Crafts Foundation includes Mr Elton Micallef - CEO; Mr Karl 
Parnis - Strategic Events Planning and Coordination (Course Coordinator); Ms Marita Portelli - 
Strategic Events Planning and Coordination; Mr Chris Galea - Communications Coordinator; and 
Mr Shawn Zammit - Operations Manager. Being a small team, clear lines of communication exist 
between the different units of the entity. 

The Centre’s IQA policies and procedures will be periodically reviewed to reflect changing needs 
and trends.

Academic Integrity
The Centre commits itself to academic integrity and has procedures in place against academic 
fraud and against intolerance of any kind or discrimination against either students or staff.

Academic Fraud

The Centre, in order to uphold its academic integrity, will implement strict policies and procedures 
to prevent fraud. This information will be communicated to all students and staff. The following 
points must be followed, particularly when dealing with plagiarism: 

Types of Plagiarism

a.	 Direct copying: Taking text word-for-word from a source without using quotation marks or 
providing a citation.

b.	 Paraphrasing without citation: Rewording someone else’s ideas and presenting them as your 
own, even if only a few words have been changed.

c.	 Improper citation: Failing to cite sources for ideas, data, images, or text, whether from print or 
online materials.
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d.	 Self-plagiarism: Reusing your own previously submitted or published work without proper 
citation or substantial modification.

e.	 Submitting purchased or shared work: Submitting work that is not your own, such as a friend’s 
assignment or an essay written by someone else.

Guidelines to Avoid Plagiarism

Students will be provided with a set of guidelines to help them avoid plagiarism:

a.	 Cite all sources: Always acknowledge any information, ideas, or wording that are not your own.

b.	 Use quotation marks: When using a source’s exact words, enclose them in quotation marks 
and include a citation.

c.	 Paraphrase and cite: If you rephrase someone else’s idea, you must still cite the original source.

d.	 Be original: Write in your own voice and develop your own analysis and arguments, using 
others’ work only to support your points.

e.	 Keep records: Keep track of your sources throughout your work to avoid accidentally omitting 
citations later.

Reporting and Consequences

The following procedure will be followed if a case of Plagiarism emerges. Those who suspect 
plagiarism are asked to:

a.	 Prompt reporting: Promptly report any suspected violations to the Course Coordinator.

b.	 Gather evidence: Collect evidence in a clear, unbiased manner. This can include screenshots, 
reports from markers, or statements from individuals with direct evidence of the fraud.

c.	 Avoid confrontation: Any suspicions should be reported without being confrontational, 
understanding they are not the final decision-maker.

d.	 Due process: Ensure a fair and unbiased investigation process that respects the student’s 
rights. 

The following resolution and consequences will be followed if a case of Plagiarism emerges:

a.	 Fair consequences: Fair sanctions will be implemented that are fair, and focused on student 
learning and a commitment to integrity.

b.	 Decision-making body: This body, consisting of the management of the Centre, has the 
authority to make a final decision and impose sanctions for academic misconduct.

c. 	 Learning and support: The Centre will respond to the violation in a way that reinforces the 
values of the academic community and educates the student on the importance of integrity. 

Consequences might include:

a.	 Academic penalties: This can include a failing grade on the assignment or in the course.

b.	 Disciplinary action: Depending on the severity and institution, consequences can include a 
formal record of the incident, suspension, or even expulsion.
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The Centre will try to design assessments that are less susceptible to fraud. This could involve a 
reduction of opportunities for cheating, such as changing how and when assessments are taken. 
It will adhere to legal and regulatory standards, conduct regular audits, and maintain transparent 
records to mitigate the risk of fraud and maintain its reputation. 

Intolerance to Discrimination
The Centre is committed to providing a safe, inclusive, and respectful learning environment for 
all people. We will not tolerate any form of intolerance, discrimination, or harassment toward 
students, staff, or visitors. Every individual - regardless of background, beliefs, abilities, or identity - 
will be treated with dignity and fairness. Clear procedures will be in place to address unacceptable 
behaviour promptly and effectively. By fostering an atmosphere built on understanding, equality, 
and mutual respect, the Centre aims to ensure that everyone can learn, teach, and create freely. 
Our commitment to inclusion is essential to preserving the integrity and values of the crafts 
community.

Procedure to Prevent and Address Intolerance or Discrimination

1.	 Clear Code of Conduct: All staff must sign an anti-discrimination and behaviour policy upon 
joining the Centre, acknowledging expectations and consequences.

