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1. Preface 

1.1 QA POLICY STATEMENT (TRAINING SERVICES) 

ThinkTalent strives to ensure that the delivery of its training services is professional, effecIve and 
relevant to client’s needs and the content is based on the most up-to-date research and best pracIces 
related to the topics covered in each training programme. 

This is done by: 

- Employing/contracIng the finest training pracIIoners; 

- Providing them with the necessary resources and support; 

- SoliciIng feedback from our clients, programme parIcipants, trainers and other stakeholders; 

- Reviewing our programmes, policies and procedures on a regular basis; 

- Taking prompt acIon to implement any changes necessary. 

1.

1.2 BACKGROUND AND MISSION 

ThinkTalent provides training services as part of its pormolio of services. This includes delivering home-
grown training programmes as well as foreign training programmes accredited by the Malta Further and 
Higher EducaIon Authority (MFHEA).  ThinkTalent Ltd is a Further and Higher EducaIon InsItuIon 
licensed by the MFHEA with Licence Number: 2017/04. 

At ThinkTalent we are deeply commi_ed to inspiring and empowering people and organisaIons; our 
mission is to bring out the very best in our trainees and opImising our corporate clients’ business 
potenIal. We achieve this by delivering high quality training services that enable organisaIons and 
individuals to reach peak performance and excellence. 

ThinkTalent’s corporate philosophy revolves around three inter-related features of our transformaIon 
and development proposal. These are: Create; Develop; Achieve. We are deeply passionate about our 
work and confident that through our experience and services we will contribute posiIvely towards our 
clients’ success. 

The main operaIonal model that ThinkTalent uses is akin to a B2B model where we sell training 
programmes directly to other businesses targeted specifically for their employees. In this regard the 
trainees would typically receive training at their workplace and during their normal working hours so 
dates/Imings and locaIon of the training programmes are agreed with the employer of the parIcipants 
and terms and condiIons are agreed directly with the company. In addiIon, we may also from Ime to 
Ime adverIse specific training programmes to the public. In this case, dates, Imings, cost and venue are 
pre-determined and details are published regularly on our website. In the la_er case the client is 
considered to be the student and the terms and condiIons are included in the Student Agreement (see 
Appendix B – Student Agreement) 
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2. THE ORGANISATIONAL SET-UP 

2.1. ORGANOGRAM 

 

2.2 QUALITY MANAGEMENT RESPONSIBILITIES 

Quality assurance is recognised as being the responsibility of all ThinkTalent director/s, employees and 
contractors. The ExecuIve Director is also the QA Director and is ulImately responsible for the 
implementaIon of this Quality Assurance Policy. The ExecuIve Director oversees execuIon of this 
policy, internally audits its implementaIon and effecIveness and periodically approves amendments as 
required.  

The key responsibiliIes related to quality assurance are detailed below. 

The ExecuTve Director/QA Director is responsible for: 

• RecruiIng all staff 
• Sejng and implemenIng the quality standards  
• Approving programmes before delivery 
• Approving any changes to policy and procedures 
• Approving recommendaIons for award of qualificaIons 
• BudgeIng  

7.

The Director of Business Development is responsible for: 

Executive Director/QA 
Director

Trainers/Coaches

Full-Time/Contracted

Training Programmes 
Director

Director of Business 
Development

PA to Exec Director/ 
Administration Manager

 Executive 
Administrator/Accounts 

Clerk
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• Developing and maintaining relaIonships with corporate clients 
• Overseeing all markeIng iniIaIves 
• Focusing on client saIsfacIon and business growth. 

• AcIng as legal representaIve 
8.

The Training Programmes Director is responsible for: 

• Vejng of all MFHEA accredited training programmes 
• Developing new programmes with specialist trainers 
• Developing learning objecIves for training programmes and methods of assessment methodology 

with specialist trainers 
• Liaising with MFHEA for accreditaIon purposes 
• Developing training content for exisIng and new programmes 

9.
Trainers/Coaches are responsible for: 

• ContribuIng to the design of training programmes 
• Delivering training programmes/coaching sessions 
• Ensuring accurate recording of trainee/coachee a_endance 
• AcIng as the first point of reference for trainees/coachees 
• Assessing the training parIcipants (where applicable) 

• Recommending any changes to training content, policies and procedures. 
10.

The AdministraTon Manager is responsible for: 

• Overseeing administraIve staff responsible for client communicaIons, trainee support and 
general department operaIons. 
• Managing the day-to-day operaIons, including programme scheduling, resource allocaIon, and 
budget management. 

• CoordinaIng training events, and ensuring smooth logisIcs for the delivery of training programmes. 
11.

The Student Support/ExecuTve Administrator is responsible for: 

• Maintaining all programme and trainee records 
• Handling all administraIve and logisIcal duIes related to the training programmes 
• SupporIng trainees during their learning journey 

• Issuing of cerIficates to successful parIcipants 
12.

ThinkTalent has set the minimum eligibility criteria of the persons occupying the various posiIons in the 
organisaIon and how it ensures they are fit for purpose (see Appendix A – Staff Minimum Eligibility) 

3. INSTITUTIONAL PROBITY 

ThinkTalent Ltd. has yearly audited accounts with regular budget plans prepared by its ExecuIve 
Director with the Director of Business Development who are responsible for ensuring the long term 
financial stability of the organisaIon. 

Long term financial stability is ensured by carrying out the following yearly forecasts: 

• IdenIficaIon of the number of courses per year being offered to organisaIons or directly to the 
general public; 

• EsImated revenue per year; 
• IdenIfying trainers to deliver the courses and their cost; 
• Running costs of the courses including premises, resources, course materials etc; 
• General administraIon costs. 
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4. TRAINEE-RELATED POLICIES AND PROCEDURES FOR 
ACCREDITED PROGRAMMES 

4.1 ADMISSION PROCEDURES 

Any minimum requirements for accredited programmes are clearly indicated in the relevant fact sheet 
that accompanies the proposals sent to potenIal corporate clients and on any promoIonal material 
accessible to the public. All fact sheets can also be found at h_ps://www.thinktalent.com.mt/accredited-
training-courses/documents-and-resources/ 

In the case where students are being sponsored by their employer, the individual students are contacted 
via e-mail and made aware of any minimum requirements before their acceptance on the programme 
(see Appendix F - Request for InformaTon to Register for a Sponsored Training Programme). 

Once a registraIon form to join a training programme is received from a prospecIve trainee, the 
ExecuIve Administrator vets the eligibility of the prospecIve trainee and assesses whether the applicant 
saIsfies the specific minimum level of requirements for the programme or not.   

