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1.Introduction	
1.1. Who we are 

e i e 	 I n s t i t u t e 	 o f 	 E d u c a t i o n 	 i s 	 a 	 m embe r 	 o f 	 t h e 	 E I E 	 E d u c a t i o n a l 	 G r o u p . 	 T h e 	 e i e 	
E d u c a t i o n a l 	 G r o u p 	 i s 	 a n 	 a c k n ow l e d g e d 	 l e a d e r 	 i n 	 i n t e r n a t i o n a l 	 e d u c a t i o n , 	 p r o v i d i n g 	
t h e 	 f o l l ow i n g : 	

•  H i g h e r 	 E d u c a t i o n a l 	 c o u r s e s 	

•  E x e c u t i v e 	 a n d 	 B u s i n e s s 	 c o u r s e s 	

•  L a n g u a g e 	 c o u r s e s 	

•  I n t e r n s h i p 	 s e r v i c e s 	

•  S t u d e n t 	 A c c ommod a t i o n 	

•  I n t e r n a t i o n a l 	 E d u c a t i o n a l 	 s e r v i c e s 	

1.2. Our mission 

Ou r 	 v i s i o n , 	 t o g e t h e r 	 w i t h 	 o u r 	 i n t e r n a t i o n a l 	 c e n t r e s , 	 i s 	 t o 	 b e 	 a n 	 e v o l v i n g 	
o r g a n i s a t i o n , 	 m a k i n g 	 a 	 d i f f e r e n c e 	 i n 	 m e e t i n g 	 e v e r y o n e ’ s 	 a s p i r a t i o n s 	 a n d 	 e n h a n c i n g 	
m o t i v a t i o n 	 b y 	 e n c o u r a g i n g 	 i n n o v a t i o n , 	 c ommun i c a t i o n , 	 i d e a s , 	 d e b a t e s 	 a n d 	
a r g umen t s 	 o n 	 g l o b a l i s a t i o n , 	 e d u c a t i o n 	 a n d 	 s o c i e t i e s . 	

T h r o u g h o u t 	 i t s 	 e x i s t e n c e , 	 t h e 	 e i e 	 E d u c a t i o n a l 	 G r o u p 	 h a s 	 e v o l v e d 	 w i t h 	 m u l t i n a t i o n a l 	
c l i e n t e l e 	 f r om 	 E u r o p e , 	 A s i a , 	 S o u t h 	 Ame r i c a 	 a n d 	 t h e 	 M i d d l e 	 E a s t . 	 T h r o u g h 	 t h e 	 e i e 	
E d u c a t i o n a l 	 G r o u p , 	 l i f e l o n g 	 l e a r n i n g 	 o p p o r t u n i t i e s 	 a r e 	 a v a i l a b l e 	 t o 	 a l l . 	 O u r 	 s u c c e s s 	
i s 	 b u i l t 	 o n 	 a 	 l o n g - s t a n d i n g 	 c omm i tm en t 	 t o 	 t h e 	 s p e c i f i c 	 n e e d s 	 o f 	 i n t e r n a t i o n a l 	
s t u d e n t s . 	 A s 	 w e 	 e x p a n d 	 o u r 	 w o r l dw i d e 	 n e tw o r k s , 	 p a r t n e r s h i p s , 	 i n v e s tm en t s 	 a n d 	
s o c i a l 	 c omm i tm en t s , 	 t h e 	 e i e 	 E d u c a t i o n a l 	 G r o u p 	 i s 	 r e d e f i n i n g 	 t h e 	 l a n d s c a p e 	 o f 	
m o d e r n 	 e d u c a t i o n . 	 	

T h e 	 e i e 	 E d u c a t i o n a l 	 G r o u p 	 a im s 	 t o 	 d e v e l o p 	 t h e 	 a p p r o p r i a t e 	 c omp e t e n c i e s 	 a n d 	
k n ow l e d g e 	 n e e d e d 	 i n 	 p l a n n i n g , 	 e v a l u a t i o n , 	 r e s e a r c h 	 a n d 	 d e v e l o pmen t 	 t a s k s 	 i n 	
e d u c a t i o n 	 a n d 	 r e l a t e d 	 f i e l d s 	 i n 	 t h e 	 m i d s t 	 o f 	 s o c i e t a l 	 c h a n g e s , 	 b o t h 	 o n 	 t h e 	 l o c a l 	 a n d 	
g l o b a l 	 l e v e l s . 	 T h i s 	 n e tw o r k 	 g i v e s 	 u s 	 t h e 	 k e y 	 t o 	 b e 	 c omp e t i t i v e , 	 t o 	 s h a r e 	 w i t h 	 o u r 	
c l i e n t s 	 t h e 	 c o l l e c t i v e 	 e x p e r i e n c e 	 a n d 	 c o n t i n u o u s 	 p r o f e s s i o n a l 	 d e v e l o pmen t . 	 I n 	 a 	 f a s t 	
m o v i n g 	 w o r l d , 	 c h a l l e n g e s 	 a r e 	 d eman d i n g 	 a n d 	 c h a n g e 	 i s 	 c o n s t a n t . 	 T omo r r ow ’ s 	 f u t u r e 	
d e p e n d s 	 o n 	 t o d a y ’ s 	 k n ow l e d g e . 	 T h e 	 e v o l v i n g 	 e d u c a t i o n a l 	 p r o g r e s s 	 d e p e n d s 	 o n 	 t h e 	
e i e 	 E d u c a t i o n a l 	 G r o u p . 	
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1.3. The Institute 

T h e 	 e i e 	 I n s t i t u t e 	 o f 	 E d u c a t i o n 	 i s 	 l o c a t e d 	 i n 	 t h e 	 h e a r t 	 o f 	 V a l l e t t a . 	 I t 	 i s 	 e a s i l y 	
a c c e s s e d 	 b y 	 p u b l i c 	 t r a n s p o r t , 	 w i t h 	 d i r e c t 	 l i n e s 	 t o 	 a l l 	 s t u d e n t s ’ 	 r e s i d e n t i a l 	 a r e a s . 	 O u r 	
c l a s s r o om s 	 a r e 	 b r i g h t , 	 a i r y 	 a n d 	 s p a c i o u s . 	 O u r 	 l e c t u r e 	 c e n t r e 	 b o a s t s 	 o f 	 a 	 f r e e 	
i n t e r n e t 	 a c c e s s . 	 I n 	 f a c t , 	 w e 	 o f f e r 	 f r e e 	 W i - F i 	 t h r o u g h o u t 	 t h e 	 w h o l e 	 b u i l d i n g . 	 T h e r e 	 i s 	
a 	 s t u d e n t 	 c o r n e r 	 w h e r e b y 	 s t u d e n t s 	 c a n 	 a v a i l 	 t h em s e l v e s 	 o f 	 h o t / c o l d 	 d r i n k s 	 a n d 	
s n a c k s . 	 S t u d e n t s 	 a r e 	 w e l c ome 	 t o 	 a v a i l 	 t h em s e l v e s 	 o f 	 c l a s s r o om s 	 f o r 	 s t u d y i n g 	
p u r p o s e s . 	

1.4. Resources 

T h e r e 	 i s 	 a 	 s y s t em 	 i n 	 p l a c e , 	 w h e r e b y 	 b o t h 	 t u t o r s 	 a n d 	 s t u d e n t s 	 c a n 	 b o r r ow 	 b o o k s . 	
I d e a l l y , 	 t h e 	 l o a n 	 p e r i o d 	 s h o u l d 	 n o t 	 e x c e e d 	 t h r e e 	 w e e k s . 	 T h e 	 p e r s o n 	 b o r r ow i n g 	 t h e 	
b o o k 	 o r 	 b o o k s 	 n e e d s 	 t o 	 f i l l 	 i n 	 a 	 f o rm 13. 	 	

	 	

																																																													
13	See	Appendix	A		
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2.Quality	Statement	
2.1. Aims & Objectives 

A s 	 a 	 p r i v a t e 	 H i g h e r 	 E d u c a t i o n 	 p r o v i d e r , 	 e i e 	 I n s t i t u t e 	 o f 	 E d u c a t i o n 	 a im s 	 t o 	 p r o v i d e 	
t h e 	 b e s t 	 p o s s i b l e 	 l e a r n i n g 	 o p p o r t u n i t i e s 	 t o 	 i t s 	 s t u d e n t s , 	 w h i c h 	 m e e t 	 t h e 	
e x p e c t a t i o n s 	 o f 	 t h e 	 H i g h e r 	 E d u c a t i o n 	 s e c t o r 	 a n d 	 a r e 	 c o n s i s t e n t 	 w i t h 	 i t s 	 v i s i o n 	 a n d 	
i t s 	 c omme r c i a l 	 t a r g e t s 	 a n d 	 a s p i r a t i o n s . 	 O u r 	 a p p r o a c h 	 t o 	 q u a l i t y 	 i s 	 b a s e d 	 o n 	
mon i t o r i n g 	 a n d 	 p r o v i d i n g 	 i n f o rm a t i o n , 	 w h i c h 	 i s 	 e a s i l y 	 a c c e s s i b l e 	 a n d 	 u n d e r s t o o d , 	
a n d 	 p r e s e n t e d 	 w i t h 	 t im e l i n e s s 	 s u c h 	 t h a t 	 d e c i s i o n s 	 c a n 	 b e 	 m a d e 	 r a p i d l y 	 t o 	 a l l e v i a t e 	
p r o b l em s 	 a n d 	 im p r o v e 	 l e a r n e r 	 e x p e r i e n c e . 	

O u r 	 a im 	 i s 	 t o : 	 	

•  s t r i v e 	 t o 	 p r o v i d e 	 h i g h 	 q u a l i t y 	 e d u c a t i o n 	 a n d 	 t r a i n i n g 	 i n 	 b o t h 	 p r e 	 a n d 	 p o s t -
g r a d u a t e 	 l e v e l s ; 	

•  e n g a g e 	 i n 	 t h e 	 p u r s u i t 	 o f 	 e d u c a t i o n a l 	 e x c e l l e n c e ; 	

•  a f f o r d 	 t h e 	 b e s t 	 s e r v i c e 	 t o 	 a l l 	 i t s 	 c l i e n t s ; 	

•  c o n t r i b u t e s 	 t ow a r d s 	 t h e 	 s o c i a l 	 w e l f a r e 	 o f 	 t h e 	 c ommun i t y ; 	

•  c o n t r i b u t e 	 a c t i v e l y 	 t ow a r d s 	 t h e 	 p r o p a g a t i o n 	 o f 	 e q u a l 	 o p p o r t u n i t i e s 	 f o r 	 a l l . 	

•  d e l i v e r s 	 t h e 	 h i g h e s t 	 l e v e l 	 o f 	 a c a d em i c 	 e x c e l l e n c e 	

•  o f f e r 	 a 	w i d e 	 v a r i e t y 	 o f 	 q u a l i t y 	 c o u r s e s 	

•  b e 	 c omm i t t e d 	 t o 	 c r e a t e 	 a 	 p r o f e s s i o n a l , 	 f r i e n d l y 	 a n d 	 w e l c om i n g 	 e n v i r o nmen t 	
i n 	 w h i c h 	 t o 	 l e a r n 	 	

•  h e l p 	 s t u d e n t s 	 w i t h 	 t h e i r 	 e v e r y 	 n e e d 	 – 	 o u r 	 e n t h u s i a s t i c 	 a n d 	 p r o f e s s i o n a l 	 s t a f f 	
a r e 	 a l w a y s 	 a v a i l a b l e 	 t o 	 o f f e r 	 h e l p 	 a n d 	 a d v i c e 	 a b o u t 	 o u r 	 s t u d e n t s ’ 	 l e a r n i n g 	
p r o g r e s s , 	 b o t h 	 d u r i n g 	 a n d 	 a f t e r 	 t h e i r 	 c o u r s e , 	 a n d 	 t h i n g s 	 t o 	 d o 	 o r 	 p l a c e s 	 t o 	
s e e 	 i n 	M a l t , 	 w h e r e 	 a p p l i c a b l e 	

•  g i v e 	 a d v i c e 	 o n 	 a n 	 i n d i v i d u a l 	 b a s i s 	 – 	 w e 	 b e l i e v e 	 t h a t 	 ‘ p e r s o n a l 	 a t t e n t i o n ’ 	 i s 	
v e r y 	 im p o r t a n t 	 	

•  p r o v i d e 	 s t u d e n t s 	 w i t h 	 t h e 	 b e s t 	 p o s s i b l e 	 l e a r n i n g 	 o p p o r t u n i t i e s , 	 c o n s i s t e n t 	
w i t h 	 t h e 	 a im s 	 a n d 	 o b j e c t i v e s 	 o f 	 t h e i r 	 p r o g r amme 	 o f 	 s t u d y . 	

2.2. Achieving our goals 

We 	 s t r i v e 	 t o 	 a c h i e v e 	 o u r 	 a im s 	 b y : 	 	
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•  P r o v i d i n g 	 c l e a r 	 a n d 	 a c c u r a t e 	 i n f o rm a t i o n 	 t o 	 s t u d e n t s 	 b o t h 	 p r e 	 a n d 	 p o s t 	
e n r o lm e n t . 	

•  O f f e r i n g 	 c o u r s e s 	 t h a t 	 a r e 	 f i t 	 f o r 	 p u r p o s e 	 a n d 	 c a n 	 m e e t 	 t h e 	 r e q u i r emen t s 	 o f 	
o u r 	 s t u d e n t s . 	

•  Ha v i n g 	 s y s t em s 	 a n d 	 p r o c e d u r e s 	 i n 	 p l a c e , 	 w h i c h 	 f u l l y 	 e n a b l e 	 u s 	 t o 	 m e e t 	 h i g h 	
s t a n d a r d s 	 a n d 	 e x p e c t a t i o n s . 	

•  C o n t i n u a l l y 	m o n i t o r i n g 	 q u a l i t y 	 t h r o u g h : 	

o  S t u d e n t 	 p e r f o rm a n c e , 	 r e t e n t i o n 	 a n d 	 p r o g r e s s i o n 	 d a t a 	
o  F e e d b a c k 	 f r om 	 s t u d e n t s 	
o  F e e d b a c k 	 f r om 	 t u t o r s 	 a n d 	 s u p p o r t 	 s t a f f 	
o  F e e d b a c k 	 f r om 	 e x t e r n a l 	 e x am i n e r s 	

•  C o n t i n u a l l y 	 im p r o v i n g 	 o u r 	 p r o v i s i o n 	 i n 	 r e s p o n s e 	 t o 	 t h e 	 f e e d b a c k 	 a n d 	
i n f o rm a t i o n 	 r e c e i v e d 	 t h r o u g h 	mon i t o r i n g 	 a n d 	 e v a l u a t i n g . 	

