
Standard 1: 

Internal Quality Assurance Policy 

At St. Paul's Institute, our commitment to excellence in early childhood education and care is 

upheld by our Internal Quality Assurance (IQA) Policy. Having seven programmes ranging from 

Level 1 to Level 4, our Internal Quality Assurance (IQA) Policy serves as the cornerstone for 

maintaining and enhancing academic and professional standards as we expand our portfolio to 

include the Level 5 qualification. This policy ensures that teaching, learning, and assessment 

processes are conducted with integrity, consistency, and fairness, in alignment with national 

quality frameworks and awarding body requirements. It reflects our dedication to developing 

knowledgeable, reflective, and skilled early years professionals, while fostering a culture of 

accountability, collaboration, and evidence-based practice. 

St. Paul's Institute ensures that our IQA policy document is readily accessible to the public, 

reflecting our commitment to transparency and accountability in maintaining quality standards. 

1. Roles and Responsibilities: 

 

a. Director: Oversees overall operations and ensures adherence to quality standards in 

childcare education. 

b. Administrator: Manages administrative tasks and supports the smooth functioning of 

the Institute. 

c. Tutors: Deliver course content and provide guidance and support to students enrolled 

in the Award in Early Childhood Education and Care program. 

d. Staff Supervising Placement Hours: Ensures students' compliance with placement 

requirements and provides guidance during practical training sessions. 

 

2.  Organigram: 
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3. Steps Against Academic Fraud/Cheating: 

St. Paul's Institute maintains stringent measures to prevent and address academic fraud or 

cheating, including: 

 Regular monitoring of assessments and assignments. 

 Investigation of reported incidents with appropriate disciplinary actions. 

 Promotion of academic integrity through educational initiatives and awareness 

campaigns among students. 

 Students are required to attach a plagiarism report with their assignment.  

 

4. Measures Against Intolerance/Discrimination: 

St. Paul's Institute is dedicated to foster an inclusive and respectful learning environment, free 

from intolerance or discrimination of any kind. These measures include: 

 Establishment of anti-discrimination policies and procedures 

 Training sessions to promote diversity and inclusion. 

 Prompt investigation and resolution of reported incidents related to intolerance or 

discrimination. 

 

5. Verification of Student Identity: 

 

To ensure the authenticity of enrolled students in online settings, St. Paul's Institute employs 

various verification measures such as: 

 Secure login credentials and authentication processes. 

 Regular monitoring of student participation and engagement. 

 Verification checks during assessments or virtual interactions. 

St. Paul's Institute remains committed in upholding the principles outlined in this IQA policy, 

ensuring excellence, integrity, and inclusivity in our programmes.

 



Standard 2: 

 

Institute Probity 

At St. Paul's Institute, we are committed to upholding the highest standards of honesty, 

transparency, and ethical behaviour across all facets of our operations. Our Institute probity 

serves as the bedrock of integrity, ensuring that trust and respect are maintained among 

children, parents/guardians, staff, and others. 

Ethical Behaviour and Transparency: 

Our Institute places a paramount emphasis on ethical behaviour and transparency. Our tutors, 

administrative staff, and management team serve as exemplars, modelling ethical conduct in 

every interaction and communication. By fostering an atmosphere of trust and respect, we 

ensure a conducive learning environment for children and uphold the confidence of parents, 

and guardians in our Institute. 

 

 

1. Recruitment Procedure: 

Our recruitment procedure adheres to rigorous standards to ensure that all staff members, 

including tutors and administrative personnel, are meticulously vetted. This process includes: 

a. Comprehensive investigations to authenticate qualifications, professional experience, 

and educational background. 

b. Structured interviews to assess candidate's suitability, alignment with our Institute's 

values, and commitment to ethical conduct. 

c. Reviewing references and past work experiences to determine the 

trustworthiness and reliability of prospective candidates. 

d. Involvement of a designated board to oversee the recruitment process and ensure 

fairness and impartiality. 

 

Entry requirement for Students: 

 

For Levels 1–4 Programmes: 

1. Age Requirement: Need to be at least 17 years old when the program begins. 

2. Police Conduct Record: Have to provide proof of clean police conduct record to ensure 

the safety of children under their care. 

3. Language Proficiency: Good English skills are essential. They should be comfortable 

communicating in English to engage effectively with course materials, teachers, and 

fellow students. 

4. Identification Documents: Must have valid identification documents, like an ID card or 

passport, ready during the application process. 

5. Interview or Assessment: Conduct interviews or assessments to evaluate candidates' 

suitability for the course. This could involve discussing their motivations, 

qualifications, and experiences relevant to early childhood education. 

6. Digital Skills: Basic knowledge of using smartphones and computers is important.



 

For Level 5 Programmes (Proposed):  

1. Age Requirement: Need to be at least 18 years old when the program begins. 

2. Applicants should have successfully completed a relevant Level 4 qualification in Early 

Childhood Education and Care or an equivalent qualification. 

3. Applicants must demonstrate competence in written and spoken English to engage 

effectively in academic and professional discourse. 

4. Police Conduct Record: Have to provide proof of a clean police conduct record to ensure 

the safety of children under their care. 

5. Language Proficiency: Good English skills are essential. They should be comfortable 

communicating in English to engage effectively with course materials, teachers, and 

fellow students. 