2.	 Reporting Mechanism: A confidential system will be in place where students and staff can 
report discrimination, harassment, or misconduct without fear of retaliation.

3.	 Immediate Assessment: All reports are reviewed within a defined time frame by the Centre 
management. 

4.	 Investigation Procedure: A fair and impartial investigation is conducted, including interviews 
with involved parties, witnesses, and a review of evidence.

5.	 Disciplinary Measures: Depending on severity, actions may include warnings, mandatory 
training, suspension, or removal from the programme.

6.	 Support System: Support is offered to affected individuals, including counselling referrals or 
mediation if appropriate.

7.	 Mandatory Training: All staff will be encouraged to attend training on diversity, inclusion, 
respectful communication, and anti-bullying practices.

8.	 Zero-Tolerance Policy Enforcement: Any proven case of discrimination or harassment results in 
immediate corrective action according to the Centre’s disciplinary framework.

9.	 Monitoring and Review: Annual review of policies and data from reports to identify trends, 
improve procedures, and strengthen safeguards.
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Standard 2: 
Institutional Probity

Homegrown programmes are designed in-house by the Course Coordinator in collaboration with 
experts in the subject. 

Delivery of programmes is done by experts in the subject, trades persons and teachers who are 
serving in, or served in, schools that offer vocational training after an expression of interest is 
issued. Selection of these part-time adult educators is based on years of experience in practising 
the craft, experience in teaching the subject, good police conduct, a good command of the 
subject, a sound pedagogical background and qualifications obtained. 

Applicants for part-time educators must submit the following documentation with their 
application: 

•	 A detailed Europass Curriculum Vitae (CV); and 

•	 A valid Police Conduct Certificate (clean record). 

Eligible applicants may include: Experienced artisans actively practising or with prior experience 
in the craft; and Retired or former trade school teachers with relevant expertise in the subject area. 

Tutors are required to possess:

•	 A minimum of MQF Level 4 qualification in the subject or a closely related field; OR

•	 An equivalent competence may be demonstrated through verifiable professional experience. 
Applicants must provide evidence of at least five (5) years of relevant practical experience in 
the subject area. Such applications will be evaluated on a case-by-case basis by the provider 
to determine equivalency. 

Official documents related to the entity, a list of staff, CVs, financial statements, audited accounts, 
and annual budget plans are kept updated and available for any eventual audits. The Malta Crafts 
Foundation has yearly audited accounts. Regular budget plans are also available. This ensures that 
accounting systems in place are appropriate and fit for purpose. 
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Standard 3: 
Design and Approval of Programmes

Homegrown programmes are designed and developed by the Course Coordinator with the direct 
involvement of stakeholders after a need is felt to introduce a new course. When the courses 
are designed, several stakeholders are involved: artisans from the world of work, students who 
practice the craft, interested parties who have artisanship at heart and above all, experts in the 
field and authorities from the educational sector. 

The procedure for the design of programmes involves the identification of stakeholders who will 
be crucial in the design of the said programmes. The identification of stakeholders will help us 
determine all relevant external parties, such as customers, suppliers, regulatory bodies, artisans 
and the local community. These stakeholders will be contacted to gauge their interest in assisting 
with the design of the programmes, and meetings are scheduled accordingly. After these meetings, 
the information obtained and feedback is inputted. 

Surveys, focus groups, meetings or individual interviews might be organised to collect stakeholder 
needs, concerns, and expectations early in the process. A two-way communication is established, 
so ongoing channels are created for dialogue, such as regular updates, feedback sessions, and 
clear contact information, to foster open communication.

Feedback is then incorporated into the programme document so that the progress and outcomes 
are clearly communicated. The feedback of all stakeholders will be highlighted to show that their 
contribution matters. Information and progress reports with updates will be shared so that the 
information gathered will be used in the best manner possible.

The Course management might need to resolve conflicts and address any disagreements to 
maintain positive relationships. Milestones reached will be acknowledged and celebrated to keep 
stakeholders engaged and motivated. 

The programme design starts with the very basics, but then starts to increase in level according to 
the level the programme is pegged to. Most of the programmes start with MQF level 1, and their 
content is mainly focused on the students carrying out simple and basic tasks under the teacher’s/
tutor’s supervision. Generally, all the artisanship programmes devised by the Malta Crafts 
Foundation start with lessons which help students get familiar with the subject so that there is a 
development of interest in the same subject. Design and its command are essential in artisanship, 
and special attention is given to design development. All projects start with a design, so it is 
essential that students are given the opportunity to develop their design skills. 