2.3. Committed to Quality and Respect 

e i e 	 i s 	 c omm i t t e d 	 t o 	 c o n d u c t i n g 	 i t s 	 b u s i n e s s 	 w i t h 	 t h e 	 h i g h e s t 	 e t h i c a l 	 s t a n d a r d s . 	
H o n e s t y 	 a n d 	 i n t e g r i t y 	 a r e 	 e s s e n t i a l 	 s t a n d a r d s 	 n e v e r 	 t o 	 b e 	 c omp r om i s e d 	 i n 	 o u r 	
b u s i n e s s 	 d e a l i n g s . 	 W e 	 a r e 	 s u b j e c t 	 t o 	 a 	 w i d e 	 v a r i e t y 	 o f 	 l aw s , 	 c u s t om s 	 a n d 	
r e g u l a t i o n s . 	 	

e i e 	 e n s u r e s 	 t h a t 	 e v e r y 	 s t a f f 	 m embe r 	 a n d 	 e v e r y 	 t u t o r 	 c l e a r l y 	 u n d e r s t a n d s 	 h i s / h e r 	
r e s p o n s i b i l i t y 	 f o r 	 t h e 	 d e l i v e r y 	 o f 	 e i e ’ s 	 e t h i c a l 	 s t a n d a r d s . 	 B y 	 c o n s i s t e n t l y 	 a p p l y i n g 	
h i g h 	 e t h i c a l 	 s t a n d a r d s 	 i n 	 a l l 	 o f 	 o u r 	 b u s i n e s s 	 d e a l i n g s , 	 w e 	 w i l l 	 c o n t i n u e 	 t o 	 p r omo t e 	 a 	
w o r k 	 e n v i r o nmen t 	 t h a t 	 i s 	 c o n d u c i v e 	 t o 	 i n d i v i d u a l 	 a n d 	 c omp a n y 	 s u c c e s s .	
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3.	Roles	and	Responsibilities	
3.1. The Academic /Administrative Manager 

T h e 	 A c a d em i c 	 M a n a g e r 	 i s 	 d i r e c t l y 	 r e s p o n s i b l e 	 f o r 	 t h e 	 e f f e c t i v e 	 o p e r a t i o n 	 a n d 	
m a n a g emen t 	 o f 	 t h e 	 a c a d em i c 	 p r o g r amme s . 	 T h e 	 r o l e 	 o f 	 t h e 	 A c a d em i c 	 M a n a g e r 	
e n s u r e s 	 t h a t 	 a 	 p e r s o n 	 o v e r l o o k s 	 t h e 	 p r o c e d u r e s 	 n e e d e d 	 t o 	 r u n 	 t h e 	 c o u r s e s 	 a n d 	
e n s u r e s 	 t h a t 	 t h e s e 	 a r e 	 d o n e 	 a s 	 a c c u r a t e l y 	 a s 	 p o s s i b l e . 	 	

T h e 	M an a g e r 	 i s 	 r e s p o n s i b l e 	 f o r : 	 	

•  C o l l e c t i n g 	 t h e 	 s t u d e n t s ’ 	 f e e s 	 f o r 	 e a c h 	m od u l e / c o u r s e . 	 	

•  t h e 	 a t t e n d a n c e 	 o f 	 t h e 	 s t u d e n t s . 	 I n 	 f a c t , 	 s t u d e n t s 	 w h o 	 a r e 	 n o t 	 E U 	 r e s i d e n t s 	
a n d 	 w h o 	 d o 	 n o t 	 a t t e n d 	 t h e i r 	 c l a s s e s 	 r e g u l a r l y 	 h a v e 	 t o 	 b e 	 r e p o r t e d 	 t o 	 I d e n t i t y 	
M a l t a . 	 	

•  d e l e g a t i o n 	 o f 	 m i n o r 	 t a s k s 	 t o 	 c o l l e a g u e s 	 i n 	 t h e 	 o f f i c e , 	 f o r 	 e . g . 	 t h e 	 m o d u l e 	
t im e t a b l e , 	 s c h e d u l e 	 a n d 	 a t t e n d a n c e 	 s h e e t s . 	 T h e s e , 	 h ow e v e r , 	 a r e 	 s t i l l 	
m o n i t o r e d . 	

•  e n g a g i n g 	 n ew 	 t u t o r s 	 a n d 	 a s s i g n i n g 	 t h em 	 a 	 s u b j e c t 	 t o 	 t e a c h 	

•  i s s u i n g 	 v i s a 	 a n d 	 t r a v e l 	 l e t t e r s 	 t o 	 i n t e r n a t i o n a l 	 s t u d e n t s 	 	

•  d r aw i n g 	 u p 	 a 	 s c h e d u l e 	 f o r 	 e x am s 	 	

•  i s s u i n g 	 o f 	 r e s u l t s 	 a n d 	 s u b s e q u e n t l y 	 c o n t a c t i n g 	 t h e 	 s t u d e n t s 	 v i a 	 em a i l 	

•  p r e s e n t i n g 	 t h e 	 s t u d e n t 	 w i t h 	 t h e 	 O f f e r 	 L e t t e r 14, 	 t h e 	 C o u r s e 	 A c c e p t a n c e 	 L e t t e r 15, 	
t h e 	 C o u r s e 	 & 	 A c c ommod a t i o n 	 C o n f i rm a t i o n 	 L e t t e r 16, 	 a n d 	 t h e 	 I n v o i c e 17. 	

3.2. Internal Verifier 

T h e 	 I n t e r n a l 	 V e r i f i e r 	 i s 	 t h e 	 p e r s o n 	 w h o 	 e n s u r e s 	 t h a t 	 o u r 	 l e a r n e r s 	 o b t a i n 	 m a x im um 	
s u p p o r t 	 w h i l e 	 s t u d y i n g 	w i t h 	 u s . 	 T h e 	 r o l e 	 o f 	 t h e 	 i n t e r n a l 	 v e r i f i e r 	 i s 	 t o : 	

•  E n s u r e 	 t h a t 	 a s s e s sm en t / e x am 	 i s 	 c o n s i s t e n t , 	 f a i r 	 a n d 	 t r a n s p a r e n t 	 a n d 	 d o e s 	 n o t 	
d i s c r im i n a t e 	 a g a i n s t 	 a n y 	 l e a r n e r 	

•  E n s u r e 	 t h a t 	 b o t h 	 l e a r n e r s 	 a n d 	 a s s e s s o r s 	 a r e 	 aw a r e 	 o f 	 t h e 	 d i f f e r e n t 	 w a y s 	
m o d u l e 	 a c h i e v emen t 	 i s 	 a s s e s s e d 	 a t 	 t h e 	 b e g i n n i n g 	 o f 	m o d u l e s 	

																																																													
14See	page	50	
15See	page	52	
16See	page	53	
17See	page	54	
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•  E n s u r e 	 t h a t 	 l e a r n e r s ’ 	 w o r k 	 i s 	 p r e s e n t e d 	 i n 	 a 	 m a n n e r 	 t h a t 	 e n a b l e s 	 e f f e c t i v e 	
v e r i f i c a t i o n 	 t o 	 t a k e 	 p l a c e 	

•  C h e c k s 	 t h a t 	 n o 	 p l a g i a r i sm 	 h a s 	 b e e n 	 c o n d u c t e d 	
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3.3. Other Supporting Staff 

I n 	 o r d e r 	 f o r 	 a l l 	 o p e r a t i o n s 	 t o 	 s u c c e e d 	 a n d 	 r u n 	 smoo t h l y , 	 t h e r e 	 i s 	 s u p p o r t i n g 	 s t a f f 	
t h a t 	 h e l p s 	 i n 	 t h e 	 d a y 	 t o 	 d a y 	 r u n n i n g 	 o f 	 t h e 	 a dm i n i s t r a t i o n 	 s i d e 	 o f 	 t h e 	 i n s t i t u t e . 	 O u r 	
s t a f f 	 i s 	 t r a i n e d 	 a n d 	 q u a l i f i e d 	 t o 	 d e a l 	 w i t h 	 l e a r n e r s ’ 	 r e g i s t r a t i o n . 	 	

T h e s e 	 s t a f f 	m embe r s : 	

•  E n s u r e 	 t h a t 	 s t u d e n t s ’ 	 r e c o r d 	 f i l e s 	 a r e 	 k e p t 	 i n 	 o r d e r 	 a n d 	 u p d a t e d 	
•  A s c e r t a i n 	 t h a t 	 f i l i n g 	 i s 	 d o n e 	 o n 	 a 	 d a i l y 	 b a s i s 	
•  K e e p 	 t r a c k 	 o f 	 s t u d e n t s 	 a n d 	 i f 	 r e q u i r e d 	 c o n t a c t 	 s t u d e n t s 	 v i a 	 p h o n e 	 o r 	 em a i l 	
•  He l p 	 t h e 	 A c a d em i c 	M a n a g e r 	 i n 	 t h e 	 c o - o r d i n a t i o n 	 o f 	 d a i l y 	 r o u t i n e 	
•  He l p 	 s t u d e n t s 	 f i n d 	 a c c ommod a t i o n , 	 w h e r e 	 a p p l i c a b l e 	
•  C o n t a c t 	 t u t o r s 	 a n d 	 l e a r n e r s 	 w i t h 	 a n y 	 t im e - t a b l e 	 c h a n g e s 	 	
•  A s s i s t 	 t h e 	 s t u d e n t s 	 b e f o r e 	 a n d 	 a f t e r 	 t h e i r 	 l e c t u r e s 	
•  I n v i g i l a t e 	 d u r i n g 	 e x am s 	w h e r e 	 a p p l i c a b l e 	 	
•  K e e p 	 t r a c k 	 o f 	 s t u d e n t s ’ 	 a t t e n d a n c e 	 	

3.4.	Attendance	Sheets	&	Keeping	up	of	Data	

T h e 	 a t t e n d a n c e 	 s h e e t 	 i s 	 p r e p a r e d 	 o n c e 	 a t 	 t h e 	 b e g i n n i n g 	 o f 	 e a c h 	 m o d u l e 	 b y 	 a 	
m embe r 	 o f 	 s t a f f . 	 T h e 	 a t t e n d a n c e 	 s h e e t 	 c o v e r s 	 t h e 	 w h o l e 	 m o d u l e . 	 A t 	 t h e 	 e n d 	 o f 	 e a c h 	
mod u l e , 	 t h e 	 a t t e n d a n c e 	 o f 	 e a c h 	 s t u d e n t 	 i s 	 e n t e r e d 	 i n 	 a n 	 e x c e l 	 s h e e t 	 f o r 	 q u i c k 	
r e f e r e n c e . 	 	
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4.	Tutors/Lecturers	
4.1.	The	Lecturers	

C h o o s i n g 	 t h e 	 r i g h t 	 a p p l i c a n t 	 f o r 	 o u r 	 a c a d em i c 	 d e p a r tm e n t 	 i s 	 a 	 j o b 	 w e 	 t a k e 	
s e r i o u s l y . 	 O u r 	 t u t o r s 	 a r e 	 a l l 	 h i g h l y 	 q u a l i f i e d 	 i n 	 t h e i r 	 p r e f e r r e d 	 a r e a 	 o f 	 t e a c h i n g . 	
T h e y 	 a l s o 	 h a v e 	m a n y 	 y e a r s 	 o f 	 e x p e r i e n c e . 	 	 	

W h e n 	 a t t e n d i n g 	 a n 	 i n t e r v i ew , 	 t h e 	 c a n d i d a t e s 	 h a v e 	 t o 	 s u bm i t 	 a 	 d e t a i l e d 	 a n d 	 u p d a t e d 	
C u r r i c u l um 	 V i t a . 	 	

A n 	 A p p o i n tm en t 	 L e t t e r 18	 i s 	 i s s u e d 	 b e f o r e 	 c ommen c emen t 	 o f 	 e a c h 	 m o d u l e 	 s t a t i n g 	 t h e 	
s t a r t 	 a n d 	 e n d 	 d a t e s , 	 n umb e r 	 o f 	 h o u r s 	 a s s i g n e d , 	 t h e 	 t u t o r s ’ 	 p a y i n g 	 r a t e 	 a n d 	 t o t a l 	
amou n t 	 p a y a b l e . 	 	 P a ymen t 	 f o r 	 s e r v i c e s 	 i s 	 p a i d 	 2 	m o n t h s 	 a f t e r 	 t h e 	 e n d 	 d a t e . 	

4.2.	Lecturers’	Working	Hours	

T h e 	 l e c t u r e r s 	 u s u a l l y 	 w o r k 	 o n 	 p a r t 	 t im e 	 b a s i s . 	 M o r e 	 o f t e n 	 t h a n 	 n o t , 	 o u r 	 t u t o r s 	 w o r k 	
f u l l 	 t im e 	 i n 	 t h e i r 	 c h o s e n 	 a r e a 	 o f 	 e x p e r t i s e . 	 T h e 	 l a t t e r 	 i s 	 t h e 	 a r e a 	 t h a t 	 t h e y 	 t e a c h 	
w i t h 	 u s . 	 	

4.3.	Tutors’	Duties	and	Responsibilities	

Ou r 	 t u t o r s 	 a r e 	 r e s p o n s i b l e 	 f o r : 	

•  a n a l y s i n g 	 t h e i r 	 s t u d e n t s ’ 	 n e e d s 	 a n d 	 a s s e s s i n g 	 t h e i r 	 c omp e t e n c e 	 o f 	 t h e 	 s u b j e c t 	
a t 	 h a n d . 	 P r e p a r i n g 	 s t u d e n t s 	 t o 	 s i t 	 f o r 	 t h e i r 	 e x am i n a t i o n 	 o r 	 a s s i g nmen t 	

•  d e t e rm i n i n g 	 w h i c h 	 a p p r o a c h 	 a n d / o r 	 m e t h o d o l o g y 	 i s 	 m o s t 	 a p p r o p r i a t e 	 t o 	 c a t e r 	
f o r 	 t h e i r 	 s t u d e n t s ’ 	 l e a r n i n g 	 s t y l e s . 	