6. Identification Documents: Must have valid identification documents, like an ID card or 

passport, ready during the application process. 

7. Interview or Assessment: Conduct interviews or assessments to evaluate candidates' 

suitability for the course. This could involve discussing their motivations, 

qualifications, and experiences relevant to early childhood education. 

8. Digital Skills: Basic knowledge of using smartphones and computers is important. 

 

Selection criteria for Tutors: 

1. Minimum academic degree relevant to the subject is required. 

2. Previous Teaching Experience: Prior teaching experience in the subject area, ideally in 

a similar educational program, is required. 

3. Industry Experience: Provide real-world ideas and examples by demonstrating actual 

experience in the relevant sector is considered as an asset. 

4. Module-Specific Criteria: If different modules within the program have distinct criteria, 

make sure that tutors/lecturers have the necessary qualifications and expertise to teach 

each module. 

5. Communication Skills: Excellent communication skills are required in order to properly 

express complicated concepts and interact with students. 

6. Teaching Methodology: Show a student-centred approach and the ability to use a variety 

of teaching strategies appropriate for the program's objectives. 

7. Flexibility and adaptability: Be willing to change your teaching approaches to 

accommodate different learning styles and student demands. 

8. Passion & Enthusiasm: Demonstrate enthusiasm for teaching and motivating pupils to 

achieve academic success. 

9. Professional Development: Demonstrate a dedication to lifelong learning and stay 

current on industry innovations. 

10. Student Support: Be approachable and available to students outside of class hours to 

provide guidance and support. 



2. Plan for Engaging a New Head of Institute: 

In the event of a requirement to engage a new Head of Institute, a comprehensive plan will be 

meticulously executed. This plan includes: 

a. Conducting assessment to identify the qualifications, experience, and 

leadership qualities required for the role. 

b. Advertisement of the position through appropriate channels to attract qualified 

candidates. 

c. Screening and shortlisting of applicants based on predetermined criteria aligned with 

our Institute's values and accreditation standards. 

d. Conducting a comprehensive interview process involving relevant team members 

and subject matter experts to assess candidate's suitability. 

e. Selection of the most qualified candidate through a transparent and merit-based approach, 

ensuring alignment with the Institute's vision and objectives. 

 

Needs Assessment for Engaging a New Head of Institute 

 

a. Identifying Qualifications and Experience: 

 

Educational Qualifications: 

 

The new Head of Institute should hold a minimum of a master's degree, preferably in 

education, leadership, or a related field. A doctoral degree may be advantageous. 

 

Professional Experience: 

 

1. Demonstrated leadership experience in an educational or academic setting is 

essential. 

2. A minimum of 2 years of experience in a senior leadership role, preferably as a 

head of department or director, is required. 

3. Experience in strategic planning, budget management, and staff supervision is 

essential. 

4. Experience with accreditation processes and quality assurance in education is highly 

desirable. 

 

Knowledge and Skills: 

 

1. Strong understanding of educational policies, regulations, and trends in the field of 

Early Childhood Education. 

2. Excellent communication, interpersonal, and conflict resolution skills. 

3. Proven ability to foster a positive organisational culture and lead teams effectively. 

4. Ability to innovate and adapt to changing educational landscapes. 

5. Demonstrated commitment to equity, and inclusion in education. 

 

Leadership Qualities: 



1. Visionary leadership with the ability to articulate and implement a compelling vision 

for the institute's future. 

2. Strategic thinker with a track record of successful planning and execution of 

educational initiatives. 

3. Collaborative leadership style, with the ability to build and maintain effective 

relationships with stakeholders, including staff, students, parents, and external 

partners. 

4. Ethical and transparent leadership, with a commitment to integrity and 

accountability in all aspects of institute operations. 

 

3. Consistency in Criteria for Head of the Institute: 

The criteria for selecting the Head of Institute are meticulously defined and consistently applied. 

These criteria are: 

a. Academic qualifications, expertise, and professional experience relevant to the field of 

early childhood education and care. 

b. Demonstrated commitment to fostering a nurturing and inclusive learning environment. 

c. Alignment with our Institute’s values, mission, and educational philosophy. 

d. Compliance with accreditation requirements and regulatory standards to uphold the 

quality and integrity of our programs. 

 

4. Budget Planning Frequency and Involvement: 

St. Paul's Institute conducts annual budget planning exercises to ensure financial probity and 

sustainability. This process involves: 

a. Involving key decision-makers such as the Director, administrator, and relevant Head of 

Departments in collaborative discussions to evaluate financial needs, priorities, and 

resource allocation. 

b. Review and analysis of income streams, expenditure patterns, and anticipated costs to 

formulate a comprehensive budget plan aligned with our Institute's strategic objectives. 

c. Evaluation of past financial performance and forecasting of future financial 

requirements to support ongoing operations, and program development. 

d. Adherence to prudent financial management practices and regulatory requirements to 

safeguard the financial interests of our Institute. 

 

5. Financial Reporting Turnover: 

St. Paul's Institute is committed for transparent financial reporting tailored to our annual 

turnover: 

If our annual turnover is both below and or above €50,000, financial statements are conducted 

by RJV Audit Limited, to ensure transparency and accountability in financial reporting. 



Through these comprehensive measures, St. Paul's Institute demonstrates its unwavering 

dedication to ethical conduct, and financial stewardship. By upholding these principles, we 

foster a culture of integrity, trust, and excellence that underpins our commitment to delivering 

quality in Early Childhood Education and Care programs. 