Most of the artisanal subjects make use of specialised tools. Students are made familiar with these 
tools, including their handling, care and maintenance. Tool recognition generally happens in an 
MQF level 1 programme, but handling and maintenance happen in levels 2 and 3 successively. All 
subjects also discuss health and safety issues since most of the programmes are carried out in 
workshops with the use of tools and possible health hazards. 

All programmes are designed in a learning outcome approach, distinguishing between knowledge, 
skills and competencies and defining the expected student workload in terms of ECTS. 

The learning outcomes must be clear and measurable.  These should be defined using action verbs 
(e.g., “analyse,” “describe,” “demonstrate”) that are specific and observable, which are not vague 
or difficult to assess (e.g., “understand,” “appreciate”), prompt a statement completion like, “By 
the end of the session, students will be able to...”. Learning and teaching strategies are designed to 
help students achieve the learning outcomes with Assessment methods which are directly linked to 
the learning outcomes, allowing students to demonstrate their attainment. Assessment methods 
must then be: valid, reliable, fair, and flexible. Assessment criteria will be transparent, and tools 
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like rubrics will be used to show how student work is judged against the outcomes. Formative and 
summative assessments will be used to provide meaningful feedback throughout and at the end of 
the course. 

All the programmes in all MQF levels have assigned projects and tasks. These projects do not 
require students to just submit finished products, but also a documentation of the process carried 
out. The difficulty of the project is set according to the MQF level the programme is pegged with. 
Most of the programmes are intended to equip students with know-how about the craft and 
prepare them to fill in vacancies in the artisanal sector. That’s why practising artisans who have an 
artisan business are major stakeholders in programme/curriculum development.

Once the programmes are finalised, they are then approved by the Head of the Centre. Study-
unit templates are drafted listing content being covered, target group, teaching and learning 
involved, hours of total learning, pedagogical methods and assessment procedures and sent for 
accreditation by the MFHEA. Learning outcomes matching the MQF level are also presented in the 
study programme. 

The Implementation of continuous quality assurance and review is a must to have a professional 
and credible programme; therefore, programmes require collecting and analysing data through 
various evaluations, including student surveys, to measure the achievement of outcomes. 
Programme review and revision based on the evaluation data is used to continuously improve the 
programme. 

Programmes are reviewed periodically after feedback is obtained at the end of the course by both 
the adult educators and students. In this way, students are given the opportunity to contribute to 
the design of the learning experiences.

Through the feedback obtained at the end of the course through the distributed questionnaire, 
students and staff can work together long-term to redesign courses, using student experience to 
inform changes in pedagogical approaches, provide feedback on specific aspects of the course, 
review learning materials to identify areas for improvement in accessibility and inclusivity and 
generate ideas for new initiatives. 

Involvement of Students
Direct involvement of students has various benefits:

a.	 Students offer unique insights into what is effective and what is not, which helps in designing 
better teaching, learning, and assessment methods.

b.	 When students are part of the design process, they develop a greater sense of ownership 
and pride in their educational environment, which can lead to increased motivation and 
engagement with the course content.

c.	 Involving students regardless of their age, gender, and especially those from 
underrepresented communities, helps ensure that programmes and learning materials are 
accessible to all learners and address the diverse needs of the student body.

d.	 The design process encourages students to develop critical thinking, creativity, and problem-
solving skills as they contribute ideas for layouts, activities, and content.

e.	 Student input ensures that programmes are designed in a manner that fully considers the 
student experience, from the content and activities to the assessment methods. 
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Standard 4: 
Student-centred Learning, Teaching, and Assessment

Learning
Programmes will be carried out by part-time adult educators making use of both Active Learning 
and Learner-Centred Teaching. The use of Active Learning and Learner-Centred Teaching is 
important because:

•	 Active Learning: Active Learning is anything that students do in a classroom other than 
merely passively listening to a teacher’s lecture. Research shows that active learning improves 
students’ engagement, understanding and retention of information and can be very effective 
in developing higher-order cognitive skills such as problem solving, critical thinking and 
independent learning.  

•	 Learner-Centred Teaching: Learner-Centred teaching means the student is at the centre of 
learning.  The teacher is responsible for facilitating the learning while the student gradually 
assumes the responsibility for learning. Thus, the power in the classroom shifts to the student.    

In order to evaluate whether the pedagogy being used in the delivery courses is good, the course 
coordinator and head of the centre will observe the lessons being conducted and will use the 
methods below for evaluating pedagogy: 

•	 Analysis of the student outcomes, where the students’ performance is measured by the 
assessment, is compared to the course’s objectives to see if the targeted skills are acquired.