ProspecIve trainees are then informed of the provisional acceptance of their registraIon via e-mail (see 
Appendix C – E-mail Template - Provisional Acceptance E-mail) with preliminary informaIon on the 
programme as well as a copy of the Student Agreement and relevant Invoice. Unsuccessful applicants 
are also informed via e-mail with an explanaIon why their applicaIon was unsuccessful and offering 
further guidance (see Appendix D – E-mail Template - RejecTon E-mail).  

15. Once a student has signed the Student Agreement and se_led any pending amounts a 
Welcome e-mail (see Appendix E E-mail Template – Welcome E-mail) is sent with exact dates 
and Imings of the sessions as well as links to the Student Manual as well as this Quality 
Assurance Policy (both of which can also be found on  h_ps://www.thinktalent.com.mt/
accredited-training-courses/documents-and-resources/ ) 

4.2 TRAINEE DATA 

All personal details of trainees a_ending our training programmes will be kept confidenIally, in 
accordance with the Data ProtecIon Act. ThinkTalent’s privacy policy is available online at h_ps://
www.thinktalent.com.mt/privacy-policy/  

All applicants for accredited programmes are required to submit an online Course RegistraIon Form 
found at h_ps://forms.gle/jeK8NPeT84uUbs28A   

The trainee details collected include: 

• Course Title 
• First name (as per ID/passport) 
• Preferred name (if applicable) 
• Surname  
• Date of Birth  
• Gender 
• I.D / Passport Number  
• NaIonality 
• Personal email address  
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• Home address 
• Mobile Number  
• Name of Current Employer (if sponsored) 

16.
Other data stored by the ExecuIve Administrator once the programme commences, include: 

• A_endance sheets and reports   
• Training ParIcipants’ Feedback Forms 
• Corrected assignment/exam papers 
• Assignment/exam grading scores 
• Any correspondence related to any trainee complaints  
• Copies of proof of eligibility for a_endance (where applicable) 

ThinkTalent keeps track of the profile of trainees enrolled in its accredited programmes by handling 
confidenIal records appropriately, as per our Privacy Policy. 

An online shared folder is set up for each accredited programme and all trainee data is held therein. 
These shared folders are exclusively for internal administraIve use. All personal informaIon is deleted 
within 12 months from the end of the programme. 

4.3 INDUCTION  

The formal inducIon to ThinkTalent and introducIon to the programme is typically conducted during a 
welcome briefing on the first day of the programme or as a separate session prior to the first day of the 
programme 

During the inducIon session, trainees will also be made aware of any assessments/examinaIons that 
must be successfully completed, the grading methodology uIlised as well as any self study involved. The 
importance of regular a_endance will also be outlined as well as the availability of any resources other 
than the training handouts provided by the trainers. 

4.4 ATTENDANCE 

Trainees must a_end at least 80% of the total programme (as well as successfully complete any 
coursework/assignments/exams with a minimum pass mark of 50% where applicable) in order to qualify 
for receipt of the qualificaIon cerIficate. A_endance records are taken by the session trainer/s and kept 
by the ExecuIve Administrator for all accredited programmes. Where trainers note a lack of punctuality 
and/or a_endance they are to discuss the reasons for this with the trainee in private and where this 
might prejudice the award of the cerIficate clarify the potenIal consequences with the trainee. 

If any part of the programme is delivered online, all parIcipants are to keep their cameras on for the 
duraIon of the programme. Screenshots showing the faces of all online parIcipants will be taken by the 
trainer to show a_endance.  

If a trainee is unable to a_end a training session (or must a_end less than half a parIcular session) for a 
jusIfiable reason such as injury, sickness and other situaIons beyond the trainee’s anIcipaIon or 
control, he/she must inform the ExecuIve Administrator via e-mail before the start of the session on 
admin@thinktalent.com.mt. Failure to do so will automaIcally mean that the trainee will be marked as 
absent. 

4.5. PROCEDURE FOR SUBMISSION OF TRAINEE ASSIGNMENTS 

Various training programmes might require the submission of a wri_en assignment/coursework set by 
the programme trainer. The assignment details will be sent to the students by the relevant trainer. 
Completed assignments need to be submi_ed via e-mail as a soi-copy (PDF format) to the trainer on or 
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before the deadline due date. The submi_ed assessment must be accompanied by a cover sheet (see 
Appendix J – Assignment Cover Sheet) 

The trainer will acknowledge receipt of the assignment via e-mail, correct it and pass it on to the 
Training Programmes Director with the assessment mark/grade. The Training Programmes Director will 
review the assessment and keep a copy of the assignment and cover sheet on file in the respecIve 
programme folder. 

4.5.1 REQUEST FOR EXTENSION 

Trainees may request an extension for their assignment submission date if there is a valid 
reason including: 

• Illness 

• Personal and family issues 

• Any other valid circumstances 

The trainee must ask for such an extension via e-mail to the Executive Administrator at least 
three days before the submission deadline. After consulIng the relevant trainer and Training 
Programmes Director, the ExecuIve Administrator will communicate the length of the extension 
to the trainee in writing. The maximum extension period allowed is two (2) weeks. Each trainee 
can request a maximum of two (2) extensions during the same programme. 

4.5.2 LATE SUBMISSION 

The written assignment submission deadline is clearly communicated to the trainees by the 
trainer. Should a trainee submit work after the end of the deadline (or approved extension 
period), the trainer is to immediately inform the Training Programmes Director. Assignments 
submitted after the end of the deadline (or approved extension period) will not be corrected by 
the trainer and marked as “not submitted”. 

4.5.3 FEEDBACK/GRADES 

Aier submission of any wri_en assessments, these are acknowledged, corrected and verified by the 
relevant trainer. Wri_en feedback and grades are e-mailed to the trainee within four weeks aier the 
submission deadline date by the trainer. A copy of the trainee coursework/assignment/exam paper 
including mark/grading is kept on file by the Training Programmes Director and go towards the final 
grade. Once the grades are sent to the trainee, the trainee has 10 days to appeal the grades. 

In addiIon to 80% a_endance to the training sessions, trainees must also get a minimum of a pass 
(minimum C) grade in all coursework/assignments/examinaIons to be eligible to receive the cerIficate 
showing successful compleIon of the programme. Should a trainee get less than a C grade (see below) 
in any of the assignments then that trainee is allowed to resubmit the assignment within 2 weeks of the 
date of trainer grading. No resits of examinaIons are allowed. 
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4.5.4 GRADING FOR COURSEWORK/ASSIGNMENTS/EXAMS 

Coursework/assignments/exams are set by the trainers who are also the persons responsible for their 
grading. The Training Programmes Director regularly reviews a sample of corrected work to ensure that 
the grading is fair, transparent and in line with the guidelines set below. The Training Programmes 
Director also acts as a second assessor where applicable. 