•  p l a n n i n g 	 t h e i r 	 l e c t u r e s 	 w i t h 	 r e s p o n s i b i l i t y 	 	

•  k e e p i n g 	 t e a c h i n g 	 r e s o u r c e s 	 i n t a c t . 	 T h e s e 	 i n c l u d e 	 I n t e r a c t i v e 	 Wh i t e 	 B o a r d s , 	
b o o k s 	 a n d 	 o t h e r 	m a t e r i a l . 	 	

•  k e e p i n g 	 u p 	 t o 	 d a t e 	 w i t h 	 a n y 	 C PD 	 t h a t 	 t h e i r 	 a r e a 	 o f 	 s t u d y / e x p e r t i s e 	
d e t e rm i n e s 	

•  f i l l i n g 	 i n 	 t h e 	 a t t e n d a n c e 	 s h e e t s 	

•  f i l l i n g 	 i n 	 a 	 T u t o r s 	 F e e d b a c k 	 F o rm 	 p e r 	 m o d u l e 1 9 . 	 T h i s 	 i s 	 g i v e n 	 b y 	 t h e 	
a dm i n i s t r a t i o n 	 t o 	 e n s u r e 	 q u a l i t y 	 a n d 	 im p r o v emen t . 	 	

•  c o r r e c t i n g 	 t h e 	 a s s i g nmen t s 	 b e f o r e 	 t h e s e 	 a r e 	 s e n t 	 a b r o a d 	 t o 	 b e 	 o b s e r v e d 	 b y 	 a n 	
e x t e r n a l 	 v e r i f i e r . 	 T h e 	 l e c t u r e r s 	 h a v e 	 t o 	m a k e 	 s u r e 	 t h a t 	 t h e 	 a s s i g nmen t s 	 a r e 	 o f 	
a 	 c e r t a i n 	 s t a n d a r d 	 b e f o r e 	 t h e y 	 a r e 	 s e n t 	 a b r o a d 	

																																																													
18	See	Appendix	A	pg	3	
19	See	Appendix	A	pg	17	
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•  o n c e 	 a 	 y e a r 	 a 	 m e e t i n g 	 i s 	 h e l d 	 b e tw e e n 	 t h e 	 A dm i n i s t r a t i o n 	 M a n a g e r 	 a n d 	 t h e 	
t u t o r 	 t o 	 e v a l u a t e 	 a n d 	 a s c e r t a i n 	 t h a t 	 t h e 	 s t u d e n t s ’ 	 n e e d s 	 a r e 	 b e i n g 	m e t 	

•  o n c e 	 a 	 y e a r 	 a n 	 i n f o rm a l 	 m e e t i n g 	 i s 	 h e l d 	 b e tw e e n 	 t h e 	 T u t o r 	 a n d 	 A c a d em i c 	
M a n a g e r . 	 	 A 	 S e l f - E v a l u a t i o n 	 F o rm 2 0 	 f o r 	 l e a r n i n g 	 c e n t r e 	 t u t o r s 	 i s 	 g i v e n 	 t o 	 t h e 	
t u t o r 	 t o 	 b e 	 f i l l e d 	 i n . 	

•  F i l l i n g 	 i n 	 a 	 S t u d e n t s ’ 	 P r o g r e s s 	 R e p o r t 2 1 	 p e r 	m o d u l e 	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
20	See	Appendix	A		
21	See	Appendix	A	



34	|	P a g e 	
	

5.	Awards	
5.1. Awarding Bodies 

5.1.1.	ATHE	
e i e 	 I n s t i t u t e 	 o f 	 E d u c a t i o n 	 i s 	 a n 	 A TH E 	 r e c o g n i s e d 	 c e n t r e . 	 T h i s 	 m e a n s 	 t h a t 	 w e 	 a r e 	
e t h i c a l l y 	 a n d 	 l e g a l l y 	 b o u n d 	 t o 	 h a v e 	 q u a l i t y 	 a s s u r a n c e s 	 i n 	 p l a c e , 	 w h i c h 	 e n s u r e 	 t h e 	
q u a l i t y 	 o f 	 t h e 	 l e a r n e r 	 e x p e r i e n c e . 	 T h e s e 	 p r o c e s s e s 	 a r e 	 a 	 r e q u i r emen t 	 o f 	 i n s p e c t i o n 	
a g e n c i e s 	 a s 	 t h e y 	 f u r t h e r 	 a s s u r e 	 t h e 	 c o n s i s t e n t 	 a n d 	 v a l i d 	 aw a r d 	 o f 	 A TH E 	
q u a l i f i c a t i o n s . 	 C o n s e q u e n t l y 	 o u r 	 c e n t r e 	 h a s : 	

•  i n t e r n a l 	 v e r i f i c a t i o n 	 o f 	 a s s e s sm en t 	 d e c i s i o n s 	
•  i n t e r n a l 	 s t a n d a r d i s a t i o n 	 p r o c e s s e s 	 a s 	 a p p r o p r i a t e 	 	
•  c o n t i n u o u s 	 i n f o rm a t i o n 	 g a t h e r e d 	 f r om 	 s t u d e n t s 	 r e g a r d i n g 	 v i ew s 	 o n 	 t h e i r 	

l e a r n i n g 	 e x p e r i e n c e 	 a t 	 t h e 	 i n s t i t u t e 	
•  p e r i o d i c a l 	 r e v i ew 	 p r o c e s s e s 	 w h i c h 	 a r e 	 b a s e d 	 o n 	 c u r r e n t , 	 s p e c i f i c 	 e v i d e n c e 	

a n d 	 i n f o rm a t i o n 	w h i c h 	m a y 	 l e a d 	 t o 	 a c t i o n 	 p l a n s 	
•  t h e 	 i n s t i t u t e ’ s 	 s t a f f 	 r e s p o n d 	 q u i c k l y 	 a n d 	 e f f i c i e n t l y 	 t o 	 s u c h 	 a c t i o n / c o r r e c t i v e 	

p l a n s 	

5.1.2.	ICM	
e i e 	 I n s t i t u t e 	 o f 	 E d u c a t i o n 	 i s 	 a l s o 	 a n 	 I CM 	 r e c o g n i s e d 	 c e n t r e . 	 H owe v e r , 	 t h i s 	 w i l l 	 b e 	
d i s c o n t i n u e d 	 w h e n 	 t h e 	 s t u d e n t s 	 c u r r e n t l y 	 r e a d i n g 	 c o u r s e s 	 w i l l 	 t e rm i n a t e 	 t h e i r 	
s t u d i e s . 	 S t u d e n t s 	 f o l l ow i n g 	 t h e 	 I CM 	 p r o g r amme s 	 s i t 	 f o r 	 a n 	 e x am 	 e v e r y 	 3 	 m o n t h s 	
a f t e r 	 h a v i n g 	 f o l l ow e d 	 l e c t u r e s 	 o n 	 t h e 	 s ame 	 s u b j e c t 	 i n 	 t h e 	 m o n t h s 	 b e f o r e h a n d . 	 	
S t u d e n t s 	 a r e 	 a l s o 	 a b l e 	 t o 	 r e - s i t 	 e x am i n a t i o n s 	 i n 	 a n y 	 p e r i o d , 	 w h i c h 	 t h e y 	 m i g h t 	 h a v e 	
f a i l e d 	 i n 	 a 	 p r i o r 	 s e s s i o n . 	

5.1.3.	Distance	Learning	
e i e 	 I n s t i t u t e 	 o f 	 E d u c a t i o n 	 a l s o 	 o f f e r s 	 D i s t a n c e 	 L e a r n i n g 	 C o u r s e s . 	 T h e s e 	 a r e 	 l a r g e l y 	
a v a i l a b l e 	 t h r o u g h 	 U n i v e r s i t y 	 o f 	 N o r t h amp t o n 	 a n d 	 f r om 	 t h e 	 L o n d o n 	 S c h o o l 	 o f 	
M a r k e t i n g , 	 w h i c h 	 i n 	 t u r n 	 w o r k s 	 i n 	 p a r t n e r s h i p 	 w i t h 	 A n g l i a 	 R u s k i n 	 U n i v e r s i t y . 	 F o r 	
m o r e 	 d e t a i l s 	 a b o u t 	 t h e i r 	 c o u r s e s , 	 r e f e r 	 t o 	 t h e 	 C o u r s e 	 L i s t 	 i n 	 A p p e n d i x 19. 	 	

5.2. Types of Awards 

A t 	 e i e 	 I n s t i t u t e 	 o f 	 E d u c a t i o n , 	 w e 	 o f f e r 	 a 	 v a s t 	 s e l e c t i o n 	 o f 	 c o u r s e s / aw a r d s 	 r a n g i n g 	
f r om 	 L e v e l 	 4 	 t o 	 L e v e l 	 7 . 	 C PD 	 c o u r s e s 	 a r e 	 a l s o 	 a v a i l a b l e . 	

O u r 	 C PD 	 c o u r s e s 	 r a n g e 	 f r om 	 A c c o u n t i n g 	 & 	 F i n a n c e , 	 B u s i n e s s 	 M a n a g emen t 	 & 	
A dm i n i s t r a t i o n , 	 C h i l d c a r e 	 & 	 T e a c h i n g , 	 a n d 	 C l e a n i n g 	 & 	 W a s t e 	 M a n a g emen t 	 t o 	
C r im i n o l o g y . 	 F o r 	 a 	m o r e 	 c omp r e h e n s i v e 	 a n d 	 d e t a i l e d 	 C o u r s e 	 L i s t 	 s e e 	 A p p e n d i x 7 . 	

																																																													
19	See	Appendix	A		
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5.3. English Language 

A t 	 e i e 	 I n s t i t u t e 	 o f 	 E d u c a t i o n 	 we 	 e n c o u r a g e 	 a c a d em i c 	 s t u d e n t s 	 w h o s e 	 E n g l i s h 	 i s 	 n o t 	
s o 	 f l u e n t 	 t o 	 s p e n d 	 t im e 	 im p r o v i n g 	 i t . 	 I n 	 f a c t , 	 s t u d e n t s 	 wh o 	 a r e 	 e n r o l l e d 	 w i t h 	 u s 	 f o r 	
a n 	 a c a d em i c 	 c o u r s e , 	 g e t 	 a 	 c omp l im e n t a r y 	 E n g l i s h 	 l a n g u a g e 	 c o u r s e 	 a t 	 U n i l a n g 	
I n t e r n a t i o n a l 	 S c h o o l 	 o f 	 L a n g u a g e s . 	W e 	 u r g e 	 t h em 	 t o 	 a t t e n d 	 l e s s o n s 	 e v e r y 	 d a y . 	

5.4. Lectures 

C l a s s e s 	 a r e 	 u s u a l l y 	 h e l d 	 t w i c e 	 a 	 w e e k 	 i n 	 t h e 	 e v e n i n g . 	 Wh e n 	 f o r 	 s ome 	 u n e x p e c t e d 	
r e a s o n , 	 a 	 c l a s s 	 h a s 	 t o 	 c h a n g e 	 d a t e 	 a n d 	 t im e , 	 t h i s 	 i s 	 g i v e n 	 a t 	 a 	 l a t e r 	 d a y . 	 T h e 	
s t u d e n t s 	 a r e 	 d u l y 	 i n f o rm ed 	 v i a 	 em a i l 	 a n d 	 r e q u e s t e d 	 t o 	 a c k n ow l e d g e 	 r e c e i p t 	 o f 	 t h i s 	
em a i l . 	 I f 	 a c k n ow l e d g emen t 	 d o e s 	 n o t 	 h a p p e n , 	 t h e n 	 t h e 	 s t u d e n t s 	 a r e 	 f u r t h e r 	 n o t i f i e d 	
v i a 	 p h o n e . 	 	

5.5.	Assessment	Methods	

C u r r e n t l y , 	 w e 	 h a v e 	 tw o 	 m e t h o d s 	 o f 	 a s s e s sm en t : 	 m o d u l e s 	 aw a r d e d 	 b y 	 A TH E 	 e n d o r s e 	
t h e 	 a s s e s sm en t 	 o f 	 a s s i g nmen t s . 	 T h e 	 a c a d em i c 	 m a n a g e r 	 c o l l e c t s 	 t h e s e 	 a s s i g nmen t s 	
v i a 	 b o t h 	 s o f t 	 a n d 	 h a r d 	 c o p y . 	 	 T h e 	 s e c o n d 	 m e t h o d 	 i s 	 a s s e s sm e n t 	 b y 	 e x am i n a t i o n 	 a n d 	
w h i c h 	 t a k e s 	 p l a c e 	 e v e r y 	 3 	m o n t h s 	 (M a r c h , 	 J u n e , 	 S e p t embe r 	 a n d 	 D e c embe r ) 	

5.5.1.	Marking	and	grading	

Ma r k i n g 	 a n d 	 g r a d i n g 	 a r e 	 v a l u a b l e 	 c ompon e n t s 	 o f 	 t h e 	 c o u r s e 	 o n 	 w h i c h 	 s t u d e n t s 	 h a v e 	
e n r o l l e d . 	 O n c e 	 t h e y 	 a r e 	 a c c e p t e d 	 t o 	 r e a d 	 f o r 	 a 	 d e g r e e 	 o r 	 d i p l om a , 	 s t u d e n t s 	 a c q u i r e 	
t h e 	 s e r v i c e s 	 o f 	 s u b j e c t -m a t t e r 	 e x p e r t s 	 w h o 	 w i l l 	 m a r k 	 t h e i r 	 w o r k 	 a n d 	 p r o v i d e 	
f e e d b a c k 	 o n 	 t h e i r 	 p e r f o rm a n c e . 	 	

M a r k s 	 a r e 	 d e d u c t e d 	 f o r 	 e r r o r s 	 i n 	 g r amma r 	 a n d 	 p u n c t u a t i o n , 	 w h i c h 	 h i n d e r 	 t h e 	
u n d e r l y i n g 	 m e a n i n g 	 o f 	 w h a t 	 i s 	 w r i t t e n . 	 P e n a l t i e s 	 a l s o 	 a p p l y 	 f o r 	 s t u d e n t s 	 n o t 	
r e s p e c t i n g 	 t h e 	 a s s i g nmen t / t h e s i s 	 s u bm i s s i o n 	 d e a d l i n e s . 	 ( s e e 	 p a r a 	 5 . 5 . 2 ) . 	

5.5.2.	Mark	deduction	penalty	
5% 	 f r om 	 t h e 	 o v e r a l l 	 m a r k s 	 a v a i l a b l e 	 i s 	 d e d u c t e d 	 w h e n 	 t h e r e 	 i s 	 a 	 l a t e 	 s u bm i s s i o n . 	
T h i s 	 a l s o 	 a p p l i e s 	 f o r 	 e x t e n s i o n s 	 g r a n t e d . 	