•	 Evaluation of the impact of the training on students’ work or performance in a practical 
setting.

•	 Observation of the learning environment and the student engagement, such as their active 
participation and the extent to which the format suits their learning styles. 

•	 Analysis of instructional materials and classroom records to understand the teaching methods 
and their effectiveness.

•	 Reflection on teaching and materials, by reviewing the pedagogical rationale behind the 
course design to ensure it aligns with the intended goals and educational philosophy and 
analysing the content and delivery methods to identify areas for improvement, which ensure 
they are appropriate for the audience and content.    

Various teaching methods will be used in the programmes, including discussions, individual work, 
pair work, group work, project work, presentations, etc. The various teaching methods will make 
sure that teaching is addressing different learning preferences, student diversity and needs. 

Regularly evaluating and adjusting the modes of delivery and pedagogical methods will also 
lead to Teaching and learning which is “personalised,” as it addresses the distinct learning needs, 
interests, aspirations, and cultural backgrounds of individual students.

Personalised Approach

The Malta Crafts Foundation believes in personalised teaching and learning:

i.	 Student-led pacing and progress: Students move through material at their own speed, 
progressing when they have mastered a concept, rather than waiting for the whole class.

ii.	 Choice and voice: Students can choose content, format, or learning activities that align with 
their interests.
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iii.	 Differentiated instruction: Teachers adjust lessons and materials to meet different learning 
needs. This can include providing different versions of assignments or using small groups for 
targeted support.

iv.	 Competency-based progression: The focus is on demonstrating mastery of a skill or concept 
before moving on, rather than just passing a certain grade level. 

Students have the flexibility to learn “anytime and anywhere,” as the programmes being artisanal 
in nature and practical, will be constructed in a way that student learning can also take place 
outside of traditional classroom and school-based settings, with plenty of practical exercises to 
carry out at home through which they can increase their expertise. A sense of autonomy will be 
instilled in the learners, facilitating personalisation, convenience, accessibility and autonomy while 
ensuring adequate guidance and support from the instructor. 

Students progress in their education when they demonstrate they have learned the knowledge and 
skills they are expected to learn.      

Resources for the programmes will be identified at the design stage and made available for the 
programmes to be carried out in the most efficient way. A limited number of resources will be 
procured by the students themselves attending the programmes or by the adult educator.

Flexible learning paths will respect and attend to the diversity of students and their needs. The 
programmes will also cater for student diversity and special needs. 

Assessment
Assessment criteria provide guidance on how the learners will be assessed to ensure that the 
learning outcomes have been achieved. In this case, the learner’s knowledge and comprehension 
criteria will be assessed through the application criteria.

To achieve each outcome, a learner must satisfy the assessment criteria according to the 
information found in a grid, which is specific to every subject and listed in the study programme.

For every programme, various modes of assessment will be used:

•	 Practical: The practical approach in teaching is a form of instruction that promotes hands-
on learning, real-world application, and problem-solving. It entails going beyond theoretical 
principles and immersing students in hands-on activities that allow them to actively 
participate in, investigate, and experience the subject matter.

•	 Presentation: Presentation skills help create innovative ideas when students come up with 
creative and interesting slides to illustrate their talk. The use of presentation aids makes 
for a much more interesting talk, and the creation of such aids can help develop students’ 
confidence.

•	 Project: One of the main benefits of project-based learning is that it allows students to make 
connections between what they are learning in the classroom and the world outside of it. 
This can make the material more relevant and engaging for students, which can increase 
motivation and improve learning outcomes.

•	 Mentoring: Mentoring in education involves pairing young people with an older peer or adult 
volunteer, who acts as a positive role model. In general, mentoring aims to build confidence 
and relationships, to develop resilience and character, or raise aspirations, rather than to 
develop specific academic skills or knowledge.

In order to ensure fairness in assessment, the assessment is consistent, fairly applied to all 
students and carried out in accordance with the stated procedures. Moreover, an ongoing 
assessment will be carried out. Any ongoing assessment will also be verified by the course 
coordinator through the portfolio of works to ensure fairness.  

•	 Ongoing Assessment: Continuous assessments are meant to refine learners’ skills over time, 
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so they provide feedback through continuous and comprehensive evaluation. This measures a 
student’s learning progress, encouraging improvement throughout the course.