ThinkTalent’s trainers are made aware of the guidelines regarding assessment and examinaIon grading 
and their grading is reviewed regularly by the Training Programmes Director. The following assessment 
rubric will be used for marking purposes: 

Any examinaIons set are held under examinaIon and invigilaIon condiIons. Trainees however can 
make use of the programme notes provided by ThinkTalent. No access to any other digital or hard-copy 
material is allowed during the exam. 

Grade DescripTon Marks (out of 100)

A

Clearly demonstrates a 
sophisIcated understanding of the 
topic, with a high degree of 
competence and has excellent 
usage of relevant literature, 
theory, and methodology. 

80 - 100 

B

Has a criIcal understanding of the 
topic, a significant degree of 
competence and has appropriate 
usage of the relevant materials. 

65 - 79 

C

Evidence of some criIcal 
understanding of the topic, can 
use structured argument, and has 
a degree of competence when 
using relevant materials. 

50 - 64 

NI (Needs Improvement)/F (Fail)

Considerable further work is 
required to meet the minimum 
understanding, implementaIon, 
and competence of relevant 
literature, theory, and 
methodology. 

0 - 49 
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4.6 TRAINEE MISCONDUCT 

Trainees a_ending the training programmes are expected to act appropriately. Whilst most minor 
misconduct is expected to be dealt with by the trainer some instances of misconduct will require formal 
disciplinary procedures. Examples of such misconduct include (but are not limited to):  

• A serious lack of academic integrity (see Appendix G – Academic Integrity Policy) 

• Harassment or aggressive/obstrucIve behaviour of trainer/other trainees/ThinkTalent 
staff 

The ExecuIve Administrator shall, in wriIng, noIfy the trainee of the suspected misconduct and the 
trainee will have the opportunity to clarify and discuss such allegaIons in personwith the ExecuIve 
Director. The decision on the penalty shall be communicated to the trainee via e-mail within three days 
of the meeIng. Should the ExecuIve Director decide that the trainee’s behaviour warrants dismissal 
from the programme, the trainee will not be enItled to a refund nor a cerIficate. 

4.7 TRAINEE COMPLAINTS POLICY 

Trainees who wish to make a complaint about any ma_er related ma_er that concerns the programme 
adminiqraIon, material or delivery, will involve three possible soluIon areas and phases. 

1. Trainees are encouraged to raise any concerns to the member of ThinkTalent moq closely involved 
with the subqance of their complaint. The qaff member will advise the trainee on the different ways the 
issue might be tarled. 

2. Trainees can opt to raise their concern as an informal complaint with any member of ThinkTalent qaff. 
In this case the ThinkTalent qaff member will take note of the complaint and the complainant is advised 
of any outcomes accordingly. If the complainant is not saIsfied with the response the complainant can 
raise a formal complaint (see below). 

3. Trainees can opt to raise their concern as a formal complaint. In this case the complaint muq be 
raised by the complainant in wriIng via e-mail to the ExecuIve Diresor ideally within 72 hours of the 
event whit led to the complaint. In the formal complaint trainees need to communicate the details of 
their complaint, the consequences for them as a result, and the remedy they are seeking. The complaint 
will be arnowledged by the next working day aier the complaint is received either via e-mail or 
(depending on the seriousness of the complaint) an invitaIon to a meeIng with the ExecuIve Diresor 
(or her deputy) in person, with one other member of ThinkTalent not diresly involved in the complaint 
present in the room for evidence of the discussion. All of the outcomes, conclusions, decisions and 
acIons taken by ThinkTalent, will be communicated to the trainee in wriIng via e-mail within 21 days of 
the arnowledgement of the complaint (unless agreed otherwise with the complainant).  

The trainee has the right to appeal the decision within 72 hours aier the decision on the complaint is 
sent. All appeals muq be sent to the ExecuIve Diresor in wriIng via e-mail outlining why you think the 
decision on your complaint should be reviewed. Eat trainee has the right for one appeal per complaint 
aier the iniIal communicaIon of the outcomes, conclusions, decisions and acIons taken by 
ThinkTalent. Aier the appeal is discussed internally, ThinkTalent will conclude and communicate its 
decision and that decision is final. 
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4.8 TRAINEE SUPPORT 

The ExecuIve Administrator is the point of reference for all forms of general trainee support required by 
individuals that are about to, or currently a_ending, a ThinkTalent training programme. This could 
incude: 

• Trainee registraIon 

• InformaIon on training programme logisIcs 

• Help and advice on any funding schemes available 

• CommunicaIon regarding any complaints and appeals 

• Issuing of cerIficates 

• Loaning of supplementary reading material 

On ma_ers related to their learning, trainees are supported directly by their trainer/coach who takes the 
role of their academic tutor. 

Moreover, ThinkTalent supports Trainee Diversity and Equality by implemenIng the appropriate 
guidelines as menIoned in our Diversity and Equality Policy [see Appendix H – Diversity and Equality 
Policy] 

4.8.1 SUPPLEMENTARY READING MATERIAL 

ThinkTalent keeps copies of books that are idenIfied as useful supplementary reading material for 
various training programmes. Trainees enrolled on an accredited prorogramme can borrow any books 
related to the programme for a period of not longer than 2 weeks. If there is no other request to borrow 
a parIcular book that is out on loan, the person can extend the loan by a further period of 2 weeks but 
must return the book aier the second loan period. All loaned books must be returned or their 
replacement cost reimbursed before the issuing of any cerIficates.  

4.9 CERTIFICATES 

Aier successfully compleIng an accredited training programme, trainees will be sent a copy of the 
signed cerIficate (see Appendix I - Sample CerTficate). Student may also apply for a transcript of their 
results in the form of set learning outcomes (whenever applicable). 
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5. PROGRAMME DEVELOPMENT 

5.1 GENERAL 

ThinkTalent delivers its own “home-grown” training programmes. Typically, the need for the programme 
arises in one of two ways: 

• Either a parIcular company approaches us with a training need  

• Or we noIce a parIcular need for training in the market  

In either case, we would discuss with the various stakeholders how best to address the training need 
and if it is clear that the best way would be to develop a training programme, a suitably qualified trainer 
is tasked with carrying out research on the topic and develop general learning outcomes and a skeleton 
outline of the programme. These are then discussed internally and with other relevant stakeholders 
(including where possible prospecIve trainees) and if it looks likely that the programme is feasible, the 
trainer would be tasked with designing the programme, sourcing any supplementary resources/material 
and determining assessment procedures. In cases where the programme will involve more than 25 
hours of total learning, we would consider the benefit of applying for accreditaIon from the MFHEA. 

