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Welcome to MCAST

Dear Students

MCAST welcomes yan boardand congratulates you on choosing our College to further your studies

and training in one of our vocational sectors from Level 1 to Level 8. Your determination to further your
studies by choosing one of our 190 courses available in six different Instituteéhis academic year
motivates us to give you our full support in harmonious collaboration with our dedicated MCAST lecturers
and administrative staff. We aim to ensure that you work enthusiastically towards acquiring your desired
gualification in youmpreferred vocational sector to join themployment workforce in due time.
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educators are further supported by a host of services and other actitfitagsnclude sports, chaplaincy,

and personalised student services.

These include counselling, career guidance, &®y Skills subjects to consolidate your character
formationas a valuable member of our society. Our Studenttdabses on assisting yoo explore better

ways of fulfillingtrue potential in life. Becoming responsible citizeém®ur society is a leading value that

reflects how MCASSupports the local community through the education of its future leaders in the
various employment sectors.

During this year, MCAST is celebrating its twentieth foundation anniversary. Thousands of students have
already benefitted from our institution, mainly inspired By & Y2 dG2Y W{cOMKNRAMKS i
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achievements and challenges, lead you to mature into an esteemed member of the local workforce
gradually. Thus, with great pride and satisfaction, MCAST is instrumental in developing students as
persons, citiens, and professionals. You have now committed yourself to form an active member of our
community.

Once you enter our premises, you are immediately struck by the developments taking place to shape the
immediate and future College resources. The MCAST Bdd&dvernors and Management have a clear
strategy for the next five years (2022027). As a team we are bound to take the next most important

steps to move ahead in sync with what industry and the world of employment indicate as essential for
your future. MCAST is committed to equipping you with the best updated academic, training and life skills

that guarantee your success in your future. The MCAST Strategy will make your dreams come true.
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We invite you to take advantage of the different opportunit@soffer at MCAST during your stay at our
college. Workbased learning opportunities, particularly apprenticeships, ERASMId&hanges, college
based student associations, the MCAST Students Council (KSM) and sports are sloengaoibus
activities whith may be an essential part of your personal development.

We would like you to grow and develop your talents while staying with us. Your hapginesgh self
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will somehow determine the success of your future life.

We wish you a most successful experience at MCAST

Prof lan RefaldMCAST

President of the Board of Governors

Prof Joachim James Calleja

MCAST Principal and CEO



Welcome to thelnstitute for Education

Dear Students,

I would like to give all of you the warmest welcome to the Institute for Education!

We are a professional team that strives to provide a distinctive learning experience to educators and to
those who want to start a career in education. Tfiehas been founded in 2015 with the aim of creating

a hub for educators, a place where they cascdis, debate, analyse and express themselves and their
professionalism without any reservations. THE& prides itself of the fact that it offers continuing
professional development for all those teachers who know they need to keep improving their
competencies to remain relevant in this perpetually evolving globalised and digital world. It also boasts
that it has developed the whole pathway through the qualifications offered to create the professional
teacher. In so doing, it has elevated the teachingustatince supply teachers at any level can now find

the pathway that suits them according to their present qualifications, apply for the right qualification,
study and as soon as the qualification is successfully completed, one would be eligiblefostiloa of

regular teacher.

At the IfE one will experience the personalised approach we adopt since we firmly believe that if we
manage to impart a stimulating experience that enriches the educator, this will in turn be transferred to

the students at school. Living on a daily basis an apprtathenhances learning, stimulates the mind
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communities of the highest standard, educational leaders at all levels and instils education with equity
FYR &20Alt 2dzAaGA0SQd

Finally, | must mention whdtas come upon us due to the Co\ifl pandemic. It was unexpected and
extraordinary and yet, the Institute continued with all the courses by transforming all the face to face to
online synchronous or asynchronous sessions. It has also increased the mirséssions and widened

the audience. We were prepared, not for the pandemic but to increase the flexibility and the accessibility
since we are forwardboking, proactive and value the needs and the time ofstudents. This could only

happen because théeam at thelfE is cohesive and determined and has a -danattitude and the

lecturers who give service witls areprofessional and go out of their way to be the best possible.

So once again welcome to our institution which we are determined to mdkeliyyours as well.

I wish you all the best in your studies.

Ms Joanne Grima

Chief Executive Officer
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About this Handbook

The first step oryour road to success is to read this handbook. Here you will find all the important
information you need to support you throughout your studies at MCARTIfE rules, regulations,
policies and procedures; academic matters; important dates and contastejell as the various
services and facilities available.