•	 Portfolio: Student portfolios can help students develop adaptable skills that are essential for 
success in the future. By curating their work and reflecting on their experiences, students can 
identify their strengths and areas for improvement. They can learn from their past projects 
and apply those lessons to future endeavours.

Key Principles and Practices to Ensure Fairness in Assessment

•	 Clarity and transparency: Assessments use clear and specific criteria communicated to 
students beforehand, outlining expectations and how work will be evaluated.

•	 Multiple assessment types: Using a variety of methods helps students demonstrate their 
knowledge and skills in different ways, ensuring fairness for diverse learning styles.

•	 Evidence-based judgments: Assessments are based on evidence, and judgments are 
supported by clear and reliable documentation.

•	 Accommodation and accessibility: Reasonable accommodations are provided for students 
with special needs or other challenges, and materials are made accessible.

•	 Timely and constructive feedback: Students receive timely and constructive feedback to 
support their learning and understand the basis of their results.

•	 Systemic fairness: Assessments are fair within the larger system through transparent 
processes, consistent implementation, and checks and audits. 

Teacher Responsibilities

•	 Evaluate student performance: Teachers assess student learning, skills, and performance 
through various tasks.

•	 Design and implement assessments: They create and administer assessments, observe student 
work, and provide direct feedback.

•	 Monitor progress and motivation: They use assessments to monitor student progress, provide 
evidence of their achievements, and boost motivation.

•	 Communicate with stakeholders: They provide assessment information to parents, colleagues, 
and Centre authorities. 

Course Coordinator Responsibilities

•	 Oversee assessment strategy: Plan, design, and manage the overall assessment and 
evaluation of programmes and services.

•	 Support teachers: Support teachers in designing assessments, and help ensure assessments 
align with specific learning goals and Centre goals.

•	 Analyse data: Analyse and interpret data from assessments to identify areas of strength and 
weakness in programmes.

Student Support
Students are provided with adequate support when they come across difficulties. Students will 
have the contact details of the adult educator who will be available to answer queries as the 
programme progresses. 
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For non-academic support, students are to contact the Course Coordinator, who will be available 
to assist in any difficulties the students might have.

Students can send in any complaints directly to the Course Coordinator, who is responsible for 
acting (which can involve discussing with the adult educator himself/herself) or in case of serious 
allegations to inform the Head for the appropriate action to be taken. After action is taken, the 
students making the complaint will be given the appropriate feedback. 

Complaints can be given in oral form or, if of a serious nature in written form. Acknowledgement is 
given in both instances by the Course Coordinator.



14

Malta Crafts Foundation
Internal Quality Assurance Policy

Standard 5: 
Student Admission, Progression, Recognition, and 
Certification

Students are admitted to the programmes after a call for applications issued online. This will be 
done on a first-come, first-served basis, provided that the applicants satisfy the conditions of the 
programme entry requirements. 

The age of 16 is the minimum age accepted for a student to attend this course. Basic literacy in 
Maltese and English, together with basic numeracy skills, are needed to make the student eligible 
for this course and be able to follow instructions and safety guidelines – for example, to carry out 
measurements, read simple design plans or to follow health and safety instructions when asked to 
do so. Since most of the work incurred in the execution of the subject requires hands-on activity, it 
is therefore required that the student have dexterity in tool handling, such as a paintbrush. 

Applicants should show a genuine interest in craftsmanship and design. Applicants meeting the 
above criteria may be subject to an interview to assess their motivation and suitability for the 
course. The interview will shed light on the student who is applying for the course, and this will 
not only help in assessing the suitability of the student to attend the course but also to see if the 
student needs some assistance before the course starts so to proceed with the lessons without 
any hindrance.

The students will be informed of admission via email or telephone, where they will also be informed 
of any resources they need to procure for the programme and additional information to help them 
plan better what is required of them during the programme.

During the admission process, students’ special requirements are considered to make sure that 
both the adult educator and the room setup are not a hindrance but supportive of the learning 
experience. 

Throughout the programme, information on student progression will be maintained by the 
adult educator and reported to the Course Coordinator on course completion for issuing of the 
certificate.

Course transcripts and documents are issued on course completion in line with MFHEA regulations. 



15

Malta Crafts Foundation
Internal Quality Assurance Policy

Standard 6: 
Teaching Staff 

All adult educators need to provide good police conduct. Artisans, whether they are still practising 
or not, retired teachers who used to teach in Trade Schools can also apply for the post. To ensure a 
transparent process for recruitment, an interviewing board will be set up for selection. 