C ompu t e r 	 f a i l u r e 	 w i l l 	 NO T 	 b e 	 c o n s i d e r e d 	 a 	 v a l i d 	 r e a s o n 	 f o r 	 t h e 	 l a t e 	 s u bm i s s i o n 	 o f 	
a s s i g nmen t s , 	 a n d 	 e x t e n s i o n s 	 w i l l 	 n o t 	 b e 	 g r a n t e d 	 a s 	 a 	 r e s u l t 	 o f 	 c ompu t e r 	 f a i l u r e . 	
S o f tw a r e 	 c r a s h e s , 	 d i s k 	 f a i l u r e s 	 a n d 	 p r i n t i n g 	 d i f f i c u l t i e s 	 a r e 	 a n 	 u n a v o i d a b l e 	 a s p e c t 	 o f 	
u s i n g 	 a 	 c ompu t e r 	 a n d 	 s h o u l d 	 b e 	 a n t i c i p a t e d 	 a n d 	 p l a n n e d 	 f o r . 	

5.5.3.	Plagiarism	
S t u d e n t s 	 s h o u l d 	 k e e p 	 i n 	 m i n d 	 t h a t 	 c o p y i n g 	 s e c t i o n s 	 a n d / o r 	 i d e a s 	 f r om 	 t e x t 	 w i t h o u t 	
a c k n ow l e d g i n g 	 s o u r c e s 	 i n 	 a t t emp t 	 t o 	 a n sw e r 	 a s s i g nmen t 	 q u e s t i o n s , 	 t h e y 	 w i l l 	 b e 	
p e n a l i s e d . 	 	 A s s i g nmen t 	 q u e s t i o n s 	 a r e 	 d e s i g n e d 	 t o 	 t e s t 	 a 	 v a r i e t y 	 o f 	 s p e c i f i c 	 l e a r n i n g 	
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p o i n t s 	 a n d 	 r e q u i r e 	 r e f l e c t i o n 	 a n d 	 a n a l y s i s . 	 A n sw e r s 	 s h o u l d 	 b e 	 e n t i r e l y 	 a n d 	
e x c l u s i v e l y 	 t h e 	 s t u d e n t s ’ 	 w o r k . 	 	

C o r r e c t 	 r e f e r e n c i n g 	 a n d 	 c i t a t i o n s 	 a r e 	 e x t r eme l y 	 im p o r t a n t 	 w h e n 	 q u o t i n g 	 f r om 	 w o r k s 	
b y 	 o t h e r 	 a u t h o r s . 	 F a i l u r e 	 t o 	 d o 	 s o 	 w i l l 	 c o n s t i t u t e 	 p l a g i a r i sm . 	 I t 	 i s 	 v e r y 	 im p o r t a n t 	
t h a t 	 s t u d e n t s 	 u n d e r s t a n d 	 w h a t 	 c o n s t i t u t e s 	 p l a g i a r i sm . 	 O u r 	 l e c t u r e r s 	 u r g e 	 t h e 	
s t u d e n t s 	 t o 	m a k e 	 i n q u i r i e s 	 s h o u l d 	 t h e y 	 h a v e 	 a n y 	 d i f f i c u l t i e s . 	 	

5.6. Extensions 

5.6.1.		Applications	for	Extensions	with	respect	to	the	submission	of	
students’	written	work.	
T o p i c s 	 f o r 	 w r i t t e n 	 w o r k 	 a n d 	 s u bm i s s i o n 	 d a t e s 	 a r e 	 n o t i f i e d 	 t o 	 s t u d e n t s 	 w e l l 	 i n 	
a d v a n c e . 	 H owe v e r , 	 f r om 	 t im e 	 t o 	 t im e 	 t h e r e 	 a r e 	 s t u d e n t s 	 w h o 	 w i l l 	 n e e d 	 a n 	 e x t e n s i o n 	
t o 	m a n a g e 	 t h e i r 	 s t u d i e s . 	 	

•  T h e 	 s t u d e n t 	 c a n 	 a p p l y 	 f o r 	 a n 	 e x t e n s i o n 	 o n l y 	 i n 	 w r i t i n g , 	 u s u a l l y 	 v i a 	 em a i l . 	
O v e r 	 t h e 	 p h o n e 	 q u e r i e s 	 a r e 	 n o t 	 a c c e p t e d . 	 	

•  App r o v a l s 	 o f 	 e x t e n s i o n 	 a p p l i c a t i o n s 	 a r e 	 m a d e 	 b y 	 e i e 	 i n 	 w r i t i n g , 	 u s u a l l y 	 v i a 	
em a i l . 	 L e c t u r e r s 	 h a v e 	 n o 	 a u t h o r i t y 	 t o 	 g r a n t 	 e x t e n s i o n s . 	

•  S t u d e n t s 	 a r e 	 a d v i s e d 	 t o 	 c o n t a c t 	 e i e 	 a s 	 s o o n 	 a s 	 i t 	 b e c ome s 	 e v i d e n t 	 t h a t 	 a n 	
e x t e n s i o n 	 i s 	 r e q u i r e d . 	 	

•  I n 	 t h e 	 c a s e 	 o f 	 a s s i g nmen t s , 	 t h e 	 r e q u e s t 	 f o r 	 a n 	 e x t e n s i o n 	 h a s 	 t o 	 b e 	 ‘ h a n d e d 	 i n ’ 	
a t 	 l e a s t 	 t w o 	w e e k s 	 p r i o r 	 t o 	 t h e 	 d e a d l i n e . 	 	

•  I n 	 t h e 	 c a s e 	 o f 	 d i s s e r t a t i o n s , 	 t h e 	 r e q u e s t 	 f o r 	 a n 	 e x t e n s i o n 	 h a s 	 t o 	 b e 	 h a n d e d 	 i n 	
a t 	 l e a s t 	 t w o 	mon t h s 	 p r i o r 	 t o 	 t h e 	 d e a d l i n e . 	 	

5.6.2.	Grounds	for	the	Approval	of	Extensions	with	respect	to	the	
submission	of	students’	work.	

•  T h e 	 r e a s o n s 	 g i v e n 	 b y 	 a 	 s t u d e n t 	 f o r 	 a n 	 e x t e n s i o n 	 m u s t 	 b e 	 i n 	 a c c o r d a n c e 	 w i t h 	
t h e 	 f o l l ow i n g 	 g u i d e l i n e s 	 a n d 	 i n 	 a l l 	 c i r c um s t a n c e s 	 t h e 	 s t u d e n t 	 m u s t 	 s u p p o r t 	
h i s 	 c l a im 	 b y 	 r e l e v a n t 	 d o c umen t a t i o n . 	 	

•  T h e 	 d u r a t i o n 	 o f 	 t h e 	 r e q u e s t e d 	 e x t e n s i o n 	 m u s t 	 b e 	 r e a s o n a b l e 	 a n d 	 j u s t i f i e d 	 b y 	
t h e 	 d o c umen t a t i o n . 	

•  T h e 	 s t u d e n t 	 w i l l 	 b e 	 i n f o rm ed 	 i n 	 w r i t i n g 	 i f 	 t h e 	 r e q u e s t 	 f o r 	 e x t e n s i o n 	 h a s 	 b e e n 	
a p p r o v e d 	 o r 	 n o t . 	 T h e 	 A c a d em i c 	M a n a g e r 	 w i l l 	 i s s u e 	 t h e 	 l e t t e r . 	

5.6.3.	Guidelines	with	respect	to	the	kinds	of	circumstances	that	may	
lead	to	an	approval	of	an	extension	application:	

•  I f 	 a 	 s t u d e n t 	 i s 	 u nw e l l 	 o r 	 i n j u r e d ; 	
•  T h e 	 d e a t h 	 o r 	 d i a g n o s i s 	 o f 	 a 	 s e r i o u s 	 i l l n e s s 	 o f 	 a 	 c l o s e 	 f am i l y 	m embe r 	 o r 	 f r i e n d ; 	
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•  I l l n e s s 	 o f 	 a 	 c h i l d 	 o r 	 p a r e n t 	 / g u a r d i a n 	 f o r 	 w h i c h 	 t h e 	 s t u d e n t 	 i s 	 t h e 	 p r im a r y 	
c a r e 	 g i v e r ; 	

•  I n d i v i d u a l s 	 o n 	m a t e r n a l 	 o r 	 p a t e r n a l 	 l e a v e ; 	
•  I f 	 a n 	 u n f o r e s e e n 	 e v e n t 	 t h a t 	 s u b s t a n t i a l l y 	 im p a c t s 	 o n 	 t h e 	 p r e p a r a t i o n 	 o f 	 a n 	

a s s i g nmen t . 	 	 	

5.7. Exams Procedure 

E x am 	 c a n d i d a t e s 	 a r e 	 t o 	 b e 	 p r e s e n t 	 a t 	 t h e 	 d e s i g n a t e d 	 e x am 	 v e n u e 	 a t 	 l e a s t 	 1 5 	 t o 	 2 0 	
m i n u t e s 	 p r i o r 	 t o 	 t h e 	 c ommen c emen t 	 o f 	 t h e 	 e x am . 	 E v e r y 	 c a n d i d a t e 	 i s 	 t o 	 b e 	 a s s i g n e d 	
a 	 c a n d i d a t e 	 n umbe r , 	 w h i c h 	 i s 	 t o 	 b e 	 p r e s e n t e d 	 o n 	 t h e 	 d a y 	 o f 	 t h e 	 e x am . 	 T h e 	 c a n d i d a t e 	
n umbe r 	 i s 	 p r i n t e d 	 o n 	 t h e 	 e x am 	 a t t e n d a n c e 	 s h e e t 	 n e x t 	 t o 	 t h e 	 s t u d e n t ’ s 	 n ame 	 o r 	 o n 	
t h e 	 n o t i c e 	 b o a r d . 	 S t u d e n t s 	 s i g n 	 o n 	 t h e 	 e x am 	 a t t e n d a n c e 	 s h e e t . 	 	

I n 	 o r d e r 	 t o 	 b e 	 a l l ow e d 	 i n t o 	 t h e 	 e x am i n a t i o n 	 r o om , 	 c a n d i d a t e s 	 m u s t 	 h a v e 	 t h e i r 	
a dm i s s i o n 	 p e rm i t 	 a n d 	 t h e i r 	 S t u d e n t 	 I D 	 C a r d . 	

A l l 	 c a n d i d a t e s 	 a r e 	 i n s t r u c t e d 	 t h a t 	 t h e y 	m u s t 	 NO T : 	

•  B r i n g 	 a n y 	 s t u d y 	m a t e r i a l 	 i n t o 	 t h e 	 e x am 	 r o om . 	

•  L e a v e 	 a n y 	 b a g s 	 n e x t 	 t o 	 t h e i r 	 e x am i n a t i o n 	 d e s k . 	

•  B r i n g 	 P DA s 	 o r 	 a n y 	 o t h e r 	 e l e c t r o n i c 	 e q u i pmen t 	 i n t o 	 t h e 	 e x am i n a t i o n 	 r o om . 	
Wh e r e 	 t h e 	 u s e 	 o f 	 n o n - p r o g r ammab l e 	 c a l c u l a t o r s 	 i s 	 a l l ow e d , 	 t h e 	 m o d e l 	
n umbe r 	 h a s 	 t o 	 b e 	w r i t t e n 	 o n 	 t h e 	 f r o n t 	 p a g e 	 o f 	 t h e 	 e x am 	 s c r i p t . 	

•  C o n v e r s e , 	 c ommun i c a t e 	 w i t h 	 o r 	 w i l l i n g l y 	 r e c e i v e 	 c ommun i c a t i o n 	 f r om 	 a n y 	
o t h e r 	 p e r s o n 	 ( e x c e p t 	 t h e 	 i n v i g i l a t o r s ) 	 i n 	 a n y 	w a y 	 d u r i n g 	 t h e 	 e x am i n a t i o n . 	

•  C o p y 	 f r om 	 a n y 	 n o t e s 	 o r 	 b o o k s 	 a n d / o r 	 r e a d 	 o r 	 a t t emp t s 	 t o 	 r e a d 	 w o r k 	 o f 	 o t h e r 	
c a n d i d a t e s . 	

•  T empo r a r i l y 	 l e a v e 	 t h e 	 e x am i n a t i o n 	 r o om , 	 e x c e p t 	 i n 	 t h e 	 c a s e 	 o f 	 u r g e n t 	
n e c e s s i t y . 	

•  C a n d i d a t e s 	 a r e 	 a l s o 	 i n s t r u c t e d 	 t o 	 sw i t c h 	 o f f 	m o b i l e 	 p h o n e s 	 d u r i n g 	 t h e 	 e x am . 	

C a n d i d a t e s 	 b r e a c h i n g 	 t h e 	 a b o v e 	 i n s t r u c t i o n 	 c a n 	 b e 	 d i s q u a l i f i e d 	 f r om 	 t h e 	
e x am i n a t i o n . 	

5.8.	Re-sit	Examinations	

R e - s i t s 	 m i g h t 	 i n v o l v e 	 t h e 	 n e e d 	 t o 	 r e - d o 	 a 	 w r i t t e n 	 e x am , 	 t h e 	 r e - s u bm i s s i o n 	 o f 	 w o r k 	
f o r 	 a s s e s sm en t 	 i n 	 r e s p e c t 	 o f 	 a 	 c o u r s e 	 e x am i n e d 	 i n 	 w h o l e 	 o r 	 i n 	 p a r t 	 b y 	 c o n t i n u o u s 	
a s s e s sm en t , 	 o r 	 t h e 	 f o rm a l 	 r e - a s s e s sm en t 	 i n 	 a n y 	w a y . 	

S t u d e n t s , 	 w h o 	m i s s e d 	 t h e i r 	 e x am i n a t i o n s 	 o r 	 s u bm i s s i o n 	 d e a d l i n e s 	 d u e 	 t o 	 m e d i c a l , 	 o r 	
o t h e r 	 a c c e p t a b l e 	 r e a s o n s , 	m u s t 	 a l s o 	 a p p l y 	 b y 	 s u bm i t t i n g 	 t h e 	 r e - s i t 	 a p p l i c a t i o n 	 f o rm . 	 	 	
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S t u d e n t s 	 a r e 	 n o t 	 a u t oma t i c a l l y 	 e n t e r e d 	 f o r 	 a 	 r e - s i t . 	 T h e y 	 m u s t 	 a p p l y 	 b y 	 c omp l e t i n g 	
t h e 	 r e l e v a n t 	 a p p l i c a t i o n 	 f o rm . 	 R e - s i t 	 d a t e s 	 a n d 	 t im e s 	 w i l l 	 b e 	 d e c i d e d 	 u p o n 	 b y 	 e i e 	
a n d 	w i l l 	 b e 	 c ommun i c a t e d 	 t o 	 t h e 	 s t u d e n t s . 	