 

 

2.1. Financial Management and Stability 

At St. Paul's Institute, we uphold the highest standards of financial probity to ensure 

transparency and accountability in all our financial transactions. 

2.1.1. Yearly Audit Accounts and Financial Reporting 

Our financial accounts are audited annually by RJV Audit Limited, our trusted financial 

accountants and auditors. They ensure that our financial records are accurately maintained and 

comply with all regulatory requirements as per the Malta Business Registry, and Malta 

Financial Services Authority (MFSA) guidelines and the Maltese Companies Act. 

2.1.2. Budget Planning and Resource Allocation 

St. Paul's Institute employs a meticulous budget planning process to allocate resources 

efficiently. Our budgeting strategy involves historical data analysis, sales forecasting, and 

market research to ensure realistic and sustainable financial plans. We use this information to 

monitor key performance indicators and make informed decisions to support the long-term 

financial stability of the Institute. 

2.1.3. Insurance 

We prioritise the protection of our Institute and its assets through comprehensive insurance 

coverage by Argus Insurances. This includes general insurance policies and employers' liability 

insurance to safeguard against potential risks and liabilities. By having adequate insurance 

coverage, we mitigate financial risks and demonstrate our commitment to the welfare and 

security of our staff and Institute. 

2.1.4. Financial Software and Technology 

St. Paul's Institute utilises advanced accounting software, provided by SAGE Software, to 

manage our finances effectively. This software offers custom-made solutions tailored to our 

specific needs and provides support for implementation and ongoing usage. With features such 

as payroll management, expense tracking, and integration capabilities, our accounting system 

ensures accuracy, efficiency, and compliance with regulatory standards. 

2.1.5. Financial Accountability and Oversight 

Director Dohna Muscat along with the provided help and support of the accountants hired by 

the company oversees all financial matters of the Institute, ensuring adherence to established 

financial policies and procedures. Regular reviews and 



assessments are conducted to monitor financial performance and identify areas for 

improvement. 

2.1.6. Future Financial Planning 

St. Paul's Institute is committed to long-term financial sustainability and growth. We engage in 

strategic financial planning to anticipate future needs and opportunities, aligning our financial 

goals with our mission and objectives. By proactively managing our finances and adapting to 

changing circumstances, we ensure the continued success and viability of our Institute. 

 

 

Finance: 

St. Paul's Institute is committed to financial transparency and compliance with regulatory 

requirements. Annual audited accounts are filed as per the Malta Business Registry 

requirements. RJV Audit Limited serves as the financial accountant and auditor for St. Paul's 

Institute, handling yearly financials, tax compliance services, and audits. All financial 

procedures align with Malta Company Law and International Accounting Standards (IFRS). 

Director: Donha Muscat oversees the financial aspect of the Institute, ensuring integrity and 

accountability. 

 

 

  



Standard 3: 

Involvement in Programme Writing and Review Project 

Manager/Administrative Officer: 

Coordination: The project manager/administrative officer oversees the overall process of 

programme development. They coordinate activities, ensure deadlines are met, and facilitate 

communication among all stakeholders involved in the development process. 

Documentation: They are responsible for preparing and organising all necessary 

documentation and forms required for submission to the MFHEA. 

 

Tutors: 

Content Development: The tutors, who are subject matter experts, are responsible for 

developing the curriculum and course materials. They create the learning outcomes, design the 

syllabus, and ensure that the content is academically sound and relevant. 

Curriculum Design: The tutors work closely with the project manager to align the programme 

with educational standards and the specific needs of the students. 

 

Director: 

Final Review: Our director plays a crucial role in the quality assurance process. Before any 

programme is submitted to the MFHEA, the director reviews all documents and forms to ensure 

accuracy, completeness, and compliance with regulatory requirements. 

Approval: The director’s review serves as the final internal check, ensuring that the 

programme meets the institution's standards and is ready for external evaluation. 

 

 

External Internet Provider: 

Website and LMS Development: An external internet provider is engaged to develop the 

website and Learning Management System (LMS) for the programme. This includes creating 

an online platform where students can access course materials, submit assignments, and 

interact with tutors and peers. 

 

Summary 

In our organization, the development and review process for a programme prior to submission 

to the MFHEA is managed through the collaborative efforts of the following: 

Project Manager/Administrative Officer: Coordinates the development process and manages 

documentation. 

Tutors: Develop the curriculum and course content. 

Director: Conducts a final review and approval of all materials. 

External Internet Provider: They create the website and LMS for delivering the programme. 



Design and Approval of Programmes 

At St. Paul's Institute, we are committed to designing and approving programmes that meet the 

qualification requirements of the Malta Qualifications Framework (MQF) and are accredited by 

the Malta Further and Higher Education Authority (MFHEA). Our programme design and 

approval procedures ensure that each programme possesses the following characteristics: 

 

1. Recognition and Accreditation: All our training programmes are recognised by the MQF 

and accredited by the MFHEA, ensuring their compliance with national qualification 

standards. 

 

2. ECTS Weighting: Each programme is weighted in European Credit Transfer and 

Accumulation System (ECTS) credits, providing a clear indication of the expected student 

workload. 

 

3. Defined Objectives and Learning Outcomes: Our programmes have defined general 

objectives, learning outcomes, and specific skills that students must acquire, fostering active 

participation and engagement in their learning process. 