Applicants must submit the following documentation with their application: 

•	 A detailed Europass Curriculum Vitae (CV); and 

•	 A valid Police Conduct Certificate (clean record). 

Eligible applicants may include: Experienced artisans actively practising or with prior experience in 
the craft; and Retired or former trade schoolteachers with relevant expertise in the subject area.

Adult educators must have a minimum of level 4 in the subject in order so that they can teach the 
subject in question. If no certificate showing level 4 is presented, the tutor must present other 
evidence stating that he/she has experience in the subject and hence this can make him/her 
eligible.

Tutors are required to possess:

•	 A minimum of a MQF Level 4 qualification in the subject or a closely related field; OR

•	 An equivalent competence may be demonstrated through verifiable professional experience. 
Applicants must provide evidence of at least five (5) years of relevant practical experience in 
the subject area. Such applications will be evaluated on a case-by-case basis by the provider 
to determine equivalency.

Duties and Responsibilities
The duties of a Part-Time Adult Educator: 

i.	 teaches subject/s assigned based on the learning outcomes; 

ii.	 familiarises oneself with the philosophy of the Malta Crafts Foundation and assists in its 
conceptual development with regard to service provision and other Lifelong Learning 
opportunities; 

iii.	 assists in programme implementation and reviews by providing necessary statistics, record of 
work and other information requested related to appointed tasks; 

iv.	 actively participates in ongoing training and planning opportunities organised by the Malta 
Crafts Foundation; 

v.	 contributes to the development of courses by working closely with the Education team at the 
Malta Crafts Foundation in developing the learning outcomes of the course, resources and 
assessment tools; 

vi.	 works closely with the Education team at the Malta Crafts Foundation in developing and 
implementing effective approaches to motivate and support adults to become lifelong 
learners; 

vii.	 assists the Education team at the Malta Crafts Foundation Education in programme research, 
implementation and review; 
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viii.	 adheres to established working procedures while contributing to on-going development of 
such; 

ix.	 takes an active part in the continuous assessment of adult learners and records outcomes of 
such professional intervention; 

x.	 works closely with other adult educators involved in the delivery of similar courses to identify 
effective modalities to i. mobilise the strengths, potential and expertise of adult learners; ii. 
enable adult learners to identify and meet their learning needs; iii. ensure standardisation and 
quality assurance of learning as instructed by the Malta Crafts Foundation, together with the 
MEYR, MCAST or other institutions that disseminate VET subjects teaching;

xi.	 engages adult learners in a process leading to an enhanced lifelong learning journey that 
benefits both themselves as individuals and collectively as citizens; 

xii.	 attends CPD sessions to be supported in innovation in pedagogy and new technologies;

xiii.	 cares for equipment available in the centre so that it is maintained in good condition; 

xiv.	 undertaking any other duties which may be updated to meet the requirements of the Centre/
programme as confirmed by the CEO of the Malta Crafts Foundation / Head of the Centre; 

xv.	 agrees to being observed by the Course Coordinator and Head of the Centre periodically for 
feedback on teaching performance and the learning experience. 

Personal files and CVs of staff will be kept, maintained, and updated and readily available for any 
audits. 

Feedback from students will also be obtained at the end of the programme. This feedback will be 
discussed with the adult educator for pedagogical improvement. 

Procedures

The respective procedures will be communicated to both teachers and observers prior to the 
commencement of observation. 

During the observation, the teacher will be asked to:

i.	 Focus on the students and remember the purpose, which is to ensure students remember the 
key learning points, not just to complete an activity.

ii.	 Prepare and plan the lesson with clear objectives and be ready to explain the purpose and flow 
of the lesson during the observation.

iii.	 Be calm and remember that the goal is to help development and improvement. Stress can 
negatively affect both teachers and students.

iv.	 Collaborate with the observer and discuss the lesson’s objectives and goals for the 
observation beforehand. 

The observer’s role will be to:

i.	 Decide what will be observed, which can be more specific than the entire lesson, and make 
sure the teacher agrees on the focus beforehand.

ii.	 Be a supportive presence rather than judgmental. 

iii.	 Be present and document by taking notes to record what is happening. 

iv.	 Focus on the typical classroom practice rather than a potentially unnatural or overly elaborate 
performance.

v.	 Follow up with a post-observation meeting to discuss findings and provide constructive 
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feedback, which is a crucial step for development.

vi.	 Use different tools since a lesson observation is one tool among many. The information 
gathered must be added to other data, such as student work and attainment analysis. 