5.2 PROGRAMME REVIEW 

Aier a training programme is delivered, the trainer delivering the session will take note of any of the 
following and communicate them to the Training Programmes Director via the Trainers’ Feedback Form 
(see Appendix O - Trainers’ Feedback Form): 

• Any concerns aired by the programme parIcipants 

• Any shortcomings of the training material noIced  

• Any issues encountered in the delivery of the programme 

• Any issues related to the assessment of the programme parIcipants 

• Any recommendaIons for improvement of the programme 

Moreover, the parIcipants of the training programme are given a trainee feedback form (see Appendix 
N – Training ParTcipants’ Feedback Form) to fill in  at the end of the training programme to idenIfy 
their level 1 reacIons (Kirkpatrick) and recommend any improvements to the training programme.  

Where a programme is delivered to trainees employed by a corporate client organisaIon, a separate 
corporate client feedback form (see Appendix Q – Corporate Client Feedback Form) is sent (around 6 
weeks aier the end of the programme) by the ExecuIve Administrator to the person in charge of 
training within that company to idenIfy whether there have been noIceable changes to behaviour and 
results directly a_ributable to the training. In some cases, parIcipants may be contacted  between 6-12 
months aier the end of their programme to parIcipate in a survey on the long-term impact of the 
training programme (see Appendix L – Survey – Long Term Impact of Training). 

Any client feedback as well as the parIcipants’ feedback forms are passed on to the Training 
Programmes Director for review. The Training Programmes Director will then decide whether any of the 
recommendaIons from the trainer, the parIcipants and (where applicable) the corporate client 
organisaIon should be implemented. Any amendments to the training programmes are discussed with 
the ExecuIve Director and communicated to the rest of the staff during the quarterly staff team 
meeIngs as part of the agenda for that meeIng. Where any changes impact accredited programmes 
then MFHEA are duly informed of any changes using the e-mail template for NoIficaIon of Changes to 
Accredited Training Programme (see Appendix R – E-mail Template – NoTficaTon of Changes to 
Accreditred Training Programme). 
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The development of a training programme’s syllabus can therefore be summarised in the diagram 
below: 

 

6. PROGRAMME DELIVERY 

6.1 RECRUITMENT OF TRAINERS 

At ThinkTalent we understand that no ma_er how comprehensive and interesIng the training material 
is, it is the trainer that can bring it to life and help the trainee achieve the learning outcomes set. For this 
reason we place a high emphasis on recruiIng/contracIng the best trainers available. 

We look for trainers who possess the following 8 key characterisIcs: 

1. Extensive knowledge of the subject/s they will be delivering training on 

2. Extensive first-hand experience of the subject/s they will be delivering training on 

3. Professional ajtude to their role as trainers 

4. Ability to establish rapport and inspire others 

5. Willingness to keep learning and stay current on the subject/s and training methodologies 

6. Organised and methodical 

7. Willingness to self-analyse/receive feedback and improve 

8. Strong ethical conduct and reputaIon 

The minimum eligibility criteria are outlined in the trainers’ job descripIon and can also be found in 

Appendix A – Staff Minimum Eligibility. The recruitment and selecIon of trainers is conducted by the 
ExecuIve Director who also oversees their conInuous professional development. 
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6.2 TRAINING METHODOLOGY 

Although trainers are encouraged to develop their own style of training, all trainers employed/
contracted by ThinkTalent are to follow the company’s training methodology.  

 Our approach is based on an “experienIal learning philosophy” and is highly interacIve. ThinkTalent 
encourages trainees to take an acIve role in  the learning process by:  

✓ Including a range of acIviIes in the training programme (approximately every 15-20 minutes) 
that engage the trainee acIvely rather than passively receiving the programme content  

✓ Ensuring that the training content and delivery take into account different learning styles 
i.e. AcIvist, Theorist, PragmaIst and Reflector (Peter Honey and Alan Mumford) 

✓ Ensuring that the training content caters for trainees with different sensory preferences i.e. 
visual, auditory, reading & wriIng, kinaestheIc (Neil Fleming). 

A combinaIon of training methods is applied to cater for the various ways in which people learn (see 
Appendix K - Policy for Delivering Training to Students with Varying AbiliTes and Backgrounds). These 
include discussions, case studies, role-plays and model exercises. A strong emphasis is also placed on the 
applicaIon and transfer of training content to the workplace, thus making it relevant and pracIcal.  

6.3 TRAINERS’ CPD 

All trainers employed/contracted by ThinkTalent are responsible for their own conInuous professional 
development. In order to support its trainers, ThinkTalent provides each full-Ime trainer up to EUR100 
annual allowance to purchase reading material as well as up to EUR150 annual allowance towards any 
learning events that the trainers feel will enhance their knowledge and skills. In addiIon, full-Ime 
trainers are encouraged to dedicate 10% of their Ime . Trainers are required to share their aquired 
knowledge to the rest of the team during the quarterly CPD session where best pracIces and latest 
research are shared among the trainers. 

6.4 TRAINING MATERIAL 

All trainers are responsible for the development and updaIng of the training materials relevant to the 
training programme they are delivering. All material is kept in a shared folder and accessible to all 
trainers. Before any significant changes to the material are made by any of the trainers, approval is 
sought from the Training Programmes Director who informs any other relevant trainers of the changes 
effected. All full-Ime employed trainers are allowed to block off Ime in their calendar to prepare for 
their training as well as to carry out any administraIve duIes that they are responsible for during or 
aier the training session/programme. 

6.5 TRAINERS’ OBSERVATION 

All employed trainers are regularly observed by the ExecuIve Director who shadows a training session 
once a quarter for each trainer and gives them feedback on their competence as trainers (see Appendix 
P - Trainer ObservaTon Feedback Form). The trainers also meet up with the ExecuIve Director for an 
annual appraisal meeIng that formally documents the feedback over the past year as well as any 
development plans for the individual trainer in the year ahead. 

 16



7. PUBLIC INFORMATION 
ThinkTalent’s training programmes that are being offered to the public are featured on our website and 
through various social media channels. The accredited programmes are described in detail, showing the 
intended learning outcomes, the qualificaIons awarded, including MQF level and ECTS learning credits. 
The teaching, learning and assessment procedures used are also detailed clearly. 

Public informaIon is periodically reviewed by the ExecuIve Director with staff members during the 
quarterly staff meeIng to ensure it is up to date and correct. 

8. EXTERNAL QUALITY ASSURANCE 
ThinkTalent Limited will undergo external quality assurance by, or with the approval of the MFHEA on a 
cyclical basis according to MFHEA guidelines, once every five years. 