 

4. Autonomy and Internship Opportunities: We provide students with opportunities for 

autonomy and practical application of knowledge through internships in relevant childcare 

settings, allowing them to apply theoretical concepts in real-world contexts. Additionally, 

we offer in-house training in collaboration with St. Paul's Childcare, providing structured 

training and placement hours for further skill development and practical experience. 

 

5. Responsibility of Academic Director: The Academic Director oversees the deployment 

of training courses and ensures the implementation of appropriate teaching methods to 

facilitate effective learning experiences. 

 

 

6. Regular Programme Adaptation: Our training programmes are regularly adapted to align 

with evolving industry trends and requirements. An annual review will be done to assess 

tutors, students, and industry professionals, to update programme as needed. 

 

 

7. Role of Development Council: The Development Council serves to 

continuously improve training programmes by: 

a. Monitoring industry trends and forecasting future needs. 

b. Providing critical feedback on existing programmes to enhance effectiveness. 

c. Advising on certification processes to increase recognition and relevance. 

d. Analysing quantitative and qualitative data to inform decision-making and improvements. 

 

8. Feedback: We conduct regular student satisfaction surveys to gather feedback on 

programme delivery and effectiveness. Institute report survey results to the review and 

consideration in programme enhancements. 

By adhering to these standards and procedures, St. Paul's Institute ensures that its programmes 

are designed and approved to meet the highest quality standards, providing students with 

valuable learning experiences that prepare them for success in the field of early childhood 

education and care.



Standard 4: 

Student-Centred Learning, Teaching, and Assessment 

 

At St. Paul's Institute, we prioritise student-centred approaches to learning, teaching, and 

assessment. Our commitment extends beyond mere adherence to regulatory standards; it 

encompasses a proactive stance aimed at fostering an enriching educational experience for all 

our students. Here's how we implement and ensure compliance with Standard 4: 

 

Learning Methods: 

Our learning methods are carefully selected to cater to the diverse needs and learning styles of 

our students. Through our online platform, students have access to a wealth of resources, 

including interactive lectures, multimedia presentations, and collaborative learning activities. 

During supervised placement hours in childcare settings, students gain hands-on experience 

and apply theoretical knowledge in real- world contexts. We emphasize flexibility in learning 

paths, allowing students to progress at their own pace and providing additional support as 

needed. 

 

Assessment Methods: 

Our assessment strategies are designed to accurately measure student learning outcomes while 

promoting critical thinking and problem-solving skills. We utilise a variety of assessment 

methods, including written assignments, case studies, oral presentations, and practical 

demonstrations. Assessment criteria are clearly communicated to students in advance, ensuring 

transparency and enabling students to understand the expectations for each assessment task. 

Regular evaluation and adjustment of assessment methods ensure alignment with course 

objectives and student needs. 

 

Academic Integrity: 

Maintaining academic integrity is paramount in all our academic endeavours. We have robust 

measures in place to prevent and address instances of fraud, plagiarism, and misconduct. 

Students receive guidance on ethical conduct and are made aware of the consequences of 

academic dishonesty. Our online platform incorporates plagiarism detection software to 

safeguard the integrity of assessments. Any suspected breaches of academic integrity are 

thoroughly investigated, and appropriate sanctions are applied in accordance with our policies 

and procedures. 

 

Feedback and Support: 

We believe in providing timely and constructive feedback to support student learning and 

development. Our tutors offer personalized feedback on assignments, assessments, and overall 

performance, helping students identify areas for improvement and build upon their strengths. 

Feedback mechanisms are integrated into our online platform, allowing for ongoing 

communication between students and 



tutors. Additionally, student support services are available to address academic, personal, or 

logistical challenges that may arise during the course. 

 

Student Support Services: 

Our student support services are designed to ensure that every student has access to the resources 

and assistance they need to succeed. We offer accommodations for students with disabilities or 

learning difficulties, ensuring equal access to educational opportunities. Students facing 

mitigating circumstances that may impact their studies are provided with flexible options, 

including extensions on assignments or alternative assessment arrangements. Our goal is to 

create an inclusive learning environment where all students feel supported and empowered to 

achieve their goals. 

 

Appeals Process: 

The appeals process allows students to request a review of their assessment or seek clarification 

on decisions made. 

 

Continuous Improvement: 

As part of our commitment to excellence, we continuously evaluate and refine our teaching, 

learning, and assessment practices. Feedback from students, stakeholders, and industry experts 

is solicited and incorporated into our ongoing review processes. We regularly update our 

curriculum to reflect emerging trends, best practices, and industry standards in childcare 

education. Through continuous improvement initiatives, we strive to enhance the quality of our 

programs and ensure that our graduates are well-prepared for success in their careers. 

 

By implementing these comprehensive strategies and procedures, we demonstrate our 

dedication to providing high-quality, student-centred education that meets the highest standards 

of excellence in childcare education. 

 



Standard 5: 

Student Admission, Progression, Recognition, and Certification: 

 

Admission of Candidates: 

Candidates seeking admission to our programmes at St. Paul's Institute must meet specific 

selection criteria. Detailed information about the selection criteria is available on the St. Paul's 

Institute's website. https://stpaulsInstitute.mt/ 

 

Admissions Procedure: 

The admissions procedure involves a comprehensive review of candidates' qualifications and 

application materials to ensure alignment with the prerequisites for the programme. This process 

is transparent and consistently implemented by the admissions committee. 