A n 	 a dm i n i s t r a t i o n 	 f e e 	 i s 	 c h a r g e d 	 t o 	 s t u d e n t s 	 w h o 	 r e - s i t 	 a n 	 e x am i n a t i o n 	 a n d / o r 	
a s s i g nmen t . 	

A 	 c a n d i d a t e 	 w h o 	 h a s 	 t a k e n 	 a n 	 e i e 	 c o u r s e 	 a n d 	 c o r r e s p o n d i n g 	 e x am 	 a n d 	 f a i l e d 	 c a n 	 r e -
t a k e 	 t h a t 	 p a p e r 	 d u r i n g 	 t h e 	 n e x t 	 e x am 	 s i t t i n g . 	 R e - s i t s 	 o n 	 t h e 	 s ame 	 mod u l e 	 a r e 	
a l l ow e d 	 o n l y 	 o n c e . 	 I f 	 s t i l l 	 u n s u c c e s s f u l , 	 t h e 	 s t u d e n t 	 w o u l d 	 n e e d 	 t o 	 r e - a p p l y 	 f o r 	 t h e 	
f u l l 	m o d u l e 	 c o u r s e . 	
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5.9.	Revision	of	Paper	

S t u d e n t s 	 m a y 	 r e q u e s t 	 ( i n 	 w r i t i n g 	 a n d 	 b y 	 n o t 	 l a t e r 	 t h a n 	 t h i r t y 	 ( 3 0 ) 	 d a y s 	 a f t e r 	 r e l e a s e 	
o f 	 e x am i n a t i o n 	 r e s u l t ) 	 a 	 r e v i s i o n 	 o f 	 a n 	 e x am 	 p a p e r 	 o n l y 	 o n c e , 	 a g a i n s t 	 a 	 f e e . 	

	

	 	



40	|	P a g e 	
	

6.	Procedures	
6.1.	Enrolment	

Mos t 	 s t u d e n t s 	 s e n d 	 t h e i r 	 r e q u e s t s 	 v i a 	 em a i l . 	 A n o t h e r 	 p o p u l a r 	 w a y 	 o f 	 s e n d i n g 	
r e q u e s t s 	 i s 	 t h r o u g h 	 a g e n t s . 	 T h e 	 p r o c e d u r e 	 i s 	 a s 	 f o l l ow s : 	

T h e 	 a g e n t s 	 u s u a l l y 	 em a i l 	 t h e 	 a dm i n i s t r a t i o n 	 m a n a g e r 	 w i t h 	 a 	 r e q u e s t 	 a n d 	 t h e 	
a dm i n i s t r a t i o n 	 m a n a g e r 	 r e p l i e s 	 a s k i n g 	 t h e 	 a g e n t 	 t o 	 s e n d 	 a n 	 em a i l 	 f e a t u r i n g 	 t h e 	
i n t e r e s t e d 	 s t u d e n t ’ s 	 p a s s p o r t 	 c o p y 	 a s 	 w e l l 	 a s 	 t h e 	 p e r t i n e n t 	
q u a l i f i c a t i o n s / c e r t i f i c a t e s 	 t h a t 	 h e / s h e 	 h a s . 	 	

U p o n 	 e v a l u a t i n g 	 i f 	 t h e 	 s t u d e n t 	 h a s 	 t h e 	 p r e r e q u i s i t e s 	 n e c e s s a r y 	 f o r 	 t h e 	 c o u r s e , 	 t h e 	
a dm i n i s t r a t i o n 	 m a n a g e r 	 em a i l s 	 t h e 	 c o n c e r n e d 	 s t u d e n t 	 a n 	 O f f e r 	 L e t t e r 20. 	 T h e 	 O f f e r 	
L e t t e r 	 t y p i c a l l y 	 c o n f i rm s 	 w i t h 	 t h e 	 s t u d e n t 	 t h e 	 c o u r s e 	 c h o s e n , 	 a n d 	 i n f o rm s 	 h / h e r 	 o f 	
t h e 	 amou n t 	 o f 	 m o n e y 	 h / s h e 	 h a s 	 t o 	 p a y 	 f o r 	 t h e 	 d e p o s i t 	 a s 	 w e l l 	 a s 	 t h e 	 p r i c e 	 o f 	 t h e 	
w h o l e 	 c o u r s e . 	 	

C o n d i t i o n s 	 o f 	 t h e 	 o f f e r : 	

•  F e e s 	 p a i d 	 a r e 	 n o t 	 r e f u n d a b l e 	 i n 	 w h o l e 	 o r 	 i n 	 p a r t 	 o n c e 	 a 	 s t u d e n t 	 h a s 	
c ommen c e d 	 t h e 	 p r o g r amme . 	

•  C a n d i d a t e s 	 w h o 	 d e f e r 	 a t 	 a n y 	 t im e 	 d u r i n g 	 t h e 	 p r o g r amme 	 w i l l 	 b e 	 l i a b l e 	 f o r 	
i n c r e a s e 	 i n 	 f e e s , 	 w h i c h 	 m a y 	 h a v e 	 b e e n 	 i n t r o d u c e d 	 a f t e r 	 t h e i r 	 t im e 	 o f 	 d e f e r r a l 	
a n d 	 r e c ommen c emen t 	 o f 	 s t u d y 	 o n 	 t h e 	 p r o g r amme . 	

•  S t u d e n t s 	 a g r e e 	 t o 	 a b i d e 	 t o 	 t h e 	 R e g u l a t i o n s 21	 o f 	 t h e 	 e i e 	 I n s t i t u t e 	 o f 	 E d u c a t i o n . 	
•  An y 	 c h a n g e 	 o f 	 a d d r e s s 	 s h o u l d 	 b e 	 n o t i f i e d 	 t o 	 t h e 	 a c a d em i c 	 o f f i c e 	 a t 	 t h e 	

i n s t i t u t e 	 immed i a t e l y . 	
•  I n 	 t h e 	 e v e n t 	 t h a t 	 t h e 	 s t u d e n t 	 i s 	 g r a n t e d 	 a 	 v i s a 	 t o 	 a t t e n d 	 t h e 	 c o u r s e , 	 t h e 	

r em a i n i n g 	 b a l a n c e 	 d u e 	 i s 	 t o 	 b e 	 p a i d 	 p r i o r 	 t o 	 t h e 	 a dm i t t a n c e 	 o n 	 t h e 	
p r o g r amme . 	 	

•  T h i s 	 d o c umen t 	m a y 	 n o t 	 b e 	 u s e d 	 t o 	 a p p l y 	 f o r 	 a 	 v i s a . 	

A l o n g 	 w i t h 	 t h e 	 O f f e r 	 L e t t e r , 	 t h e 	 s t u d e n t 	 i s 	 g i v e n 	 a 	 h a n d o u t 22, 	 w h i c h 	 c l e a r l y 	 d e f i n e s 	
w h a t 	 t h e 	 r e g u l a t i o n s 	 o f 	 t h e 	 i n s t i t u t e 	 e n t a i l . 	 	

O n c e 	 t h e 	 s t u d e n t 	 p a y s 	 t h e 	 d e p o s i t 	 f o r 	 t h e 	 c o u r s e , 	 t h r e e 	 im p o r t a n t 	 d o c umen t s 	 a r e 	
i s s u e d : 	

1 .  A 	 C o u r s e 	 A c c e p t a n c e 	 L e t t e r 23– 	 t h i s 	 e n a b l e s 	 t h e 	 s t u d e n t 	 t o 	 a p p l y 	 f o r 	 a 	 v i s a 	 	
2 .  A 	 C o u r s e 	 & A c c ommod a t i o n 	 C o n f i rm a t i o n 	 L e t t e r 24– 	 t h i s 	 f u r t h e r 	 e n a b l e s 	 t h e 	

s t u d e n t 	 t o 	 a p p l y 	 f o r 	 a 	 v i s a 	 	

																																																													
20See	Appendix	A		
21		See	Appendix	A	 	
22See	Appendix	A			
23See	Appendix	A			
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3 .  An 	 I n v o i c e 25– 	 t h i s 	 d o c umen t 	 p r o v i d e s 	 t h e 	 s t u d e n t 	 w i t h 	 a l l 	 t h e 	 i n f o rm a t i o n 	
a b o u t 	 t h e 	 p r i c e 	 o f 	 t h e 	 c o u r s e 	 a s 	 w e l l 	 a s 	 b a n k 	 d e t a i l s . 	

T h e 	 s t u d e n t 	 i n 	 c o n c e r n 	 h a s 	 t o 	 p a y 	 i n 	 f u l l 	 t h e 	 amou n t 	 o f 	 t h e 	 f i r s t 	 y e a r 	 o f 	 s t u d i e s , 	
u n l e s s 	 o t h e r 	 a r r a n g emen t s 	 a r e 	 e s t a b l i s h e d . 	 O n c e 	 t h e 	 p a ymen t 	 i s 	 s e t t l e d , 	 a n d 	 t h e 	
A p p l i c a t i o n 	 f o r 	 A dm i s s i o n 26	 i s 	 d u l y 	 f i l l e d 	 i n , 	 t h e 	 s t u d e n t 	 w i l l 	 b e 	 i s s u e d 	 w i t h 	 h / h e r 	
l e c t u r e s 	 t im e t a b l e 	 a s 	 w e l l 	 a s 	 c o u r s e 	 m a t e r i a l . 	 D e p e n d i n g 	 o n 	 w h i c h 	 c o u r s e 	 t h e 	
s t u d e n t 	 i s 	 r e a d i n g , 	 h / s h e 	 w i l l 	 a l s o 	 h a v e 	 a c c e s s 	 t o 	 a n 	 o n l i n e 	 p l a t f o rm , 	 w h e r e b y 	
i n f o rm a t i o n , 	 i n c l u d i n g 	 n o t e s , 	 i s 	 p o s t e d . 	 	

6.1.1.	Course	Fees	&	Funding	

F e e s 	 a r e 	 q u o t e d 	 o n 	 e n q u i r y 	 a n d 	 t h e s e 	 m a y 	 i n c r e a s e 	 a t 	 t h e 	 s t a r t 	 o f 	 e v e r y 	 a c a d em i c 	
y e a r 	 d u e 	 t o 	 t h e 	 c o s t 	 o f 	 l i v i n g . 	 	 I f 	 a 	 t h i r d 	 p a r t y 	 ( emb a s s y / emp l o y e r ) 	 i s 	 s p o n s o r i n g 	 t h e 	
s t u d e n t 	 i n 	 q u e s t i o n , 	 e i e 	 w i l l 	 n e e d 	 a 	 l e t t e r 	 f r om 	 t h em 	 t o 	 c o n f i rm 	 t h i s . 	 e i e 	 w i l l 	 t h e n 	
i n v o i c e 	 t h em 	 d i r e c t l y . 	

6.2.	Complaints	Procedure	

e i e 	 I n s t i t u t e 	 o f 	 E d u c a t i o n 	 i s 	 c omm i t t e d 	 t o 	 h i g h 	 s t a n d a r d s 	 o f 	 s e r v i c e 	 a n d 	 t h e 	 q u a l i t y 	
o f 	 t e a c h i n g 	 a n d 	 l e a r n i n g . 	 H owe v e r , 	 i t 	 i s 	 a c c e p t e d 	 t h a t 	 s t u d e n t s 	m a y 	 h a v e 	 c omp l a i n t s 	
r e l a t i n g 	 t o 	 t h e i r 	 c o u r s e 	 o r 	 t h e 	 s e r v i c e s 	 a n d 	 f a c i l i t i e s 	 p r o v i d e d 	 b y 	 t h e 	 I n s t i t u t e . 	 E i e 	
I n s t i t u t e 	 o f 	 E d u c a t i o n 	 t a k e s 	 s u c h 	 c omp l a i n t s 	 s e r i o u s l y 	 a n d 	 w i l l 	 d e a l 	 w i t h 	 t h em 	 i n 	 a 	
c o n f i d e n t i a l 	 m a n n e r . 	 e i e 	 I n s t i t u t e 	 o f 	 E d u c a t i o n 	 i s 	 c omm i t t e d 	 t o 	 c o n t i n u o u s l y 	
im p r o v i n g 	 o u r 	 s t a n d a r d s 	 a n d 	 c o n s t r u c t i v e l y 	 h a n d l i n g 	 a n y 	 c omp l a i n t s , 	 t a k i n g 	 a n y 	
r e a s o n a b l e 	 a c t i o n 	 t o 	 e n s u r e 	 t h a t 	 s im i l a r 	 s i t u a t i o n s 	 d o 	 n o t 	 o c c u r 	 i n 	 t h e 	 f u t u r e . 	 	

C omp l a i n t s 	 n e e d 	 t o 	 b e 	 p u t 	 i n 	 w r i t i n g , 	 a n d 	 f o r 	 t h i s 	 a im 	w e 	 h a v e 	 a 	 s p e c i f i c 	 F o rm 27. 	 T h e 	
a im 	 o f 	 t h i s 	 p r o c e d u r e 	 i s 	 t o 	 e n s u r e 	 a 	 c o n s i s t e n t , 	 o p e n 	 a p p r o a c h 	 t o 	 a d d r e s s i n g 	
c omp l a i n t s , 	 i n 	 a 	m a n n e r 	 f a c i l i t a t i n g 	 c o n c i l i a t i o n 	 a n d 	 a 	 t im e l y 	 r e s o l u t i o n . 	 	