9. CONTACT DETAILS 

e-mail: admin@thinktalent.com.mt 

Telephone (workdays, office hours only): (+356) 2703 0133 

Postal Address:  

c/o Ceek, Centris Business Gateway,  
Level 2E, Triq is-Salib tal-Imriehel, Zone 3  
Central Business District  
Birkirkara, CBD 3020 
Malta 

Web: h_ps://www.thinktalent.com.mt/      
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APPENDIX A 

STAFF MINIMUM ELIGIBILITY 

Business Development Director:  

• Bachelor's degree in Business AdministraIon, MarkeIng, or a related field  
• Minimum 2 years of proven experience in business development or sales leadership, preferably 

in the training and educaIon industry. 
• Strong understanding of the training and development landscape, including e-learning and 

blended learning soluIons. 
• Excellent negoIaIon, communicaIon, and presentaIon skills. 
• Proven track record of meeIng or exceeding sales targets. 
• Strong leadership and team management abiliIes. 
• Proficiency in Microsoi Office Suite. 

Training Programmes Director: 

• Bachelor's degree in EducaIon, InstrucIonal Design, Business, or a related field OR minimum 2 
years of proven experience in designing, developing, and delivering training programmes in a 
training and educaIon company. 

• Strong leadership and team management skills. 
• Excellent project management abiliIes, including budget management and resource allocaIon. 
• ExcepIonal communicaIon, presentaIon, and client relaIonship management skills. 
• Strong analyIcal and problem-solving capabiliIes. 

AdministraTon Manager/PA to ExecuTve Director: 

• Bachelor's degree in Business AdministraIon, Management, or a related field OR at least 2 
years of experience in office management or administraIon. 

• Strong leadership, team management, and interpersonal skills. 
• Excellent organisaIonal and Ime management abiliIes. 
• Proficiency in office soiware and tools, including Microsoi Office Suite. 
• Budget management experience and a_enIon to detail. 
• ExcepIonal wri_en and verbal communicaIon skills. 
• Knowledge of health and safety regulaIons and compliance. 
• Ability to adapt to changing prioriIes and work effecIvely in a fast-paced environment. 

ExecuTve Administrator/Accounts Clerk: 

• School leaving cerIficate. 
• 2 years’ experience in a similar role with relevant accounIng and invoicing experience. 
• Proficiency in using spreadsheets (e.g., Microsoi Excel). 
• Strong communicaIon and interpersonal skills, with a strong customer service-oriented 

approach. 
• Good command in wri_en and spoken English. 
• Excellent organisaIonal and Ime management abiliIes. 
• Proficiency in office soiware and tools, including Microsoi Office Suite. 
• A_enIon to detail and the ability to mulItask effecIvely. 
• DiscreIon and the ability to handle confidenIal informaIon. 
• Strong a_enIon to detail and a high level of accuracy in financial record-keeping. 
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• Ability to work independently and manage Ime effecIvely. 
Trainer/Coach: 

• QualificaIon in the related field that is at least one level higher than that for which the 
candidate will be delivering the training. 

• Minimum 2 years of experience as a trainer/coach in the training and educaIon industry. 
• Strong experIse in the subject ma_er relevant to assigned training programmes. 
• Proficiency with coaching and training tools and technologies. 
• Excellent presentaIon, communicaIon, and interpersonal skills. 
• Ability to adapt training methods to meet diverse learning styles and needs. 
• Proficiency in using training technology, audiovisual equipment, and virtual training plamorms. 
• Commitment to ethical conduct and maintaining confidenIality. 

Trainer: 

• QualificaIon in the related field that is at least one level higher than that for which the 
candidate will be delivering the training. 

• Minimum 2 years of experience as a trainer in the training and educaIon industry. 
• Strong experIse in the subject ma_er relevant to assigned training programmes. 
• Excellent presentaIon, communicaIon, and interpersonal skills. 
• Ability to adapt training methods to meet diverse learning styles and needs. 
• Proficiency in using training technology, audiovisual equipment, and virtual training plamorms. 
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APPENDIX B 

STUDENT AGREEMENT 

1. IntroducTon 

This agreement shall govern the relaIonship between ThinkTalent Limited, located at Centris Business 
Gateway, Level 2E, Triq is-Salib tal-Imriehel Zone 3, Central Business District, Birkirkara CBD 3020,  
MALTA with MFHEA license number 2017/04 and company registraIon number C46641, hereinaier 
referred as ‘the training insItuIon’ and  

Name of Student with IdenIty card/Passport number X, hereinaier referred to as ‘the student’.   

By compleIng the process of registraIon and enrolment, the insItuIon and the student agree to abide 
by the terms and condiIons of this agreement which can also be found at h_ps://
www.thinktalent.com.mt/accredited-training-courses/documents-and-resources/ 

The terms and condiIons governing this agreement will become effecIve upon signing of this 
agreement and payment to the training insItuIon of the fees for the training programme quoted in 
Clause 3 below. 

  
2. Training Programme Details 

General: 

• Name of the educaIonal programme: X (In case of accredited programmes see a_ached FACT SHEET 
for details) 

• DuraIon: X 
• Commencement date: X 
• TerminaIon date: X 
• Addresses where the programme will be delivered: X 

• Language of InstrucIon: English or Maltese. English will be the language of choice if 
there is at least one a_endee who does not understand Maltese. 

3. Fees Due 

The total cost of registering for the above menIoned programme is EUR X payable in full not later than 
10 days before training programme commencement date sIpulated in Clause 2 above. 

4. DuTes of the EducaTonal InsTtuTon 

The educaIonal insItuIon shall: -  

i. Provide to the student the teaching, assessment and other educaIonal services for which the 
student is enrolled and the educaIonal insItuIon shall take all the steps which are reasonably in its 
power to provide these educaIonal services in accordance with the terms of this agreement.   

ii. Guarantee the students’ rights, including the right to obtain assessment results upon the student 
having completed all the necessary assessment requirements of the programme or parts thereof.  
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5. DuTes of the Student 

The student shall: -  

i. Disclose to the educaIonal insItuIon full and accurate academic and personal informaIon as 
required for applicaIons for admission, registraIon, and enrolment purposes.  

ii. Inform the educaIonal insItuIon if there is any change to the academic or personal informaIon 
that was provided at admission, registraIon or enrolment stage as soon as is reasonably pracIcable. 

iii. Fulfill all the academic requirements of the educaIonal programme; including parIcipaIng in 
lectures/tutorials or other guided-learning acIviIes, submijng coursework/assignments on Ime, 
parIcipate in course-related acIviIes and adequately prepare and sit for any examinaIons/
assessment.   

iv. Abide by any statutes, regulaIons, rules and policies which are in place in the educaIonal 
insItuIon, and which apply to students.  

v. Overseas students shall furnish the educaIonal insItuIon with any change in their 
contact details, which include their residenIal address and telephone number in Malta as well 
as a contact address overseas, following the compleIon of their studies. 

6. Changes Due to Unforseen Circumstances 

The educaIonal insItuIon reserves the right to alter the venue, date, Ime and/ or trainers/coaches/
facilitators for the enIre training programme due to unforeseen circumstances. In such cases no refund 
is due to the student.  Changes to dates and Imes will be noIfied to registered students at least 24 
hours before the start of the session via the contact details submi_ed on the registraIon form. 