After the observation, both the observer and the teacher will:

i.	 Discuss the feedback and create a plan for improvement and development based on the 
report.

ii.	 Record the outcomes to ensure follow-up and continuous improvement. 
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Standard 7:
Learning Resources and Student Support

The workshop area where the programmes are conducted is fully accessible and in compliance 
with national regulations. Appropriate physical facilities are available, including equipment to 
address the learning outcomes of courses and a library with a selection of books related to the 
courses on offer. The needs of a diverse student population and the shift towards student-centred 
learning are taken into account when allocating, planning and providing the learning resources 
and student support.

The physical workshop facilities include height-adjustable workstations, storage cabinets and 
wall-mounted storage for tools, adequate lighting, proper ventilation, a first-aid kit, and fire 
extinguishers. The infrastructure includes a reliable power supply and toilets.

Meeting facilities are also available - a room with enough seating for participants, plus breakout 
rooms for smaller group activities if needed. High-speed internet and audio-visual equipment (like 
projectors or screens), comfortable setting, environmental controls and refreshment facilities are 
also available. 

Information about the services available at the Centre will be communicated to the teaching staff 
as well as to the students on the first day of the programme. 

Academic and human support is provided to the students whenever needed. 

Academic difficulties are a common challenge that many students face during their educational 
journey. These challenges can stem from a variety of sources, such as learning disabilities, personal 
issues, or a lack of effective study strategies. Helping students cope with academic difficulties is 
essential for their success and well-being. 

Educators, parents, and counsellors play a crucial role in providing the support and resources 
needed to overcome these obstacles. The Malta Crafts Foundation will do its utmost to help 
students navigate academic challenges and thrive in their studies. 

Providing Individualised Support
One of the most effective ways to help students cope with academic difficulties is to provide 
individualised support. Every student is unique, and their challenges and needs will vary. Tailoring 
support to address these specific needs can significantly enhance their learning experience and 
outcomes.

First, it’s essential to identify the root cause of the academic difficulties. This may involve assessing 
the student’s learning style, identifying any learning disabilities, or understanding personal or 
environmental factors affecting their performance. Once the underlying issues are identified, a 
personalised plan can be developed to address these challenges.

For example, students with learning disabilities may benefit from specialised instruction 
techniques, such as multi-sensory learning or the use of assistive technology. Those struggling 
with time management might need help developing effective organisational skills and creating a 
structured study schedule. Providing resources like tutoring, mentoring, or study groups can also 
offer additional support and help students stay on track.

Communication between educators, parents, and students is crucial in this process. Regular 
meetings and progress reviews can help monitor the student’s development and make necessary 
adjustments to the support plan. By fostering a collaborative environment, all parties can work 
together to ensure the student receives the most effective assistance.
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Encouraging Parental Involvement
Parental involvement is a crucial factor in helping students cope with academic difficulties. 
Parents play a significant role in their child’s education, and their support and involvement can 
greatly influence a student’s academic success and well-being. The Centre will strive to encourage 
parental involvement as much as possible for the benefit of the students. 

One way parents can support their children is by fostering a positive learning environment at 
home. This includes providing a quiet and organised space for studying, setting a consistent 
routine, and encouraging good study habits. Parents should also be proactive in communicating 
with teachers and staying informed about their child’s progress and any challenges they may be 
facing.

In addition to creating a supportive home environment, parents can help their children develop 
important skills such as time management, organisation, and problem-solving. These skills are 
essential for academic success and can help students navigate their studies more effectively.

It’s also important for parents to be aware of their child’s emotional and mental well-being. 
Regular check-ins and open conversations about their feelings and experiences can help parents 
identify any issues early and seek appropriate support. Being a source of emotional support and 
understanding can make a significant difference in a student’s ability to cope with academic 
difficulties.

In cases where external support systems would be needed, students and their parents will be 
offered counselling referrals.
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Standard 8: 
Information Management

The Centre will make sure to keep records of admission records, course participation, retention, 
success and completion rates, and assessment records per course. Profiles of the student 
population will also be held in compliance with Data retention regulations. It is desirable that 
contact will be maintained to gather information about employment and career paths in the 
artisan sector to ensure courses are in line with current market and labour needs. These are 
important to ensure accountability and help the Institute improve and enhance the quality of the 
education provided. 

Vulnerable groups will be followed more thoroughly to overcome any individual factors and 
systematic barriers in order to make sure that they succeed and encourage greater participation. 

A record of student feedback during and after course completion will also be made available 
for future reference to improve the programmes on offer and ensure effective management of 
programmes and other activities. All records will be managed by the Course Coordinator and Head 
of the Centre and stored in a purpose-built database.