In case of a possible conflict in the interpretation of the contents of this handbook, the documents
available on theICASTvyww.mcast.edu.mt and fE (ttp://www.ife.gov.mt) websites will be final

and bindingAdherence to procedures and regulations is a must to ensure order and smooth running

of the institutions.This will augur a serene campus life and an enrichipgéencefor all students

MCASTuidelines, updatedh line withadvice fromthe appropriate authorities, may be accessed

at https://www.mcast.edu.mt}, http://www.ife.gov.mt/

To provide universally accessible vocational and professional education and training with an

international dimension, responsive to the needs of the individualtaedeconomy.

The Institute for Education promotes high quality education for educators and learners at all levels,
and by collaborating with stakeholders, it fosters learning communities of the highest standard while

instillingeducation with equity and social justice.

The College fulfils its mission by ensuring all programmes are designed, validated and periodically
reviewed with the involvement of staff, students, industry and other stakeholders to eribate

their expectations are met, and even exceeded, when realised.

The College aims to achieve this by committing to a structured Quality Management System that

fulfils, as a minimum, the requirements of the National Quality Assurance Framework forrramthe
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Higher Education and, where applicable, other international standards in order to ensure continuous

improvement.

IfE has a Quality Management System which makes an effective contribution to the attainment of
0 KS Ly a (tagic qeanSandi whighiishfports the academic planning process. The ultimate
purpose, underpinning this systemjiBQa 2062S OG0 A GBS G2 LINRBRdzOS GKS o0Sai
IfEunderstands that it is crucial to keep abreast of external developments and best practice in further
and higher education and sees this as part of being acséfal academic community which
evaluates and enhances its quality assurance proceduresotogie that culture. The maintenance
and enhancement of the academic standards of the IfE depend primarily on the commitment of all
staff to constantly evaluate and reflect on the quality of the educational experiences provided for
students.
The main priniples underpinningfEQa ljdzZt £t Adé& FyR &aidl yRINRa&a L32fAde |1
1 Quality assurance and enhancement are best achieved through the fostering of an ethos of
critical selfreflection in partnership with students;
1 Employees and lecturers & haveresponsibility fo enhancing the quality of the learning
experience of their students, whilst acknowledging that students, as adult learners, will take
responsibility for their own learning;
9 Collegiality and rigorous, external peer reviews are a means to identify areas for
improvement, to foster collaboration and the exchange of best practice;
f  The recurrent evaluation of its academic standards is at the hedff@fa LIN2 OSRdzNBa T
1 The harmonisation of all its procedures;
{ Students and other stakeholders are key contributdrg G KS aKFLIAYy3 2F LFTI9Q
mechanisms in the area of quality and standards
All policies and procedures relating to quality and standards are subject to regular review to ensure

their ongoing fitness for purpose in a rapidly changing interndlexternal environment.
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The six MCAST Institutespvering Applied Sciences, Creative Arts, Engineering and Transport,
Business Management and Commerce, Community Services, Information and Communication
Technology, as well as the Gozo Campus, provide all the technical and professional expertise required
to deliver the programmes they offer and maintain their position on the forefront of all the fields of
study pertinent to their disciplines.

To strengthen the focus on the different needs of students in the various disciplines, MCAST has
organised its progimmes in two diverse study areas: Technology and Applied Sciences; and, Arts
and Social Sciences, each falling within the remit of a Deputy Prirfsiipailtaneously, we have gone

the extra mile and set up an Applied Research & Innovation Centre withitsG&support applied
research carried out at MCAST and to ensure that it is relevant to industry and the country's needs,
as well as publishabl&his corporate structure enables the College to create focused strategies that
address your specific needshile maintaining a proactive dialogue with all interested stakeholders

in order to provide the best programmes for the country's seagonomic needs.

In the field of Technology and Applied Sciences, MCAST offers amBndfudio of courses that will
empower our graduates to engage with a falgtveloping social, economic and political scenario that

is becoming continually more driven by cutting edge technology. The range of courses is extensive,
inabidby MCASTtoregpd®R (12 2dzNJ a20ASGeQa FlLad RSOSt2LIVSyd |
related to electrical, electronic, mechanical, auto, aviation, and marine engineering processes in the
engineering field. In the transport sector, we offer courses related to logistitsrenmanagement

of maritime and aviation transport systems. We are currently also developing further the range of
programmes related to the building and construction industry, including the conservation of our rich
architectural heritage. Our College alsifers education and training related to the fast developing
world of ICT in all its forms