 

Admissions Procedure  

Application Review: 

The admissions procedure begins with the review of candidates' applications, which typically 

include transcripts, resumes, personal statements, and any other relevant documents. 

Qualifications Assessment: 

The admissions committee conducts a comprehensive assessment of candidates' qualifications 

to ensure alignment with the prerequisites for the programme. This assessment includes 

evaluating academic transcripts, work experience, and any additional certifications or training. 

Prerequisite Verification: 

Candidates' qualifications are verified to ensure that they meet the prerequisite requirements 

specified for admission to the programme. This may involve verifying academic credentials, 

work experience, or completion of prerequisite courses. 

Application Materials Evaluation: 

The admissions committee evaluates candidates' application materials, including personal 

statements and letters of recommendation, to assess their motivation, readiness, and suitability 

for the programme. 

Transparent Process: 

The admissions procedure is conducted in a transparent manner, with clear criteria and 

guidelines communicated to all applicants. This ensures fairness and consistency in the 

evaluation process. 

Consistent Implementation: 

The admissions procedure is consistently implemented by the admissions committee to ensure 

that all candidates are evaluated using the same standards and criteria. 

Communication with Applicants: 

https://stpaulsinstitute.mt/


Applicants are kept informed throughout the admissions process, with updates on the status of 

their application and any additional requirements or steps needed for completion. 

Timely Decision-Making: 

The admissions committee strives to make timely decisions on each application, allowing 

applicants to plan accordingly and make informed decisions about their academic pursuits. 

Appeals Process: 

A formal appeals process is available to candidates who wish to challenge an admissions 

decision or seek reconsideration. This process allows for fair and transparent resolution of any 

disputes or concerns. 

Continuous Improvement: 

The admissions procedure is subject to regular review and evaluation to identify areas for 

improvement and ensure alignment with best practices in admissions standards and procedures. 

Induction Meeting: 

Upon enrolment, all students are required to attend an induction meeting, which may be 

conducted either online or in person. During this session, students receive vital information 

about Institute policies, including those related to discrimination, cheating/ plagiarism, 

assessment methods, complaints, and appeals. A copy of these policies is provided to each student 

and is made publicly available in accordance with Standard 1. 

Key Components of the Induction Meeting: 

 

Guidance and Course Selection: 

During the induction meeting, prospective students receive guidance on selecting the course that 

aligns with their interests, goals, and career aspirations. 

 

Confirmation of Course Choice: 

The induction meeting provides an opportunity to confirm with students that they have made the 

right choice of course and are aware of the commitments involved. 

 

Introduction to Institute Policies: 

Students are introduced to the institute's policies, including those related to discrimination, 

cheating/plagiarism, assessment methods, complaints, and appeals. 

 

Discussion of Expectations: 

Expectations regarding attendance, participation, academic integrity, and conduct are discussed 

to ensure clarity and alignment with institute standards. 

 

Accessibility of Policies:  

A copy of the institute policies discussed during the induction meeting is provided to each 

student. Additionally, these policies are made publicly available on our institute's website in 

accordance with regulatory requirements. 



Support and Advice: 

Students receive support and advice during the induction meeting, including information on 

available resources, support services, and how to seek assistance when needed. 

 

Introduction to Programme: 

The induction meeting introduces students to the structure, content, and expectations of their 

chosen programme of study. This includes an overview of the curriculum, assessment methods, 

and learning outcomes. 

 

Time Management and Study Techniques: 

The importance of effective time management and study techniques is emphasized to help 

students succeed academically and balance their studies with other commitments. 

 

Creation of Study Plan: 

Students are encouraged to create a personalized study plan tailored to their individual needs and 

preferences, with guidance provided as needed. 

 

Building Community: 

The induction meeting fosters a sense of community among students, helping them feel 

connected to their peers and the institute from the outset of their journey. 

 

Supervised Placement Hours: 

In addition to blended learning, students enrolled in some programmes are also required to 

complete supervised placement hours in childcare settings. These placement hours provide 

students with valuable hands-on experience and practical skills essential for their professional 

development. The Institute facilitates and monitors these placements to ensure that students 

meet the required learning outcomes. 

 

Certification Upon Successful Course Completion: 

Upon successful completion of the programme, St. Paul's Institute ensures that certificates and 

course transcripts are issued to students in compliance with the regulations outlined by the Malta 

Further and Higher Education Authority (MFHEA). This ensures that students receive proper 

recognition for their achievements and qualifications. 

 

  



 

Standard 6: 

 

Teaching Staff 

At St. Paul's Institute, we uphold rigorous standards in the recruitment, development, and 

ongoing support of our teaching staff, ensuring that they embody the highest levels of competence 

and professionalism. Our commitment to excellence is reflected in the following processes and 

practices: 

Recruitment Process: 

We employ a meticulous recruitment process that involves screening candidates based on their 

qualifications, experience, and dedication to the field of early childhood education and care. 

Potential tutors undergo thorough interviews and assessments to ensure they meet our 

Institute's standards and values. 

Selection criteria for Tutors: 

1. Minimum qualification: A minimum qualification in the specific field is to be 

confirmed. 