7. Cooling-Off Period 

Students have the right to withdraw from this agreement within 14 days without giving any reason. The 
withdrawal period will expire aier 14 days from the date of this agreement for the programme you 
registered for. To exercise the right of withdrawal, you must inform ThinkTalent of your decision to 
withdraw from this contract by an unequivocal statement sent by e-mail, to admin@thinktalent.com.mt 
To meet the withdrawal deadline, it is sufficient for you to send your communicaIon concerning your 
exercise of the right of withdrawal before the withdrawal period has expired. ThinkTalent will 
acknowledge the receipt of such a withdrawal by e-mail without delay. 

If the programme you are applying for is due to commence during the withdrawal period and you sIll 
choose to register for and a_end the programme, you shall pay ThinkTalent an amount which is in 
proporIon to what has been provided unIl you have communicated to ThinkTalent your withdrawal 
from this agreement. If you have a_ended the full programme, then no refund can be provided. 

If you withdraw from this contract, ThinkTalent shall reimburse you with all payments received from you, 
without undue delay and in any event not later than fourteen (14) days from the day on which 
ThinkTalent is informed about your decision to withdraw from this contract.  Such reimbursement will 
be effected using the same means of payment as you used for the iniIal transacIon, unless you have 
expressly agreed otherwise; in any event, you will not incur any fees as a result of such reimbursement, 
except for bank charges arising from any bank transfer. 

In the event of cancellaIons which take place aier the 14 day period menIoned above, payment will be 
forfeited enIrely and you will incur the liability to se_le any amounts due if payment would not have 
been as yet effected. The educaIonal insItuIon may, at their sole and exclusive discreIon, issue 
vouchers against cancellaIons if there is a genuine reason for the cancellaIon supported by 
documentary evidence where necessary and when requested by ThinkTalent. SubsItute delegates may 
also be nominated at any Ime. CancellaIons and subsItuIon requests must always be made in wriIng. 
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8. InsTtuTon’s Default Clauses 

The insItuIon is in default and hence obliged to refund the student in full, when: -   

i. The educaIonal programme is cancelled before the agreed start date; 

ii. The educaIonal programme ceases to be provided at any Ime aier it starts but before it is 
completed; 

iii. The educaIonal programme is not provided in full to the student due to a condiIon or restricIon 
imposed on the educaIonal insItuIon by the Authority in accordance with the regulaIons in 
S.L607.03 or due to the revocaIon, by the Authority, of the applicable license or accreditaIon in 
accordance to S.L.607.03.  

iv. Provided that where the intending student or the student has withdrawn from the programme 
before the day on which such circumstances arise, the educaIonal insItuIon shall not be deemed 
to be so in default  

v. The educaIonal insItuIon fails to issue all examinaIon and other assessment results 
to the student upon the student having completed all the necessary assessment requirements 
of the programme or parts thereof.  

9. Student’s Default Clauses 

The student is in default and hence not eligible for a refund of tuiIon fees and any related expenses 
incurred: 

i. Where the student not having previously withdrawn from the programme, fails to start the 
programme on the agreed start date.  

ii. Where the student fails to pay an amount he was directly or indirectly liable to pay the educaIonal 
insItuIon in order to undertake the programme. 

iii. Where the student breaches a condiIon on the student visa. 

10. Liability and IndemnificaTon 

Registrants agree to indemnify, defend and hold harmless ThinkTalent against any claims of any nature 
that may be made by others against ThinkTalent in relaIon to your violaIon of these Terms & 
CondiIons. ThinkTalent, its partners, trainers, affiliates, or enIIes involved in otherwise contribuIng to 
the event you are applying for, shall not be liable for damages, direct or indirect, in relaIon to any loss 
or injury resulIng from your registraIon through this website or your a_endance at the training 
programme for which you are registering,  whatever the nature of any alleged loss, injury, or damages, 
and whether such claims are based on breach of contract, tort (including negligence), product liability or 
otherwise, unless ThinkTalent was negligent in carrying out its obligaIons under this agreement. 
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11. Data Sharing Clause  

In accordance with arIcle 5 of the Further and Higher EducaIon Act (CAP 607 Laws of Malta) and 
without prejudice to the data protecIon provisions established by virtue of RegulaIon (EU) 2016/679 
(the General Data ProtecIon RegulaIon (GDPR), the educaIonal insItuIon shall grant access to the 
Malta Further and Higher EducaIon Authority (MFHEA) to the informaIon collected through this 
student agreement.  The data shall be transmi_ed to the Authority within a reasonable Ime from when 
it was requested and shall be used by the Authority in pursuance of its funcIons.  

Furthermore, the Student authorises the educaIonal insItuIon to share his personal data with CEEK 
Limited, a company registered in Malta with registraIon number C67754 of Centris Business Gateway, 
Level 2E Triq is-Salib tal-Imriehel, Zone 3, Central Business District, Birkirkara CBD 3020,  MALTA for the 
purposes of finding employment opportuniIes for the student. This authorisaIon is granted in 
accordance with the General Data ProtecIon RegulaIon. The student understands that his personal data 
may include, but is not limited to the name, a copy of idenIty document, address, contact informaIon, 
and academic qualificaIons. The student acknowledges that the data shared will be used solely for the 
specified purpose and will be handled in compliance with applicable data protecIon laws. The student 
reserves the right to revoke this authorisaIon at any Ime by providing wri_en noIce to the educaIonal 
insItuIon. 

12. Dispute ResoluTon Clause  

The educaIonal insItuIon and the student shall a_empt to resolve any dispute through negoIaIon. 
Should this not produce resoluIon, the parIes can consider mediaIon or arbitraIon before moving to 
liIgaIon as a last resort.  

13. Law and ArbitraTon 

This Agreement and the rights and obligaIons of the ParIes hereto shall be governed by and construed 
in accordance with the laws of Malta. Any disputes arising from this Agreement shall be referred to 
ArbitraIon at the Malta ArbitraIon Centre in accordance with the provisions of Chapter 387 of the Laws 
of Malta. Any decision from such arbitraIon shall be final and binding upon the parIes such that no 
appeal shall be available, even on a point of law. 

This agreement does not preclude the student from taking further acIon under the Consumer Affairs 
Act (Cap378 Laws of Malta) 

14. JurisdicTon 

This Agreement and the obligaIon of the ParIes hereunder shall be interpreted, construed and 
enforced in accordance with the laws of Malta. 

15. Severability 

In the event that any of these terms, condiIons or provisions shall be determined invalid, unlawful or 
unenforceable to any extent, such term(s), condiIon(s) and provision(s) shall be severed from the 
remaining terms, condiIons and provisions, which shall conInue to be valid to the fullest extent 
permi_ed by law. 
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16. Amendment 

No modificaIon, amendment or waiver of this Agreement or provision hereof shall be binding upon any 
Party unless made in wriIng or confirmed in wriIng by their duly authorised representaIves. 