and colours. Courses range from computer systems and networks to the development of front end
and back end computer software, including mobile apps, gaming angpjili€ations and solutions

for innovative business development. The COIABituation has brought to the fore the critical role
played by nurses and paramedics in general in contributing to the national health service. At MCAST
we offer programmes in thdield including a BSc in Nursing, enabling our graduates to find
employment in the sector. We also cultivate the area of environment protection and management,
horticulture and animal management. This rich educational offer is also-raiugng in level ah

scope. Our Technological and Applied Sciences institutes offer part time and full time programm<aj
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the small but vibrant MCAST Gozo Campus. We strive to afferlistic education, providing our

students with the technical and cultural competencies to contribute to a better quality of life in fast

changing world. We entice you to become a part of our learning community so that you can also

contribute back to soety during and after your studies with us.

Dr Mario Cardona

Deputy Principal Technology and Applied Sciences

Arts and Social Sciences

As the leading institution in vocational education in Malta, we take pride in preparing our students
for the future, not only visa-vis the changing labour market but also empowering them to grow into
lifelong learners and active citizens with a sense of individual and social responsibility. We strive to
deliver study programmes that are holistic in nature andichhprovide the student with the
opportunity to learn from realife experiences through work based learning. Thanks to our dedicated
staff in both the arts and social sciences, we provide an environment which enables your individuality

and creativity to burish making the MCAST community a true celebration of diversity.

Dr Tatjana Chircop

Deputy Principal Arts and Social Sciences

Tackling the challenges our world is facing demands collaboration, a whole sysgenesich and
innovations that generate fundamental and applied research. At MCAST, we help shape the future
by investing in our people, students and staff alike, as well as facilities and capabilities. Our academics
nurture future innovation by conducting interdiscipdiry and impacbrientated research which is
industry driven and supported by our various stakeholders.

As an undergraduate or post graduate student, you are invited to help tackle national, regional and
global challenges by contributing to this researahetwork, forwhichpublication of research papers

must be seen as an important part of the research process and integral to the services offered by the
MCAST Applied Research & Innovation Centre. You will also be involved in our innovation drives
through our EdTecliramework thatlooks at introducing highly beneficial technologies into MCAST

such as Atrtificial Intelligence and Virtual/Augmented Reality.

Dr Alex Rizzo

Deputy Principal Research and Innovation =~
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Your MCASTYour Future

MCAST is the maiWocational Education and Training (VET) provider in Malta, offering a vast

selection of courses, ranging from MQF Intro A to MQF/EQF Lewetlifferent subject areas.
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MCASTstrives to provide the best curricula and learning pedagogies for yoaddyessing your

specific needs and preparing yboth for the world of work and furthering your education within

the lifelong learning conceptual framework.
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andadministrative processes and links them with the functionality of a classic resource management

ot V2

and contact management system. The academic processes of your academic life cycle are mapped
digitally in the CLASSTER system, which seamlessly simplifiessgowhile bringing administrators,

lecturers and students together.
Through this management information system, MCAST is in a position to:

1 help you stay on track by keeping you engaged through efficient resources and boosting
your success.

i automate theentire student lifecycle and eliminate the management of disparate systems
thereby improving institutional effectiveness for your benefit.

9 accelerate institutional growth by reaching out to and attracting more students, as well as

building and nurturingelationships with alumni and stakeholders.

MCAST programmes of study prepare you with the right knowledge, skills and competences, enabling
you to take up technical positions in industry or to progress to graduate studies. As undergraduate

and postgraduate students, you will be both academicalgppred and practically trained to satisfy 00
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the needs of industry at the highest of levels. To this end, MCAST strives at providing students with
work-based learning experiences that enable them to consolidate the knowledge gained into

competences that areaiquired by industry.

Mr Ronald Curmi
Deputy Principat Academic Management of Students and WBdsed Learning

Our goal is to provide relevant programmes, helpful links, educational resources, new information,

upcoming events and all that is necessargupport you along your journey at MCAST and beyond.

The LSU collaborates closely with the Institutes to ensure that learners receive the necessary
academic support to acquire basic skills in English, Maltese, Mathematicsthed key skills.
Through different teaching and learning strategies, the LSU helps learners to become more

autonomous and independent as they progress to higher levels.

The LSU provides learners at all levels with individual or synalip

support in specific subjects or areas of development. Support in the form of weekly sessions is
available upon demand, wherein learners receive the assistance required in specific literacy skills,
speaking, reading and writing practice, coaching e tplanning of assignments and other

coursework, as well as guidance on how to manage studies. Requests for any other additional support

will be considered.