•	 Shared responsibility: The Course Coordinator and Head of the Centre will both be involved in 
the management process.

•	 Centralised storage: Records will be stored in a single, purpose-built database, which allows 
for more efficient control and management than a decentralised system.

Archives will give adequate assurance that their contents will be available for 40 years. Only 
students’ names, surnames and academic records for the purpose of issuing academic transcripts 
or certificates shall be kept for a period of 40 years. Other data shall be kept in an anonymised 
manner following the retention period, which is 4 years from the date of graduation. This is in line 
with GDPR. 

Key Principles for Maintaining Clear and Up-to-Date Information
The Centre will adhere to the following principles for clear and up-to-date information:

•	 Review for accuracy and relevance: Regularly check files for accuracy, update information, and 
delete obsolete or irrelevant data.

•	 Limit data retention: Only keep the personal information that is necessary for business 
purposes to reduce risk.

•	 Securely dispose of data: Properly dispose of any information that is no longer needed to 
prevent unauthorised access.

•	 Maintain version control: Use clear date formats and track document versions to avoid 
confusion and disputes.

•	 Restructure access: Ensure that only authorised personnel have access to sensitive 
information. Strong passwords, personal logins, and robust security measures are essential.

•	 Update software and systems: Regularly update software to patch security vulnerabilities that 
could put data at risk.

•	 Train staff: Conduct regular training sessions for relevant staff on data handling policies and 
procedures. Any updates to policies should be followed by another training session.

•	 Use clear and plain language: When communicating information, use concise, transparent, and 
easily accessible language that is free of jargon. 



21

Malta Crafts Foundation
Internal Quality Assurance Policy

Standard 9:
Public Information 

All information related to the courses, such as content, qualifications, fees and selection criteria, 
will be published by the Course Coordinator and made available on the website www.maltacrafts.
org well in advance so that prospective candidates will be able to read through the study 
programmes to make an informed choice before submitting their application for enrolment. This 
will continuously be reviewed to ensure that public information is accurate and up-to-date.

Additonal Information about learning outcomes of courses offered, qualification level and 
number of ECTS, process for teaching, learning and assessment, pass rates, and further learning 
opportunities will be published and publicly available. Events organised by the Centre will also be 
advertised. 

This information will be kept clear and up to date. Through a questionnaire given to students at 
the beginning of the course, it will be made sure that all the information provided is useful. This will 
also identify any missing information. 
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Standard 10:
Ongoing Monitoring and Periodic Review of Programmes

The Centre will maintain ongoing monitoring and review of programmes. The programmes will 
be reviewed regularly through feedback obtained at the end of the course by both the adult 
educators and students. This will ensure that the aims and objectives of the programme are being 
achieved. Actions taken as a result of the review will be communicated to all concerned to ensure 
continuous improvement and will be published online. 

Immediate Actions
•	 Communication of results;

•	 Deepening understanding through follow-up discussions or surveys if needed;

•	 Ownership assigned for each follow-up and timeline set.

Strategic and Structural actions
•	 Recommendations determined;

•	 Decisions made;

•	 Approval sought;

•	 Changes implemented and communicated. 

Feedback
Feedback collected by the Course Coordinator will be discussed internally, and any suggested 
improvements will be planned, executed and implemented for the following programmes. 

Even if feedback is positive, periodic review of programmes will be carried out to identify changing 
needs of students, society, and industry requirements. 

Stakeholders
Other stakeholders will also be included in the review of programmes.

Internal stakeholders

•	 Students: The central figures in the educational process.

•	 Teachers: Responsible for instruction and curriculum.

•	 Administrators: Oversee Centre operations and staff.

External stakeholders

•	 Parents and guardians: Provide support and are invested in their children’s education.

•	 Government officials: Set policies and funding at local and national levels.
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•	 Community members: These include social service providers who affect and are affected by 
the Centre.

•	 Businesses and employers: Hire graduates and can partner with the Centre to provide 
opportunities and resources.

•	 Alumni: Graduates who can serve as mentors and act as ambassadors for the institution.

•	 Non-profit organisations and agencies: Can partner with the Centre to provide additional 
support and resources.
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Standard 11:
Cyclical External Quality Assurance

The Centre will seek continuous improvement and will implement the necessary changes to 
improve the Centre and the programmes on offer, including any recommendations indicated 
after the audit carried out by MFHEA. Any EQA reviews will be made public and published on the 
website of the Malta Crafts Foundation. 
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