2. Previous Teaching Experience: Prior teaching experience in the subject area, ideally in 

a similar educational program, is required. 

3. Industry Experience: Provide real-world ideas and examples by demonstrating actual 

experience in the relevant sector is considered as an asset. 

4. Module-Specific Criteria: If different modules within the program have distinct criteria, 

make sure that tutors/lecturers have the necessary qualifications and expertise to teach 

each module. 

5. Communication Skills: Excellent communication skills are required in order to properly 

express complicated concepts and interact with students. 

6. Teaching Methodology: Show a student-centred approach and the ability to use a variety 

of teaching strategies appropriate for the program's objectives. 

7. Flexibility and adaptability: Be willing to change your teaching approaches to 

accommodate different learning styles and student demands. 

8. Passion & Enthusiasm: Demonstrate enthusiasm for teaching and motivating pupils to 

achieve academic success. 

9. Professional Development: Demonstrate a dedication to lifelong learning and stay 

current on industry innovations. 

10. Student Support: Be approachable and available to students outside of class hours to 

provide guidance and support. 

 

Continuous Professional Development (CPD): 

We prioritise the continuous professional development of our teaching staff to ensure they 

remain up-to-date with the latest developments in the field. This includes both internal training 

programs provided by our Institute and external opportunities offered by reputable 

organisations. 

Our lecturers, who hold qualifications at level 5, are encouraged to pursue advanced training 

and certifications relevant to their areas of expertise. 



Tutor Observation and Feedback: 

We have established a systematic process for the observation of our teaching staff to assess 

their performance and effectiveness in the classroom. 

Feedback collected from these observations, as well as input from students, is utilised  to 

provide constructive feedback to our tutors, helping them enhance their teaching 

methodologies and approaches. Through regular feedback sessions, tutors are encouraged to 

reflect on their teaching practices and make necessary adjustments to improve student 

learning outcomes. 

By adhering to these principles and practices, St. Paul's Institute ensures that our tutoring 

staff remains competent, engaged, and dedicated to providing high-quality education to our 

students in the field of Early Childhood Education and Care. 

 

 

  



Standard 7: 

Learning Resources and Student Support: 

At St. Paul's Institute, we give comprehensive learning tools to students via both physical 

and digital media. Learning is made easier by our user-friendly online interface, and we offer 

a number of student support services, such as counselling and technical assistance. 

Funding and Resources: 

Adequate funding is allocated for learning and teaching activities, ensuring students have 

access to high-quality resources suitable for their courses. 

Our learning resources encompass a wide range of physical and virtual assets, including 

libraries, learning equipment, study facilities, and IT infrastructure, tailored to meet the 

diverse needs of our student body. 

Digital Infrastructure: 

We maintain a robust digital infrastructure to support our digital education initiatives, 

ensuring continuity of service in the event of equipment or software failure. 

Our digital infrastructure includes automated procedures and backup systems, including real-

time mirroring of data, full/incremental backups on site, and full/incremental backups offsite 

on physical data. 

Support Services: 

 We provide technical support to students encountering technical difficulties during 

their online sessions, offering assistance through dedicated helpdesk services and 

online resources. 

 A wide range of resources is available to students, including access to libraries, online 

databases, study materials, and multimedia resources to support their learning 

objectives. 

 Information about the services offered is communicated to students through various 

channels, including orientation sessions, online platforms, email communications, 

and printed materials. 

 Our Institute offers comprehensive support to students facing difficulties, whether 

related to their studies or personal issues, through counselling services, academic 

advising, and referral to external support agencies as needed. 

This comprehensive approach ensures that our students have access to the resources and 

support they need to excel in their studies and address any challenges they may encounter 

along the way. 

 

 

 

  



Standard 8: 

Information Management 

St. Paul's Institute diligently maintains comprehensive records and implements robust data 

management practices to ensure the effectiveness, transparency, and compliance of our 

educational programs. Our commitment to data integrity, security, and confidentiality aligns 

with GDPR regulations and enables us to make informed decisions and enhance student 

outcomes. 

Record Keeping: 

a. St. Paul's Institute maintains detailed records across various dimensions of student 

engagement and program effectiveness, including: 

b. Admissions data capturing student demographics, entry qualifications, and 

enrolment details. 

c. Retention rates tracking the proportion of students continuing their studies from one 

academic period to the next. 

d. Success and completion rates documenting the percentage of students who 

successfully complete their courses or programs. 

e. Assessment records per course, encompassing evaluation outcomes and performance 

metrics. 

f. Profile of the student population, including data on diverse groups such as 

vulnerable populations. 

g. Dropout rates and reasons for discontinuation, providing insights into factors 

impacting student retention. 

Data Retention and Anonymization: 

a. St. Paul's Institute commits to retaining student records for a minimum of 40 years, 

ensuring long-term accessibility and historical continuity. 

b. After four years, student data may be anonymized to protect individual privacy while 

still facilitating aggregate analysis and reporting. 

 

General Data Protection Regulations (GDPR) Compliance: 

Our Institute adheres to stringent GDPR procedures to safeguard student data privacy and 

security, including measures for data encryption, access control, and consent management. 

 

Utilization of Student Feedback: 

Feedback provided by students through surveys and other channels is systematically collected, 

analysed, and utilised to inform Institute decision-making and program improvements. 