	 	

																																																																																																																																																																																																				
24See	Appendix	A			
25	See	Appendix	A		
26	See	Appendix	B	
27	See	Appendix	A		
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7.	Policies	
T h e 	 i n s t i t u t e 	 h a s 	 a 	 n umbe r 	 o f 	 p o l i c i e s 	 a n d 	 p r o c e d u r e s 	 t o 	 e n s u r e 	 t h e 	 o r g a n i s a t i o n 	
d e l i v e r s 	 i t s 	m i s s i o n 	 a n d 	 i n 	 s o 	 d o i n g : 	

•  C omp l i e s 	 w i t h 	 t h e 	 EQA 	
•  Ope r a t e s 	 i n 	 a 	 f a i r 	 a n d 	 t r a n s p a r e n t 	m a n n e r 	
•  Upho l d 	 a 	 h i g h 	 q u a l i t y 	 s t a n d a r d 	

7.1.	Attendance	Policy	

A t t e n d a n c e 	 a t 	 e i e 	 I n s t i t u t e 	 o f 	 E d u c a t i o n 	 i s 	 o b l i g a t o r y . 	 I f 	 a n d 	 w h e n 	 a 	 s t u d e n t 	 i s 	
a b s e n t 	 f o r 	 a 	 w h o l e 	 w e e k , 	 h / s h e 	 h a s 	 t o 	 p r o v i d e 	 t h e 	 i n s t i t u t e 	 w i t h 	 a 	 m e d i c a l 	
c e r t i f i c a t e . 	 	

7.2.	Data	Protection	Policy	

Upon 	 e n r o l l i n g , 	 s t u d e n t s 	 a r e 	 a s k e d 	 t o 	 f i l l 	 i n 	 a 	 D a t a 	 P r o t e c t i o n 	 f o rm 28. 	 T h i s 	 p o l i c y 	
c omp l i e s 	 w i t h 	 c u r r e n t 	 d a t a 	 p r o t e c t i o n 	 l e g i s l a t i o n 	 i n 	 i t s 	 d e a l i n g s 	 w i t h 	 l e a r n e r s . 	 	 	

7.3.	Commitment	to	Equality	and	Diversity	

e i e 	 b e l i e v e s 	 t h a t 	 e x c e l l e n c e 	 w i l l 	 b e 	 a c h i e v e d 	 t h r o u g h 	 r e c o g n i z i n g 	 t h e 	 v a l u e 	 o f 	 e v e r y 	
i n d i v i d u a l . 	 W e 	 a im 	 t o 	 c r e a t e 	 a n 	 e n v i r o nmen t 	 t h a t 	 r e s p e c t s 	 t h e 	 d i v e r s i t y 	 o f 	 s t a f f 	 a n d 	
s t u d e n t s 	 a n d 	 e n a b l e s 	 t h em 	 t o 	 a c h i e v e 	 t h e i r 	 f u l l 	 p o t e n t i a l : 	 t o 	 c o n t r i b u t e 	 f u l l y , 	 a n d 	
t o 	 d e r i v e 	 m a x im um 	 b e n e f i t 	 a n d 	 e n j o ymen t 	 f r om 	 t h e i r 	 i n v o l v emen t 	 i n 	 t h e 	 l i f e 	 o f 	 t h i s 	
I n s t i t u t i o n . 	

7.4.	Discrimination	Policy	

No 	 i n d i v i d u a l 	 w i l l 	 b e 	 u n j u s t i f i a b l y 	 d i s c r im i n a t e d 	 a g a i n s t 	 o n 	 t h e 	 b a s i s 	 o f 	 g e n d e r , 	
r a c e , 	 n a t i o n a l i t y , 	 e t h n i c 	 o r 	 n a t i o n a l 	 o r i g i n , 	 r e l i g i o u s 	 o r 	 p o l i t i c a l 	 b e l i e f s , 	 d i s a b i l i t y , 	
m a r i t a l 	 s t a t u s , 	 s o c i a l 	 b a c k g r o u n d , 	 f am i l y 	 c i r c um s t a n c e , 	 s e x u a l 	 o r i e n t a t i o n , 	 g e n d e r 	
r e a s s i g nmen t , 	 s p e n t 	 c r im i n a l 	 c o n v i c t i o n s , 	 a g e 	 o r 	 o t h e rw i s e . 	

	 	

																																																													
28	See	Appendix	B	
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8.	Students	
8.1.	Student	Card	

An 	 e i e 	 S t u d e n t 	 C a r d 	 i s 	 i s s u e d 	 t o 	 a l l 	 i n d i v i d u a l s 	 e n r o l l i n g 	 o n 	 e i e 	 c o u r s e s 	 o r 	 d e g r e e 	
p r o g r amme s . 	 T h i s 	 c a r d 	 h a s 	 t o 	 b e 	 c a r r i e d 	 a t 	 a l l 	 t im e s 	 b y 	 t h e 	 s t u d e n t . 	

8.2.	Students’	Feedback	

S t u d e n t s 	 a r e 	 g i v e n 	 d i f f e r e n t 	 t y p e s 	 o f 	 q u e s t i o n n a i r e . 	 T h e 	 f i r s t 	 o n e 	 i s 	 t h e 	 B e g i n n i n g 	
o f 	 M od u l e 	 Q u e s t i o n n a i r e 29, 	 w h i c h 	 a s 	 i t s 	 n ame 	 im p l i e s ; 	 s t u d e n t s 	 f i l l 	 i n 	 a t 	 t h e 	
b e g i n n i n g 	 o f 	 t h e 	 m o d u l e . 	 T ow a r d s 	 t h e 	 e n d 	 o f 	 t h e 	 m o d u l e , 	 t h e y 	 a r e 	 g i v e n 	 a 	 s e c o n d 	
q u e s t i o n n a i r e , 	 t h e 	 E n d 	 o f 	M od u l e 	 Q u e s t i o n n a i r e 30. 	 	

T h e 	 a dm i n i s t r a t i o n 	 s t a f f 	 c o l l e c t s 	 t h e s e 	 q u e s t i o n n a i r e s . 	 T h e 	 a n sw e r s 	 o f 	 t h e s e 	
q u e s t i o n n a i r e s 	 a r e 	 p u t 	 i n 	 a n 	 e x c e l 	 s h e e t 	 w h i c h 	 t h e n 	 p r o d u c e s 	 g r a p h s 	 a n d 	 t h e 	 r e s u l t s 	
c a n 	 b e 	 g l a n c e d 	 a t 	 q u i c k l y 	 a n d 	 e f f i c i e n t l y . 	 	

T h e 	 e x c e l 	 s h e e t 	 i s 	 t h e n 	 p r i n t e d 	 a n d 	 f i l e d . 	 	

8.3.	Punctuality	

P u n c t u a l i t y 	 i n 	 l e c t u r e s 	 i s 	 h i g h l y 	 im p o r t a n t . 	 N o t 	 o n l y 	 i t 	 i s 	 n o t 	 p r o f e s s i o n a l 	 b e i n g 	
l a t e , 	 b u t 	 a l s o 	 d i s r e s p e c t f u l 	 t ow a r d s 	 t h e 	 l e c t u r e r s 	 a n d 	 f e l l ow 	 s t u d e n t s . 	 	

•  L e c t u r e r s 	 a n d 	 t u t o r s 	 o f t e n 	 g i v e 	 i n s t r u c t i o n s / i n t r o d u c t o r y 	 p o i n t e r s 	 a n d 	
o u t l i n e s 	 i n 	 t h e 	 f i r s t 	 1 5 	 m i n u t e s 	 o f 	 c l a s s 	 f o r 	 c omp l e t i n g 	 c a s e s / e x e r c i s e s / t e am 	
d i s c u s s i o n s 	 u n d e r 	 t h e i r 	 g u i d a n c e . 	 L a t e 	 c ome r s 	 a r e 	 b o u n d 	 t o 	m i s s 	 t h e s e ; 	

•  I n c o n v e n i e n c e 	 i s 	 c a u s e d 	 t o 	 o t h e r 	 s t u d e n t s 	 w h e n 	 b o r r ow i n g 	 t h e i r 	 n o t e s ; 	

•  Im p o r t a n t 	 h a n d o u t s / n o t e s / e x p l a n a t o r y 	 o r 	 i n t e r p r e t a t i v e 	 m a t e r i a l 	 c a n 	 b e 	
m i s s e d 	 a t 	 t h e 	 b e g i n n i n g 	 o f 	 a 	 l e c t u r e ; 	

S t u d e n t s 	 w i l l 	 b e 	 m a r k e d 	 l a t e 	 i f 	 t h e y 	 d o 	 n o t 	 s h ow 	 u p 	 w i t h i n 	 3 0 	 m i n u t e s 	 f r om 	 t h e 	
s t a r t 	 o f 	 t h e 	 l e c t u r e . 	 	

L e c t u r e r s 	 a n d 	 t u t o r s 	 a r e 	 i n s t r u c t e d 	 t o 	 d i sm i s s 	 s t u d e n t s 	 w h o 	 t u r n 	 u p 	 v e r y 	 l a t e . 	

C o n t i n u o u s 	 t a r d i n e s s 	 g i v e s 	 t h e 	 l e c t u r e r / t u t o r 	 t h e 	 r i g h t 	 t o 	 d i sm i s s 	 a 	 s t u d e n t 	 f r om 	 a 	
c l a s s 	 w i t h 	 a 	 f a i l i n g 	 g r a d e . 	

S t u d e n t s 	 a r e 	 n o t 	 t o 	 d i s t u r b 	 f e l l ow 	 s t u d e n t s 	 d u r i n g 	 l e c t u r e s 	 a n d 	 e x am s . 	

	 	
																																																													
29	See	Appendix	A		
30	See	Appendix	A		
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8.4.	VISA	issues	

Non - EU 	 s t u d e n t s 	 n a t u r a l l y 	 n e e d 	 a 	 V I S A 	 i n 	 o r d e r 	 t o 	 s t u d y 	 i n 	 M a l t a . 	 T h i s 	 m e a n s 	 t h a t 	
n o n - EU 	 s t u d e n t s 	 w h o 	 l e a v e 	 t h e 	 c o u n t r y 	 t o 	 a t t e n d 	 t o 	 p e r s o n a l 	 m a t t e r s 	 a b r o a d 	 n e e d 	
t o 	 a d v i s e 	 u s 	 i n 	 w r i t i n g 	 b e f o r e h a n d . 	 	 	

A s 	 f r om 	 A p r i l 	 2 0 1 7 	 n ew 	 v i s a 	 p r o c e d u r e s 	 h a v e 	 b e e n 	 im p l emen t e d 	 b y 	 I d e n t i t y 	 M a l t a . 	 	
I n 	 v i ew 	 o f 	 t h i s 	 e i e 	 h a s 	 emp l o y e d 	 a 	 s t a f f 	 m embe r 	 s p e c i f i c a l l y 	 t o 	 m o n i t o r 	 s t u d e n t s ’ 	
v i s a s 	 a n d 	 s u b s e q u e n t 	 i s s u a n c e 	 o f 	 a n 	 e x t e n s i o n 	 a n d / o r 	 T empo r a r y 	 R e s i d e n c e 	 P e rm i t . 	 	
A n 	 a dm i n i s t r a t i o n 	 f e e 	 o f 	 5 0 	 e u r o s 	 i s 	 t o 	 b e 	 p a i d 	 b y 	 a n y 	 s t u d e n t 	 w i s h i n g 	 t o 	 m a k e 	 u s e 	
o f 	 a 	 p e r s o n a l i z e d 	 s e r v i c e 	 b e i n g 	 o f f e r e d 	 b y 	 e i e . 	 	 T h i s 	 im p l i e s 	 t h a t 	 a n 	 e i e 	 emp l o y e e 	
a c c omp a n i e s 	 t h e 	 s t u d e n t 	 t o 	 a p p l y 	 f o r 	 t h e 	 v i s a 	 o r 	 s u b s e q u e n t l y 	 i f 	 t h e y 	 h a v e 	 a n y 	
p r o b l em s 	w i t h 	 t h e 	 d e p a r tm e n t 	 ( I d e n t i t y 	M a l t a ) 	 a n d / o r 	 t h e 	 i s s u a n c e 	 o f 	 t h e 	 v i s a / T P R . 	 	 	

Emp l o y e e s 	 a r e 	 t o 	 f o l l ow 	 u p 	 s t u d e n t s 	 i s s u e d 	 w i t h 	 a n 	 I n t e r im 	 B l u e 	 P a p e r 	 u n t i l 	 t h e 	
i s s u e 	 o f 	 t h e 	 R e s i d e n c e 	 P e rm i t . 	 	 A 	 c o p y 	 o f 	 b o t h 	 t h e 	 I n t e r im 	 B l u e 	 P a p e r 	 a n d 	 v a l i d 	
R e s i d e n c e 	 P e rm i t 	 a r e 	 t o 	 b e 	 k e p t 	 i n 	 e a c h 	 s t u d e n t ’ s 	 f i l e . 	

8.5.	Academic	Misconduct	

e i e 	 b e l i e v e s 	 t h a t 	 t h e 	 d e v e l o pmen t 	 o f 	 s e l f - d i s c i p l i n e 	 a n d 	 a c c e p t a b l e 	 s t a n d a r d s 	 o f 	
a c a d em i c 	 h o n e s t y 	 a r e 	 im p o r t a n t 	 a s p e c t s 	 o f 	 t h e 	 l e a r n i n g 	 p r o c e s s . 	 I n d i v i d u a l 	 s t u d e n t s 	
m u s t 	 a s s ume 	 r e s p o n s i b i l i t y 	 f o r 	 t h e 	 m e a s u r e 	 o f 	 d i s c i p l i n e 	 a n d 	 a c a d em i c 	 h o n e s t y 	
a p p r o p r i a t e 	 t o 	 t h e i r 	 r o l e . 	

T h e 	 f o l l ow i n g 	 a r e 	 c o n s i d e r e d 	 a c t s 	 o f 	 a c a d em i c 	 d i s h o n e s t y 	 t h a t 	 w a r r a n t 	 d i s c i p l i n a r y 	
a c t i o n : 	

A c t s 	 o f 	 p l a g i a r i sm : 	 D i r e c t 	 q u o t a t i o n s 	 f r om 	 a 	 t e x t 	 o r 	 p a p e r 	 w i t h o u t 	 i d e n t i f i c a t i o n 	 o f 	
t h e 	 s o u r c e , 	 o r 	 t h e 	 s u bm i s s i o n 	 o f 	 s omeo n e 	 e l s e ’ s 	 w o r k 	 a s 	 o n e ' s 	 ow n , 	 a r e 	 c o n s i d e r e d 	
t o 	 b e 	 a c t s 	 o f 	 p l a g i a r i sm . 	

Im p e r s o n a t i o n : 	 I t 	 i s 	 a c a d em i c a l l y 	 d i s h o n e s t 	 t o 	 h a v e 	 a 	 s t u d e n t 	 d e l e g a t e 	 a n o t h e r 	
i n d i v i d u a l 	 t o 	 r e p r e s e n t 	 h im / h e r 	 d u r i n g 	 a n y 	 e v a l u a t i o n , 	 e x am i n a t i o n 	 o r 	 a s s i g nmen t . 	 	