_____________________                                                                  ______________________ 
Signature            Signature 

______________________                                                                     _______________________ 
Head of InsItuIon’s Name          Student’s Name 

______________________                                                                     _______________________ 

DATE             DATE 
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APPENDIX C 

E-mail Template: Provisional Acceptance E-mail – Self-Paying ParIcipants  

SUBJECT: Provisional Acceptance Leler for Training Programme 

Dear XXXX,  

Thank you for your registraIon form. Please be informed that you have been provisionally accepted for 
the training programme below: 

Please note that this acceptance le_er is subject to the receipt of the a_ached Student Agreement duly 
signed and completed as well as the full payment of the amount on the invoice, also accompanying this 
e-mail.  

Please print the Student Agreement, sign it, and send a scanned copy to me on 
admin@thinktalent.com.mt  or post it to our address: 

ThinkTalent Limited,  
Centris Business Gateway,  
Level 2E, Triq is-Salib tal-Imriehel, Zone 3,  
Central Business District,  
Birkirkara CBD 3020 

PLEASE NOTE THAT YOUR PLACE ON THE PROGRAMME CANNOT BE GUARANTEED UNTIL WE RECEIVE 
YOUR SIGNED CONTRACT AND FULL PAYMENT 

Let me know if you have any difficulIes or would like any addiIonal informaIon. I will be your first point 
of contact for all ma_ers regarding this programme. 

Yours truly, 

ExecuTve Administrator 

ATTACHMENTS: 

- Student Agreement 
- Invoice 

Course Title XXXX

Date/s and Timings of Session/s XXXX
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APPENDIX D 

E-mail Template: RejecIon E-mail – All ParIcipants 

SUBJECT: RejecTon Leler for Training Programme 

Dear Name of ProspecIve Trainee,  

Thank you for your interest in our name of training programme. 

We have carefully reviewed your applicaIon however we regret to note the following: 

Reason for RejecIon 

Should you wish to discuss our decision further please contact us via e-mail. We would be very happy to 
guide you towards an alternaIve programme that could meet your requirements. 

Yours truly, 

ExecuTve Administrator 
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APPENDIX E 

E-mail Template: Welcome E-mail  

SUBJECT: Welcome to your Training Programme with ThinkTalent 

Dear Programme ParIcipants, 

We are thrilled to welcome you to the upcoming [Training Programme Name]! We are commi_ed to 
provide you with a memorable experience of learning, growth, and self-development. 

You are strongly encouraged to read the Student Manual which can be accessed at h_ps://
www.thinktalent.com.mt/accredited-training-courses/documents-and-resources/ . A copy of our QA 
(Quality Assurance) Document can also be accessed from the same link. 

A detailed inducIon to your learning journey will be provided on the first day of the programme but in 
the meanIme, here are a few important details to get you started: 

Training Programme Date/s: (Dates) 

Timings: [Start Ime] to [End Ime] (Please be on Ime and clear your diary to a_end all the sessions in 
full) 

LocaTon: [Training Venue] 

What You Need to Bring: 

• A notebook and pen for taking notes 

• A copy of your ID/Passport (that you used to register for the programme) 

• A curious and open mind 

• Your enthusiasm for learning 

Contact InformaTon: If you have any quesIons or need assistance before the programme begins, please 
do not hesitate to contact me on admin@thinktalent.com.mt  

We hope you are as excited about this programme as we are! It is a privilege to have you on board, and 
we are confident that you will find the experience both rewarding and enlightening. 

Yours truly, 

ExecuTve Administrator 
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APPENDIX F 

E-mail Template: E-mail Request for InformaIon to Register for Sponsored 
Training Programme - Sponsored ParIcipants 

SUBJECT: Register for Your Upcoming Training Programme 

Dear ParIcipants, 

I am pleased to inform you that following the signing of a contract between your company and 
ThinkTalent for the provision of training services you have been nominated by your employer to a_end 
the programme detailed below (see a_ached Fact Sheet a_ached for full details). 

• Title of Training Programme: XXXXX 

• Dates and Timings of Session/s: XXXXX 

• LocaIon of Training: XXXXX 

• Required Evidence of Minimum Entry Requirements (if applicable): XXXXX 

You are kindly requested to fill in and submit the “Training Programme RegistraIon Form” that can be 
accessed from h_ps://forms.gle/jeK8NPeT84uUbs28A.  

Please send any necessary addiIonal informaIon regarding eligibility indicated above (if applicable) via 
e-mail to admin@thinktalent.com.mt by not later than 5 working days from the date of this e-mail. 

Please note that an individual is only deemed to be accepted on the programme once he/she has been 
deemed to saIsfy any entry requirements and has received a formal acceptance e-mail from our end.  

All costs for the programme are being borne by your employer and your parIcipaIon on the programme 
is subject to the terms and condiIons of the relevant contract entered into between ThinkTalent and 
your employer. 

Do not hesitate to get in touch with me if you have any quesIons. 

Yours truly, 

ExecuTve Administrator 

ATTACHMENTS: 

- Training Programme Fact Sheet (if applicable) 
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APPENDIX G 

ACADEMIC INTEGRITY POLICY 

1. IntroducTon 

ThinkTalent is commi_ed to maintaining the highest standards of academic integrity and expects all 
students to conduct themselves in an honest and ethical manner throughout their coursework. This 
Academic Integrity Policy outlines the principles of academic honesty, the types of academic 
misconduct, and the consequences of violaIons. 

2. Principles of Academic Integrity 

At ThinkTalent, we define academic integrity as the adherence to the following principles: 

a. Honesty: Students must submit their own work and provide accurate and complete informaIon. 

b. Fairness: Students must treat all coursework and assessments as individual assignments unless 
instructed otherwise. 

c. Respect: Students must respect the work and ideas of others, giving proper credit through 
citaIons and references when using external sources. 

3. Types of Academic Misconduct 

Academic misconduct includes but is not limited to the following: 

a. Plagiarism: PresenIng someone else's work, ideas, or words as one's own without proper 
citaIon. 

b. CheaIng: Using unauthorised materials, receiving or giving unauthorised assistance during 
exams, quizzes, or assignments. 

c. FabricaIon: Submijng falsified informaIon, data, or documents. 

d. Collusion: CollaboraIng with others inappropriately on assignments or exams without 
instructor permission. 

e. Duplicate Submission: Submijng the same work for mulIple courses without prior approval 
from instructors. 

4. ReporTng Academic Misconduct 

If a trainer suspects or detects academic misconduct, they will report the incident to the Training 
Programmes Director for further invesIgaIon. 