 

Follow-Up on Graduates: 

St. Paul's Institute actively tracks the post-graduation trajectories of our alumni, including 

their employment status, further education pursuits, and career advancement. This 

information allows us to assess the efficacy of our programs in facilitating successful 



transitions to the workforce or higher education. 

 

Meeting Minutes: 

The Institute Meeting Minutes remain committed to transparency, accountability, and 

continuous improvement in serving our students and fulfilling our educational mission. These 

discussed decisions, task assignments, and deadlines are stored and serve as a reliable 

reference for decisions and also preventing future misunderstandings. 

 

 

 

  



Standard 9: 

 

Public Information: 

At St. Paul's Institute, we understand the importance of providing comprehensive and 

accessible public information about our educational programs. Transparency and clarity are 

fundamental to our commitment to prospective students, parents/guardians. To ensure that our 

public information meets the highest standards, we adhere to the guidelines set forth by the 

Malta Further and Higher Education Authority (MFHEA) and incorporate best practices in 

information dissemination. 

Mission Statement: 

The mission of the St. Paul's Institute: 

Appreciating and supporting the close ties between the child and care educator that aims to 

provide high-quality early years education to future childcare educators by continuous 

professional development. 

 

Selection Criteria: 

Prospective applicants can easily access this information to understand the qualifications 

and prerequisites required for admission. By presenting transparent selection criteria, we 

ensure that applicants have a clear understanding of the expectations for enrolment. 

These include: 

1. Age Requirement: Need to be at least 17 years old when the program begins. 

2. Educational Background: Having a one level below qualification in a relevant field. 

3. Police Conduct Record: Have to provide proof of a clean police conduct record to 

ensure the safety of children under their care. 

4. Language Proficiency: Good English skills are essential. They should be 

comfortable communicating in English to engage effectively with course materials, 

teachers, and fellow students. 

5. Identification Documents: Must have valid identification documents, like an ID 

card or passport, ready during the application process. 

6. Interview or Assessment: Conduct interviews or assessments to evaluate candidates' 

suitability for the course. This could involve discussing their motivations, 

qualifications, and experiences relevant to early childhood education. 

7. Digital Skills: Basic knowledge of using smartphones and computers is important. 

 

Course Details: 

The Malta Qualifications Framework (MQF) or European Qualifications Framework (EQF) 

level, the number of European Credit Transfer and Accumulation System (ECTS) credits, 

curriculum content, learning objectives, teaching methodologies, assessment procedures, 

pass rates, learning outcomes, and potential career pathways associated with the course. This 



holistic approach enables individuals to make informed decisions about their educational 

journey. All those details will be publicly posted on our website. 

 

Learning outcome: 

1. Understands and analyses broad theoretical, practical and technical knowledge 

related to a field of work or study. 

2. Follows instructions and carries out defined theoretical, complex and technical 

tasks. 

3. Communicates theoretical and technical information in a work or learning 

context. 

4. Interacts with and generates solutions to problems within the immediate 

environment of a given field of work or study. 

5. Applies key competences to defined actions and to a technical or academic field 

of work or learning context. 

6. Exercises autonomy and takes responsibility for defined qualitative and 

quantitative tasks of self and others by completing complex tasks in a broad 

context under quality assured mechanisms. 

 

Course Fees: 

 

1. Award in Early Childhood Education and Care (MQF Level 4) -1200 euro 

2. Award in Paediatric Nutrition (MQF Level 4) – 550 euro 

3. Award in Childcare and Early Education (MQF Level 3) – 700 euro  

4. Award in Paediatric First Aid (for non-medical professions)  

(MQF Level 2) – 40 euro  

5. Award in Maltese as a Foreign Language (MQF Level 2) – 350 euro 

6. Award in Maltese as a Foreign Language (MQF Level 1) – 300 euro 

7. Award in Maltese as a Foreign Language for Childcare Educators  

(MQF Level 1) – 300 euro   

100 euros registration fee for the programmes MQF Level 3 and 4 ensuring that prospective 

students have a comprehensive understanding of the financial investment required.  

Additionally, we have implemented tax rebate scheme further enhancing affordability and 

accessibility for our students. This transparent fee structure empowers individuals to assess 

the financial implications of their educational journey and plan accordingly. 

Events: 

We maintain a comprehensive calendar of events organized by St. Paul's Institute. These 

events provide opportunities for prospective students and stakeholders to engage with our 

Institute, learn more about our programs, and interact with faculty and staff members. Events 

may include open houses, information sessions, webinars, and career fairs, among others. 



Clear, Accurate, and Up-to-date Information: 

We prioritise the regular review and update of all public information to ensure its accuracy 

and relevance. Our commitment to clear and accurate communication means that 

stakeholders can rely on the information provided to make well-informed decisions about 

their educational pursuits. Additionally, we utilise communication issued by the MFHEA, 

such as the document provided (MFHEA Comm 009/2021), to ensure alignment with 

industry standards and regulatory requirements. 

 

  



Standard 10: 

Ongoing Monitoring and Periodic Program Review: 

Continuous monitoring and periodic review ensure its ongoing effectiveness, relevance, and 

alignment with industry standards. This commitment to quality assurance is reflected in our 

comprehensive Quality Cycle, which encompasses both program monitoring and review 

processes. 