	
C h e a t i n g 	 i s 	 a n 	 a t t emp t 	 t o 	 g a i n 	 a n 	 im p r o p e r 	 a d v a n t a g e 	 i n 	 a n 	 a c a d em i c 	 e v a l u a t i o n . 	

T h i s 	 c a n 	 t a k e 	 v a r i o u s 	 f o rm s 	 i n c l u d i n g : 	

•  C o p y i n g 	 a n o t h e r 	 p e r s o n ' s 	 a n sw e r 	 o f 	 a n 	 e x am i n a t i o n 	 q u e s t i o n 	 d u r i n g 	 a n 	
e x am i n a t i o n ; 	

•  C o n s u l t i n g 	 a n 	 u n a u t h o r i z e d 	 s o u r c e 	 d u r i n g 	 a n 	 e x am i n a t i o n ; 	
•  B r i n g i n g 	 a n 	 u n a u t h o r i z e d 	 s o u r c e 	 s p e c i f i c 	 t o 	 t h e 	 s u b j e c t 	 i n t o 	 t h e 	 e v a l u a t i o n . 	
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Loaning of Books 

	

Date:	___________________________	

This	is	to	confirm	that	______________________________________________________	

is	borrowing	the	following:	

1. Title:	___________________________________________________________	book		

Author:	_________________________________________________________	

2. Title:	___________________________________________________________	book	

Author:	_________________________________________________________	

3. Title:	___________________________________________________________	book	

Author:	_________________________________________________________	

	

All	books	must	be	returned	within	3	weeks	from	the	date	of	borrowing.	If	the	loan	period	needs	to	be	
longer,	the	institute	must	be	informed.		

	

	

	

	

_____________________________	 	 	 _____________________________	

Signature	of	person	borrowing	 	 	 	 	 EIE	representative		

	

StudentID:_______________________	Awarding Body:	________________________	

Mobile No:	_______________________	

	

To	be	returned	by:	_____________________________	
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APPOINTMENT LETTER 
 

 
 
To:	………………………………	

Dear………………………………	

We	are	pleased	to	advise	that	following	our	recent	exchange	of	communications,	eie	is	hereby	appointing	you	to	lecture	
as	per	details	indicated	below:	

Course:………………………………………………………………………………………..		

Module/s:………………………………………………………………………………………..	

Hours:	 	………….	 	

Commencement	Date:	………………………		 End	Date:	………………………	

Your	honorarium	for	these	lectures	will	be	at	the	rate	of	€………….	per	taught	hour	and	your	total	payment	of	€………….will	
be	paid	two	months	after	the	last	lecture	date.	

Included	in	this	fee	are	the	preparations	for	this	course	including	but	not	limited	to	delivery	of	lectures,	preparation	and	
correction	of	assignments	and/or	examinations.		

Consideration	 of	 reappointment	 would	 be	 based,	 among	 other	 factors,	 on	 satisfactory	 performance	 and	 the	
continuation	of	the	position.	

Thank	you	for	your	continued	contributions	to	eie.	
	
	
	
Sincerely,	
	
	
	
	
	
The	Management	

This	is	to	acknowledge	that	I	fully	accept	and	agree	with	the	
above	conditions.	

	

	

_____________________________________________________	

Tutor’s	Name/Signature		 	 Date:	

	

	

	

_____________________________________________________	
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Course	 Institution	 Level	4	 Level	5	 Level	6	 Level	7	
ACCOUNTING	&	FINANCE	 		 		 		 		 		

Certificate	in	Accounting	and	Finance	(part	1)	 ICM	 Cert	 		 		 		
Diploma	in	Accounting	and	Finance	(part	2)	 ICM	 		 Dip	 		 		
Advanced	Diploma	in	Accounting	and	Finance	 ICM	 		 		 Adv	Dip	 		

BA	(HONS)	International	Accounting	(Top	Up)		 UON	 		 		
BA	

(Hons)	 		

BSc	(Hons)	International	Accounting	(Top-Up)	 UON	 		 		
BSc	

(Hons)	 		
MSc	Accounting	&	Finance	(Top-Up)	 UON	 		 		 		 MSc		
MSc	Finance	&	Investment	 UTIUN	 		 		 		 MSc		
		 		 		 		 		 		

Business	Management	&	Administration	 		 		 		 		 		
Extended	Diploma	in	Management	level	4/5	 athe	 Dip	 Dip	 		 		
Diploma	in	Business	Studies	(	part	1)	 ICM	 Dip	 		 		 		
Diploma	in	Business	Studies	(	part	2)	 ICM	 		 Dip	 		 		
Advanced	Diploma	in	Business	Studies	 CIM	 		 		 Adv	Dip	 		
Diploma	in	Business	&	Administrative	Management	level	6	 athe	 		 		 Dip	 		
BA	(HONS)	Business	and	Management	(Top-Up)	 UON	 		 		 		 		

BA	(Hons)	Business	Management	(Top-Up)		 ARU	 		 		
BA	

(Hons)	 		
Post	Graduate	Diploma	in	Management	 ICM	 		 		 		 Dip	
Diploma	in	Strategic	Management	level	7	 athe	 		 		 		 Dip	
MBA	(Top-Up)		 ARU	 		 		 		 MA	
Master	of	Business	Administration	(Executive)	Top-Up	 UON	 		 		 		 MBA	
Master	of	Business	Administration	Top-Up	 UON	 		 		 		 MBA	
MSc	Corporate	Governance	and	Leadership	(Top-Up)	 UON	 		 		 		 MSc		
MSc	Management	-	International	 UON	 		 		 		 MSc		
Global	MBA	 UTIUN	 		 		 		 MBA	
		 		 		 		 		 		

CLEANING	&	WASTE	MANAGEMENT	 		 		 		 		 		

BSc	(HONS)	Non-Destructive	Testing	(Top-Up)	 UON	 		 		
BSc	

(Hons)		 		

BSc	(Hons)	Waste	Management	Level	6	 UON	 		 		
BSc	

(Hons)		 		
MSc	International	Environmental	Management	 UON	 		 		 		 MSc		
MSc	Waste	Management	 UON	 		 		 		 MSc		
		 		 		 		 		 		

ENGINEERING	 		 		 		 		 		
MSc	Lift	Engineering	 UON	 		 		 		 MSc		
		 		 		 		 		 		

HR	 		 		 		 		 		
Diploma	in	Human	Resource	Development	(part	1)	 ICM	 		 Dip	 		 		
Advanced	Diploma	in	Human	Resource	Development	(part	2)	 ICM	 		 		 Adv	Dip	 		
MA	in	Human	Resource	Management	(Top-Up)		 UON	 		 		 		 MA		
		 		 		 		 		 		

INFORMATION	TECHNOLOGY	 		 		 		 		 		
Diploma	in	IT	and	Computing	level	4/5	 athe	 Dip	 Dip	 		 		
Certificate	in	Professional	Computing	&	Information	Porocessing	
(part	1)	 ICM	 Cert	 		 		 		
Diploma	in	Professional	Computing	&	Information	Processing	(part	
2)	 ICM	 		 Dip	 		 		
MSc	IT	Service	Management	 UON	 		 		 		 MSc	
		 		 		 		 		 		

LAW	 		 		 		 		 		
LLM	International	Commercial	Law		 UON	 		 		 		 LLM	
LLM	International	Crinimal	Law	and	Security	 UON	 		 		 		 LLM		
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LLM	in	Legal	Practice		 UON	 		 		 		 LLM	
		 		 		 		 		 		

LOGISTICS	 		 		 		 		 		
MSc	International	Logistic		 UON	 		 		 		 MSc		
		 		 		 		 		 		

MARITIME	 		 		 		 		 		
Diploma	in	Maritime	Management	(part	1)	 ICM	 		 Dip	 		 		
Advanced	Diploma	in	Maritime	Management	(part	2)	 ICM	 		 		 Adv	Dip	 		
		 		 		 		 		 		

SALES	&	MARKETING	 		 		 		 		 		
Diploma	in	Marketing	Management	(part	1)	 ICM	 Dip	 		 		 		
Diploma	in	Marketing	Management	(part	2)	 ICM	 		 Dip	 		 		
Advanced	Diploma	in	Marketing	Management	 ICM	 		 		 Adv	Dip	 		

BA	(HONS)	Marketing	(Top-Up)		 ARU	 		 		
BA	

(Hons)		 		
MA	Marketing	Top	Up		 UON	 		 		 		 MA		
MSc	Strategic	Marketing	 UTIUN	 		 		 		 MSc		
MSc	International	Marketing	Strategy		 UON	 		 		 		 MSc		
		 		 		 		 		 		

TOURISM	STUDIES	 		 		 		 		 		
Certificate	in	Travel	&	Tourism	(p;art	1)	 ICM	 Cert	 		 		 		
Diploma	in	Tourism	&	Business	Studies	(Part	2)	 ICM	 		 Dip	 		 		
Advanced	Diploma	in	Tourism	&	Business	Studies	(part	3)	 ICM	 		 		 Adv	Dip	 		

BA	(HONS)	International	Tourism	Management	(Top	Up)	 UON	 		 		
BA	

(Hons)		 		
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OFFER	LETTER*	
	
Student	Name:		
Nationality:		
Passport	Number:	
	
Date:		
	
Dear,		
	
I	 am	 pleased	 to	 inform	 that	 you	 have	 been	 un-conditionally	 accepted	 by	 eie	 Institute	 of	 Education	 to	 read	 the	
……………………………………………………….in	………………………………………………………..	Programme.	We	are	sure	you	will	find	the	
programme	rewarding,	both	personally	and	professionally.	
	
A.	 TERMS	OF	OFFER	
1a.	 Starting	date:	 	 	 	
2.	 Qualification	sought:		 	 	
3.	 Duration:		 	 	 	
4.		 Course	fees:		 	 	

5.	 Application	Fee:			 	 Euro	500	(non-refundable)	payable	prior	to	the	issuance	of	the	Acceptance	letter.		

	
B.	 CONDITIONS	OF	OFFER	
1.	 Fees	paid	are	not	refundable	in	whole	or	in	part	once	a	student	has	commenced	the	programme.	
2.	 Candidates	who	defer	at	any	time	during	the	programme	will	be	liable	for	any	increase	in	fees,	which	may	

have	been	introduced	after	their	time	of	deferral	and	recommencement	of	study	on	the	programme.	
3.	 Students	agree	to	abide	to	Institute	Regulations	of	the	eie	Institute	of	Education	(copy	of	which	is	attached)	
4.	 Any	change	of	address	should	be	notified	to	the	Academic	Office	at	the	Institute	immediately.	
5.		 In	the	event	that	the	student	is	granted	a	visa	to	attend	the	course,	the	remaining	balance	due	is	to	be	paid	

prior	to	the	admittance	on	the	programme.			
	
Yours	sincerely,		

	

	

	

	

Antonello	Cappitta	MBA,	FIA,	CPA	

Chief	Executive	Officer		

*This	 Letter	 confirms	 that	 the	 applicant	 submitted	 the	 qualification	 documents	 and	 is	 eligible	 to	 register	 for	 the	 course,	 and	 is	
requesting	the	applicant	to	submit	the	application	payment	as	described	in	point	A5.	On	receipt	of	payment,	a	formal	Acceptance	
letter	is	issued,	which	allows	the	applicant	to	formally	apply	for	a	visit	Visa	to	Malta.		
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INSTITUTE	REGULATIONS	

EIE	 Institute	 of	 Education	 aims	 to	 give	 its	 students	 an	 impeccable	 service.	 	 However,	 in	 order	 to	 avoid	 any	misunderstandings	 and	
minimise	any	inconveniences,	we	would	like	our	students	to	adhere	to	these	principles:	

1. Students	are	kindly	requested	to	come	to	their	respective	lectures	on	time.		The	following	is	our	lectures	schedule:	
• Monday	to	Friday	from	1730	to	1945	hours*		 	Students	are	kindly	reminded	to	enter	the	lecture	not	later	than	30	minutes	

from	the	beginning.		

								Students	are	kindly	asked	to	refer	to	the	time-table	provided	when	enrolling.	

*	The	school	reserves	the	right	to	change	the	tutors	and	times	pre-assigned	to	lectures	as	necessary	for	the	smooth	running	of	
the	 programmes.	 Changes	may	 result	 due	 to	 lecturers	 being	 on	 leave,	 sick	 leave	 or	 any	 other	 reason	 at	 the	 discretion	 of	 the	
institute	management.	You	will	be	duly	notified	of	any	changes.	

 
2. Students	are	requested	to	come	to	lectures	wearing	decent	clothes	which	respect	everyone’s	identity	and	culture.	

3. Students	are	not	allowed	to	bring	children	with	them	during	lectures.		

4. Students	are	encouraged	not	to	use	their	mobile	phones	during	lectures.	In	the	case	of	emergencies,	students	can	use	their	
mobiles	outside	the	classroom.	

5. Students	are	encouraged	to	speak	English	at	all	times.	

6. In	the	eventuality	that	students	have	a	complaint,	they	are	kindly	requested	to	speak	to	the	Administration	office	and	they	
will	be	guided	as	to	how	to	proceed.	Complaints	should	be	made	in	writing.	

7. Students	are	kindly	requested	to	consume	their	food	and	drinks	in	the	area	near	the	vending	machines.		

8. Students	are	kindly	requested	to	dispose	of	their	coffee	cups,	bottles,	wrappers,	etc...in	the	litter	bins	provided.		Classrooms	
and	bathroom	facilities	are	to	be	kept	clean	at	all	times.	

9. Smoking	is	strictly	prohibited	inside	the	building.		

10. Attendance	to	classes	at	eie	Institute	of	Education	is	obligatory.	Students	who	are	absent	on	medical	grounds	are	required	to	
provide	medical	certificates	as	evidence.	

11. 	It	 is	the	students	responsibility	 	to	review	his/her	notes	and	prepare	for	questions	.Every	effort	will	be	made	to	clarify	the	
subject	matter	during	the	lectures	,but	it	is	essential	that	the	concepts	be	“assimilated”	by	careful	reading	of	the	textbooks.	

12. Students	are	not	allowed	to	copy	text	from	course	books,	websites	,etc...	without	reference.		Plagiarism	is	a	serious	crime	and	
the	Institute	penalises	it.	

13. Students	should	keep	their	Student	ID	Card	on	their	persona	at	all	times.				

Thank	you	

The	Management	
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COURSE	ACCEPTANCE	LETTER	
	
Student	Name:		
Nationality:		
Passport	Number:	
Date:		
	
Dear	…………………………………..		
	