ZThe LSU also offers Subject Proficiency Assessment (SPA) language courses

in Itdian, French, German, Spanish and Chinese as well as Maltese as a Foreign Language.
T:2398 7514/7518
E:lsu@mcast.edu.mt
Mr Duncan Vella
Deputy Director
Learning Support Unit and Key Skills Unit

InclusiveEducation Unit (IEU)

MCAST aims at creating an inclusive environment where learners are provided with the educational
support required to develop their full potential. Students wiglarticular needs or disabilities

(including dyslexia, autism, visual/h@ay impairmentetc.) are registered with the IEU through an ©
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online application followed by a meeting to discuss their needs further. IEU services spread over all

levels and institutes, reaching out to all IEU students

Services Include

9 Access Arrangements
Individual LSE Support SessidndVialtese, MathsEnglish and General Support
In-Class LSE Support Sessi@ingo A to Level 3 depending on group abilities)

MAP Sessiond 2 ARSYGATe aGdRSyidaQ OKIFffSyaSa | yR ac
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Orientation Toursfor studentsto familiarise themselvewith the campus (particularly for
autism, anxiety and orientatiorelated needs)

Peer Preparation Sessiong foster classmates respeahd encourage support

Multi -Disciplinary Supporthrough liaison with other support services.

Transportfor mobility impaired students

Personal Assistant®r students with considerableotor skills difficulties

Student Needs Notificatiorio the respective management and lecturing staff

= =4 A 4 A -

Reasonable Accommodatioon a case by case basis

Documentgequired for IEU registration
Psychological Report
Occupational Therapy Report

1
1
1 Medical Evidence
1 Matsec / ADSC Confirmation letter regarding access arrangements
1

Individual Education Plan (IEP)

To start your IEU registration process, please completédime below, and we will contact you blec

http://forms.office.com/r/PwvEmpxf2G

A: Inclusive Education Unit, MCAST Main Camipasl|a, PLA 9032
T:2398 7127/7237

E:inclusiveducation@mcast.edu.mt

Mr Joseph Zammit
Deputy Director

IEUInclusion & Support

=
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The Office of the Registrar provides leadership and recommendation to the Priangb&resident

in terms of academic policies and is your point of reference in all matters related to registration,
progression and certification. It is accountable for the efficient management and maintenance of all
pertinent student records such as entrgquirements, personal student information, attendance,
performance and other relevant data; as well as the effective and efficient delivery of service where
student records are concerned.

In addition to the maintenance and evaluation of student recortl& Office of the Registrar is
responsible for a wide array atademic support duties and responsibilities, such as preparation and
implementation of the academic calendar, requirements and procedures in enrolment and
application, stipends and the interpiaion of academic policies including the evaluation of credits/

loads earned and academic requirements for your graduation.

Ms Maria Pace

Director¢ Registrar

Regulations and procedures are the cornerstarfeany society and a statutory requirement for
education and training organisations. They are important and necessary for the promotion of an
orderly and inclusive environment in which everyone may feel safe and at ease. At the same time,
they define the ights and responsibilities of MCAST students. Being a vocational education and
training Institution, MCAST prepares its students directly for the world of work. To this end, the

establishment and respect of such rules is even more significant.

Ing PierreDalmas

Director¢ Quality Assurance

f”



The latest version of the official Policies, Procedures and Regulations as well as Forms are available

online either athttps://www.mcast.edu.mt/collegedocuments/or https://bit.ly/3wxg1CFE

You should be familiar with the pertinent documents below since they include the ragids

obligations of both staff and students.

Doc350: MCAST IfE Joint Award Programme Regulations
MCAST Doc 188: ColleyeademidBoard Procedures

MCAST Doc 03Wellbeing HubPolicy

MCAST Doc 030: Drugs and Alcohol Policy

MCAST Doc 038: Student Conducturagns

MCAST Doc 041: Library and Learning Resource Centre (LLRCs) Policy
MCAST Doc 044: Support Services Guidelines

MCAST Doc 055: Career Guidance Palicy

MCAST Doc 74: Research Ethics Policy and Procedure

MCAST Doc 100: Dissertation Guidelines@ratling Rubrics
MCAST Doc 212: lllegal Substance Procedure

MCAST Doc 246: LSU Provision of Additional Support Process
IfE: Internal Verification Policy