Process for Ongoing Monitoring and Review of Programs: 

a. Ongoing monitoring and review process involves regular assessments of various 

aspects of the childcare instructor course, including curriculum content, teaching 

methodologies, assessment strategies, and student outcomes. 

b.  Faculty members, and academic staff, collaborate to conduct these evaluations, 

which are guided by predetermined assessment criteria and performance indicators. 

c. Data collected from student assessments, course evaluations, and external 

benchmarking exercises are analysed to identify areas of strength and areas for 

improvement within the program. 

d. Action plans are developed based on the findings of these reviews, outlining specific 

strategies for enhancing program quality, addressing identified deficiencies, and 

optimising student learning experiences. 

 

Process for Ongoing Monitoring and Review of Institute's IQA Policies and Processes: 

a. In addition to program reviews, we also conduct regular assessments of our Internal 

Quality Assurance (IQA) policies and processes to ensure their effectiveness and 

compliance with regulatory requirements. 

b. These assessments involve a systematic evaluation of IQA procedures, including 

internal audits, staff training protocols, documentation practices, and adherence to 

established quality standards. 

c. Feedback from faculty members, administrative staff is solicited to assess the 

efficiency and efficacy of IQA policies and processes. 

d. Any discrepancies or areas of improvement identified during these assessments are 

addressed through corrective actions, policy revisions, or staff training initiatives. 

Integration of Feedback from Students and Staff: 

a. Feedback from students and staff members is integral to our program and IQA review 

processes. Regular surveys, focus groups, and feedback mechanisms are utilised to 

gather input on various aspects of the program and Institute operations. 

b. Feedback collected from students regarding their learning experiences, satisfaction 

levels, and suggestions for improvement are carefully considered during program 

reviews and used to inform decision-making processes. 

c. Similarly, input from faculty and staff members regarding operational challenges, 

resource needs, and opportunities for innovation is incorporated into IQA policy 

reviews and process enhancements. 



Implementation of Action Plans: 

a. Action plans resulting from program and IQA reviews are systematically 

implemented, monitored, and evaluated to ensure their effectiveness in achieving 

desired outcomes. 

b. Clear timelines, responsibilities, and performance metrics are established for each 

action item to facilitate accountability and track progress. 

c. Regular communication channels are maintained to keep all stakeholders informed 

about the status of action plan implementation and any changes to program or IQA 

policies resulting from these efforts. 

 

 

  



Standard 11: 

External Quality Assurance on a Cyclical Basis: 

 

St. Paul's Institute is committed to upholding the standards of external quality assurance set 

forth by the Malta Further and Higher Education Association. As part of this commitment, our 

Institute undergoes regular external audits conducted by or with the approval of the MFHEA. 

To adhere to the requirements of this standard, St. Paul's Institute ensures that it sits for an audit 

every five years from the issuance of its license. These audits serve as essential checkpoints to 

assess our compliance with the National Quality Assurance Framework and identify areas for 

improvement. 

In our pursuit of continuous improvement, we actively engage with audit suggestions and take 

proactive measures to implement necessary improvements. This proactive approach enables 

us to maintain and enhance the quality of our educational programs and services. 

For further information on the audit process, stakeholders can refer to the following links 

provided by the MFHEA: 

 

1. Procedures for Quality Assurance Audits: 

https://mfhea.mt/wp- content/uploads/2021/08/Procedures-QAAudits-Final-version.pdf 

 

2. Communication on Audit Processes: 
https://mfhea.mt/wp-content/uploads/2023/12/MFHEA-Comm-07-2023.pdf 

 

These resources offer detailed insights into the audit procedures and guidelines set forth by the 

MFHEA, ensuring transparency and clarity in our external quality assurance practices. 

  

https://mfhea.mt/wp-
https://mfhea.mt/wp-content/uploads/2021/08/Procedures-QAAudits-Final-version.pdf
https://mfhea.mt/wp-content/uploads/2023/12/MFHEA-Comm-07-2023.pdf


 

Conclusion: 

 

St. Paul's Institute stands at the forefront of delivering exceptional early childhood education 

programs, catering to aspiring childcare educators. Through a meticulous adherence to the 

National Quality Assurance Framework (NQAF) standards and a robust Internal Quality 

Assurance Policy, we ensure that our educational offerings consistently meet the highest 

benchmarks of quality and excellence. 

 

Our unwavering dedication to transparency, accountability, and continuous improvement is 

ingrained in every facet of our Institute. From our rigorous recruitment processes and 

comprehensive admission procedures to our innovative teaching methods and ongoing 

professional development initiatives for our faculty, we leave no stone unturned in fostering 

an enriching learning environment. 

 

Moreover, our commitment extends beyond the classroom, encompassing a holistic approach 

to student support and engagement. We prioritise the well- being and success of our students 

by providing comprehensive induction meetings, offering readily accessible learning 

resources, and ensuring timely feedback mechanisms. 

 

As an Institute deeply rooted in the principles of student-cantered learning and teaching, we 

remain responsive to the evolving needs of our diverse student population. Through regular 

monitoring, periodic reviews, and participation in external quality assurance audits, we uphold 

the standards of excellence set forth by regulatory bodies and strive for continuous 

enhancement in all aspects of our operations. 

 

In essence, St. Paul's Institute stands as a symbol of educational excellence, empowering 

future generations of childcare educators to make a meaningful impact in our communities. 

Our journey towards excellence is a testament to our unwavering commitment to quality, 

innovation, and the holistic development of our students. 
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