I	 am	 pleased	 to	 inform	 you	 have	 been	 un-conditionally	 accepted	 by	 eie	 Institute	 of	 Education	 to	 read	 the	
…………………………………………………………………………………..	in	………………………………………………...	We	are	sure	you	will	find	the	programme	
rewarding,	both	personally	and	professionally.	
	
A.	 TERMS	OF	OFFER	
1a.	 Starting	date:	 	 	 	
2.	 Qualification	sought:		 	 	
3.	 Duration:		 	 	 	 	
4a.		 Course	fees:		 	 	 	

4b.										Payments	Received:		 	 Euro	500	(Non-refundable)	Confirmed	as	Paid	 	

5.	 Payments	Due:		 	 	 ....................................payable	prior	to	arrival;	
.	

	
B.	 CONDITIONS	OF	OFFER	
1.	 Fees	paid	are	not	refundable	in	whole	or	in	part	once	a	student	has	commenced	the	programme.	
2.	 Candidates	 who	 defer	 at	 any	 time	 during	 the	 programme	 will	 be	 liable	 for	 any	 increase	 in	 fees,	 which	 may	 have	 been	

introduced	after	their	time	of	deferral	and	recommencement	of	study	on	the	programme.	
3.	 Students	agree	to	abide	to	the	Institute	Regulations	of	the	eie	Institute	of	Education	(copy	of	which	is	attached)	
4.	 Any	change	of	address	should	be	notified	to	the	Academic	Office	at	the	Institute	immediately.	
5.		 In	 the	event	 that	 the	 student	 is	 granted	a	 visa	 to	attend	 the	 course,	 the	 remaining	balance	due	 is	 to	be	paid	prior	 to	 the	

admittance	on	the	programme.			
	
	
Together	we	will	embark	upon	a	remarkably	broadening	journey.	Welcome	at	the	eie	Institute	of	Education.		
	
Yours	sincerely,		

	

	

	

	

	

Antonello	Cappitta	MBA,	FIA,	CPA	

Chief	Executive	Officer		
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Course	&	Accommodation	Confirmation	Letter	

Date:	

To	WHOM	IT	MAY	CONCERN	

This	is	to	confirm	that	…………………………………….	has	been	offered	a	place	on	the	following	course:	

Course	accepted	for:	 	
Course	Commencement	Date:	 	
Duration:	 	
Total	Course	Fees:	 	
The	Student	has	paid	a	deposit	of:	 .........................	(non-refundable)	

The	student’s	personal	details	can	be	found	here	under:	
Passport	Number:	 	
Nationality:	 	

The	Student’s	accommodation	address	whilst	in	Malta:		

	
	
	
	

At	the	EIE	Institute	of	Education,	we	would	be	very	grateful	if	you	could	grant	the	student	a	visa	so	that	the	
student	can	travel	to	Malta	to	study	with	us.	EIE	Institute	of	Education	welcomes	competitive	applicants	with	
a	deep	understanding	of	cultural	issues	and	corporate	social	responsibility,	who	wish	to	enrich	their	practical	
management	experience	with	new	insights	of	today’s	global	economy.	The	goal	of	the	courses	at	EIE	Institute	
of	 Education	 is	 to	 produce	 innovative	 managers	 who	 continuously	 improve	 their	 leadership	 skills	 and	 the	
organisational	culture	within	their	companies.	

If	you	require	further	information,	please	do	not	hesitate	to	contact	my	office.	

Thank	you	for	your	co-operation	in	this	matter.	

Yours	sincerely,	

	

Antonello	Cappitta	MBA,	FIA,	CPA	

Chief	Executive	Officer		
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INVOICE	

Date:		

To:		

Student	Name:		
Nationality:		
Passport	Number:		
	

Course	Dates:	.........................................................................................................	

Title	of	Course:	.........................................................................................................	

@.........................................................................................................	 	 	 	................................	

	 	 	 	 	 	 	 	 	 	 		==========	

Payment	Received	on	Application:	Euro		

Payments	due	on	Arrival:	Euro		

Bank	Details:		

Account Name: EIE (Malta) Limited 

Account number: 40020476629 

Bank Address:  Bank of Valletta plc  

Manwel Dimech Street 

Balluta, SLM 13, Malta 

IBAN code:   MT80 VALL 2201 3000 0000 4002 0476 629 

Bank BIC:   VALLMTMT 
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FORMAL	COMPLAINT	FORM	
FOR	STUDENT	USE	

EIE	Institute	of	Education	is	committed	to	high	standards	of	service	and	the	quality	of	teaching	and	learning.	However,	it	

is	 accepted	 that	 students	 may	 have	 complaints	 relating	 to	 their	 course	 or	 the	 services	 and	 facilities	 provided	 by	 the	

Institute.	EIE	Institute	of	Education	takes	such	complaints	seriously	and	will	deal	with	them	in	a	confidential	manner.	EIE	

Institute	of	Education	is	committed	to	continuously	improving	our	standards	and	constructively	handling	any	complaints,	

taking	any	reasonable	action	to	ensure	that	similar	situations	do	not	occur	in	the	future.		

RAISING A FORMAL COMPLAINT: 
To	 raise	a	 formal	 complaint	 the	 following	details	must	be	completed	on	 this	 form.	 	We	would	ask	 that	you	provide	as	

much	detail	as	is	relevant	including	any	dates,	times	and	witnesses	to	any	act	or	incident.		

It is hoped that most complaints can be resolved by the informal process. 

Inmost	cases,	the	Institute’s	complaints	system	requires	that	complainants	will	have	attempted	to	resolve	the	complaint	
by	informal	means,	before	raising	a	formal	complaint.			

PLEASE	WRITE	CLEARLY	
Name	&	Surname:	  

STUDENT	ID:	  
DETAILS	OF	YOUR	COMPLAINT:	

Please	describe	the	nature	of	your	complaint.		(Attach	separate	sheets	if	necessary)	

 
 
 
 
 
 
 
 
 
 
 
 
 

Who	did	you	approach	to	resolve	your	complaint	informally? 
Include	the	staff	members	name,	post,	school/department	and	date	raised:	
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What	action	was	taken	to	resolve	your	complaint:	
 
 
 
 
 
 
 
 
 
 
 
 
 

How	do	you	propose	the	complaint	could	be	resolved	to	your	satisfaction?	
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Where	to	address	this	form	to: s 
Administration		
EIE	Institute	of	Education	
Valletta	Buildings,	1st	Floor,	Flat	2	
South	Street	
Valletta	
e-mail:		info@eie-group.com	

You	 should	 receive	 a	 formal	
acknowledgment	 of	 your	 complaint	 within	
the	next	2	working	days.		

You	 will	 normally	 receive	 a	 substantive	
response	within	10	working	days.			

FOR	OFFICE	USE	ONLY:	
DATE	RECEIVED:		 	 ACKNOWLEDGED:	 	
1ST	Action	Notes:	 	 2nd	Action	Notes	 	
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Thank	you	for	submitting	your	formal	complaint	to	eie	Institute	of	Education.	 	
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Beginning of Module Questionnaire 

Name:	_____________________________________	 	 Date:	____________________________	

Occupation:	_____________________________________	

Name	of	Course/Module:	___________________________________________________________	

Name	of	Tutor:	_____________________________________	

Please	fill	in	the	following	questionnaire	as	truthfully	as	possible	and	highlight	any	issues	you	might	have.	All	information	will	be	kept	
confidential.	Your	feedback	is	greatly	appreciated	for	the	improvement	of	EIE	Institute	of	Education.	

PART	A	

For	each	of	the	questions	given	here,	please	indicate	the	response	closest	to	your	view	with	a	tick	(�).	

	
St
ro
ng
ly
	

Ag
re
e	

Ag
re
e	

N
eu

tr
al
	

Di
sa
gr
ee
	

St
ro
ng
ly
	

di
sa
gr
ee
	

1. The	learning	objectives	of	this	module	are	made	clear	to	me.	 	 	 	 	 	

2. The	content	of	this	module	is	well	organised.		 	 	 	 	 	

3. The	course	hours	fit	in	nicely	with	my	schedule.	 	 	 	 	 	

4. The	classrooms	are	clean	and	tidy.	 	 	 	 	 	

5. The	course	material	is	sufficient.	 	 	 	 	 	

6. My	tutor	is	professional	and	easy	to	understand.	 	 	 	 	 	

7. Academic	 support	 facilities	 (library,	 computing	 and	
audio/visual)	are	adequate.		

	 	 	 	 	

8. The	lecturer	is	responsive	to	my	needs.		 	 	 	 	 	

PART	B	

Kindly	answer	the	following.		

1. How	did	you	hear	about	EIE	Institute	of	Education?	

	

	

2. Why	did	you	choose	EIE	Institute	of	Education?	

	

	

3. Are	you	happy	with	the	service	received	so	far?	If	not,	please	state	why.	

	

	

4. Do	you	have	any	questions	or	issues,	which	you	would	like	us	to	tackle?	
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5. Please	write	any	further	comments	here:	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

Thank	you	for	your	feedback!	

The	Management	Team	
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End of Module Questionnaire 

Name:	_____________________________________	 	 Date:	____________________________	

Occupation:	_____________________________________	

Name	of	Course/Module:	___________________________________________________________	

Name	of	Tutor:	_____________________________________	

Please	fill	in	the	following	questionnaire	as	truthfully	as	possible	and	highlight	any	issues	you	might	have.	All	information	will	be	kept	
confidential.	Your	feedback	is	greatly	appreciated	for	the	improvement	of	EIE	Institute	of	Education.	

PART	A	

For	each	of	the	questions	given	here,	please	indicate	the	response	closest	to	your	view	with	a	tick	(�).	

	
St
ro
ng
ly
	

Ag
re
e	

Ag
re
e	

N
eu

tr
al
	

Di
sa
gr
ee
	

St
ro
ng
ly
	

di
sa
gr
ee
	

9. I	have	reached	my	learning	goals	in	this	module.	 	 	 	 	 	

10. The	content	of	this	module	was	well	organised	and	it	helped	
me	achieve	results.		

	 	 	 	 	

11. The	lecturer	made	learning	interesting	and	the	lectures	were	
not	dull.	

	 	 	 	 	

12. The	teaching	methods	used	were	appropriate	to	the	subject	
matter.	

	 	 	 	 	

13. The	lecturer	was	responsive	to	my	needs.		 	 	 	 	 	

14. Constant	feedback	from	the	lecturer	helped	me	attain	good	
results.	

	 	 	 	 	

15. Academic	 support	 facilities	 (library,	 computing	 and	
audio/visual)	were	adequate.		

	 	 	 	 	

16. Overall,	this	unit	was	worthwhile	for	me.		 	 	 	 	 	
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PART	B	

Kindly	answer	the	following.		

6. Would	you	recommend	EIE	Institute	of	Education	to	other	students?	If	not,	please	state	why.	

	

	

	

7. Are	you	happy	with	the	result	you	have	achieved?	If	not,	please	state	why.	

	

	

	

8. Are	you	satisfied	with	the	service	offered?	If	not,	please	state	why.	

	

	

	

9. Do	you	have	any	questions	or	issues	which	you	would	like	us	to	tackle?	

	

	

	

10. Please	write	any	further	comments	here:	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

Thank	you	for	your	feedback!	

The	Management	Team	
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T u t o r / L e c t u r e r  F e e d b a c k  F o r m  

In	order	to	ensure	that	our	students	are	provided	with	the	best	tutoring	possible,	we	would	like	you	to	give	us	
your	feedback.	Your	input	is	of	utmost	importance	and	will	remain	completely	confidential.	

1) What	module	were	you	teaching?	

2) How	many	students	were	in	your	course?	

3) Were	you	ever	overwhelmed	by	this	commitment?	If	yes,	please	state	why.	
Yes			 No				

	
	
	

4) Did	this	commitment	fit	well	into	your	schedule?	If	no,	please	state	why.	
Yes		 No		

	

	

	

5) Would	you	be	interested	in	delivering	lectures	in	other	subjects?	If	yes,	please	state	which.	
Yes		 No		

	

	

	

6) Did	you	find	our	coordinators	helpful	and	easy	to	work	with?	If	no,	please	state	why.	
Yes		 No		

	

	

	

7) What	problems	did	you	encounter,	if	any,	during	the	module?	

	

	

	

8) Would	you	change/improve	the	course?	If	yes,	please	state	how.		
Yes		 No		

	

	

	

9) Any	final	comments/suggestions?	

	

	

	

Thank	you	for	your	feedback.	
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Self-Evaluation for Learning Center Tutors 

 

Name Date  
 

1. After reviewing your work throughout the past year, how would you 
rate your performance as a tutor? Discuss any significant strengths 
and weaknesses. 

 

 

2. How have your abilities and skills improved while you have served as a 
tutor? In what ways have you addressed any areas for improvement you 
discovered? 

 

 

 

3. How effectively do you communicate with students? Give examples. 
 

 

 

4. In what ways do you help students solve their own problems with their 
assignments, without taking over the process yourself? Give examples. 

 

 

 

5. How do you arrange for necessary absences, accommodations, and 
adjustments, especially when you can’t work your assigned shift? Give 
examples. 
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6. In each of these areas, what are your professional development goals? 
 

a. commitment to the mission of the Learning Center 
 

 

 

b. tutoring/teaching skills and techniques 
 

 

 

c. material and time management (timesheets, logs, handouts, etc.) 
 

 

 

7. How could your supervisor make your job better for you? 
 

 

 

8. How could the Learning Center improve services for students? 
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Date:	…………………………….	

Student	name:	………………………………………………………………..	

Nationality:	……………………………………………………………………..	

Passport	no.:	………………………………………………………………..	

	

The	student	is	following	the		

……………………………………………………………………………………………………………………………………………	(Level	….).			

The	following	is	a	review	of	the	results:	

Period																																																								Module																																																																																							Grade		

……………………………………………………………………………………………………………………………………………………………	

……………………………………………………………………………………………………………………………………………………………	

……………………………………………………………………………………………………………………………………………………………	

…………………………………………………………………………………………………………………………………………………………...	

Attendance	:………………………………………………………………………………………………………………………………………..	

Notes	

…………………………………………………………………………………………………………………………………………………………..	

…………………………………………………………………………………………………………………………………………………………..	

…………………………………………………………………………………………………………………………………………………………..	

	

	

Antonello	Cappitta	FIA,	MBA,	CPA	

Chief	Executive	Officer	
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