IfE: Course Patrticipants' Grievance Procedures

IfE: Course Participants' Complaints Policy Rratedures

IfE: Academic Dishonesty and Plagiarism Policy and Procedures
IfE: Recognition of Prior Learning Policy and Procedures

IfE: Contract for Service Policy

IfE: Course Participants' Induction Policy

IfE: Electronic Devices Policy

=A =4 =4 =4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 |4 4 I

IfE: Equal Opportuties Policy and Procedures

FT


https://www.mcast.edu.mt/college-documents/
https://bit.ly/3wxg1CF

Whilst all the regulations are important, the MCAST IfE Joint Award Programme Regulations (Doc
350) are the main regulations that provide detailed information, which is vital to your academic life
at MCAST and include infortien on:

1 Student Behaviour and Academic Conduct;
I Attendance Regulations;
I Assessment Regulations;
1 Placements;
1 Progression Guidelines.
The regulations are available on the Providers' websites as follows:

- MCASThttps://www.mcast.edu.mt/collegedocuments/

- IfE:Policies and Procedures

We welcome you to the Institute of Community Services.

My team and | strive to put together a positive academic and professional journey for each and every
one of you. We understand the importance of addressagh student's needs to ensure that you

feel supported and encouraged every step of the way.

We want our students to become an asset to the workforce within the industries of Health and Social
Care, Early Years, Sports, Hair, Beauty, Inclusive Educatddisciplinary Forces. For this reason,
our courses are aimed at providing you with the necessary tools to ensure you are well equipped for
a successful career.

| encourage you to take an active part in the different activities organised throughout tre ye
Participating in college and institute events enriches this educational journey making it a deeper one,
bringing students and staff together. This educational experience means much more than passing
assessments; it entails working hard and strivingdar high whilst building bridges with the industry

you intend to join eventually. Placements and industry contact can take different forms, yet it all
provides a unique opportunity to make a positive impression that will come in handy one day. For
this reason,| recommend you take these opportunities seriously. | wish you all the best in your

chosen area of studies.

Ms Ann Marie Cassar

Institute Director
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https://www.mcast.edu.mt/college-documents/
https://instituteforeducation.gov.mt/en/Pages/Policies%20and%20Forms/Policies-and-Procedures.aspx
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To embrace a learning culture that promotes sedfrth and an inclusive approacbased on

reciprocal respect, to hone a sense of responsibility and citizenship.

Hair and Beauty Salons: These salons offer services, at reduced prices, to ICS students and the general
public. Students may also actrasdels for Hairdressing and Beauty students when they do not have
lectures. Opening times and prices are available at the ICS Reception.

Student Representative: Each group selects a class representative to be the voice of the students,
whilst also providig a fast and effective way to disseminate information. The class representative
liaises with the Administration and the lecturers on any matters related to the particular group
represented.

Communication: We encourage you to come forward with any issue®mcerns that you might

have so that we can assist you. The ICS Administration, Management and Academic Staff are available
during college hours through the Community Services main reception desk or you may contact us on
2398 7550. We assure you that wel do our utmost to help you in a professional manner, whilst
respecting your decisions and confidentiality.

Our main communication tool is the MCAST Classter system. It is highly recommended that you check
this daily to enhance the communication procesdl matters pertaining to the Institute and your
course will be communicated to you via MCAST Classter system. We also recommend that you go
through the MCAST handbook thoroughly to better understand and follow MCAST procedures and

regulations.
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The Institute for Education (IfE) was originally set up as an Institute in April 2015 by virtue of Legal
Notice 140 of 2015 and amended in Legal Notice 240 of 2015. IfE was then reconstituted as an Agency
by virtue of Lgal Notice 243 of 2017.

As a further and higher education institution, IfE provides initial teacher training and professional
development that cultivates 21st century skills and competences in educators at all levels of
leadership. It also aims to infuse@ty and social justice within all its programmes. IfE develops
accredited programmes that are flexible and can be delivered through different methods such as
faceto-face lectures as wedls online and blended learning.

IfE is licenced by the Malta Fuethand Higher Education Authority (MFHEA) as a Further and Higher
Education Institution with licence no: 20:086. It offers various training programmea®m MQF

level 4 to MQF level 7.

In line with its ethos, IfE is committed to the key principles of gommnd social justice and strives to
enhance accessibility for the professional learning for all educators. IfE also investslandife
learning to cultivate skills and competences which enable individuals to rise to the challenges posed
by an everchandng society. It fosters a philosophy whereby course participants are encouraged to

explore their potential whilst also empowering them to achieve personal and collective growth.
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