5. Consequences of Academic Misconduct 

ThinkTalent takes academic misconduct seriously and may impose the following consequences: 

a. Wri_en Warning: A wri_en warning may be issued for a first-Ime offense, with a clear 
statement about the misconduct and the importance of academic integrity. 

b. Coursework DeducIons: Trainers may choose to reduce points or grades for assignments or 
exams involved in the misconduct. 

c. Programme Failure: Serious or repeated misconduct may result in a failing grade for the enIre 
programme. 

d. Academic Suspension: In cases of severe or repeated misconduct, a student may face temporary 
academic suspension. 
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e. Expulsion: In extreme cases, a student may be expelled from the programme. 

6. Appeals Process 

Students have the right to appeal any academic misconduct decisions made by ThinkTalent. Appeals 
should be submi_ed in wriIng to the ExecuIve Director within [Specify Imeline] days of receiving the 
decision. 

7. EducaTon and PrevenTon 

ThinkTalent is commi_ed to educaIng students about academic integrity through orientaIon, training, 
and awareness programmes. We encourage students to seek clarificaIon from instructors if they are 
uncertain about academic honesty principles. 

8. Conclusion 

ThinkTalent considers academic integrity essenIal to the educaIonal process. We expect all students to 
uphold these principles and maintain the highest standards of honesty and integrity in their coursework. 

By enrolling in courses at ThinkTalent, students acknowledge their commitment to this Academic 
Integrity Policy and agree to abide by its principles and consequences. 
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APPENDIX H 

DIVERSITY AND EQUALITY POLICY 

AIMS 

This policy is about promoIng posiIve ajtudes towards equality and diversity and to ensure that 
everyone working and studying at ThinkTalent is treated fairly with dignity and respect. This Policy aims 
to ensure that no prospecIve or exisIng trainee shall receive less favourable treatment on the grounds 
of age, race, colour, naIonality, ethnic origins, disability, sexual orientaIon, gender, marital or parental 
status, gender re-assignment, religious belief or non-belief, poliIcal belief or social or economic class, 
pregnancy and maternity or any other basis that cannot be shown to be properly jusIfiable. ThinkTalent 
will ensure that its policies, procedures and pracIces comply with current equality legislaIon.  

EQUALITY AREAS 

2.1 Age  

ThinkTalent celebrates and values the diversity of trainees of all ages and aims to ensure that all trainees 
are treated fairly with dignity and respect. 

2.2 Disability  

In support of the work on disability equality ThinkTalent ensures that trainees with disability are treated 
fairly and with dignity and respect. 

2.3 Gender Reassignment  

ThinkTalent celebrates and values the diversity of its trainees and aims to ensure that all transgender 
trainees are treated fairly and with dignity and respect. All transgender trainees will be referred to by 
their chosen gender idenIty – whether male, female, or gender neutral. 

2.4 Marriage and Civil Partnership  

ThinkTalent aims to ensure that all trainees who are in a marriage or civil partnership are treated fairly 
with dignity and respect. Civil partnership is recognised and reflected in ThinkTalent’s policies in 
accordance with the law.  

2.5 Pregnancy and Maternity  

ThinkTalent aims to provide an environment where trainees are supported and treated fairly with dignity 
and respect during pregnancy, maternity and whilst breasmeeding. 

2.6 Race  

In support of the work on race equality ThinkTalent aims to provide an environment where all trainees 
are supported and treated fairly. 

2.7 Sexual OrientaIon 

ThinkTalent celebrates and values the diversity of its trainees and aims to ensure that all LGBTQ trainees 
are welcomed and are treated fairly with dignity and respect. 
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THINKTALENT FUNCTIONS  

All ThinkTalent funcIons will take account of the equality policy. The following funcIons have specific 
responsibiliIes: 

3.1 Trainee Admissions  

ThinkTalent is commi_ed to excellence in admissions and aims to provide a professional and fair service 
for applicants.  

3.2 Teaching, Learning and Assessment 

ThinkTalent values the diversity of backgrounds and experiences that trainees bring to the learning 
environment and is commi_ed to meeIng the needs of a diverse and changing trainee body. ThinkTalent 
aims to ensure that all teaching, learning and assessment strategies are equitable, undertaken with 
awareness of the different needs of trainees, and are directed towards the encouragement of academic 
and personal development. 

3.4 Trainee Support - Well Being 

The welfare of all trainees of ThinkTalent is of the highest priority. ThinkTalent offers an environment 
that aims to secure the personal development, physical and mental well-being and welfare of all 
trainees, supporIng them in realising their learning potenIal.  

3.5 Trainee Support - Academic 

The learning needs of different trainees are supported through adapIng and varying the course delivery, 
content and assessment methods to help them achieve success. The academic support funcIon is 
represented by the ExecuIve Administrator 

3.6 Delivering a Conducive Learning Experience 

How ThinkTalent caters for high achievers: 

• Provide acIviIes or assessment tasks that require higher order thinking processes.  

• Ask quesIons that require analysis, synthesis and evaluaIon. 

• Have trainees peer teach or direct group work for more complex thinking and 
communicaIon skills. 

How ThinkTalent caters for low achievers: 

• Give specific instrucIon to trainees when circulaIng the classroom. 

• Scaffold learning.  

• Adapt assessment tasks where appropriate. 

• Consult with other trainers for how to best support them, with permission. 

• Individual meeIngs to discuss assessment feedback in detail for trainee understanding. 

• Get trainees interested in lesson content through their interests. 
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APPENDIX I 

SAMPLE CERTIFICATE 
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38.

APPENDIX J 

ASSIGNMENT COVER SHEET 

I hereby declare that I am the legiImate author of this assignment and that it is my original work. No 
porIon of this work has been submi_ed in support of an applicaIon for another qualificaIon of this or 
any other insItuIon of learning. 

    
Click here to enter a date.  

To be filled in by student

Student Name and Surname Click here to enter text. 

ID Card Click here to enter text. 

To be filled in by trainer

QualificaIon Title Click here to enter text. 

Module/Unit Title Click here to enter text. 

Name of Trainer Click here to enter text. 

Assignment Title
Click here to enter text. 

Number of Words Click here to enter text. 

Submission Date Click here to enter text. 

Final Mark/Grade 
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APPENDIX K 

POLICY FOR DELIVERING TRAINING TO STUDENTS WITH VARYING ABILITIES 
AND BACKGROUNDS 

At ThinkTalent we strongly believe that, when delivering training to a diverse group of students with 
varying abiliIes and backgrounds, it's important to create an inclusive learning environment that caters 
to everyone's needs.  

The following are some specific arrangements and strategies that ThinkTalent trainers are encouraged to 
consider: 

DifferenTated InstrucTon: DifferenIate instrucIon by offering a variety of learning acIviIes and 
resources that accommodate different learning styles, levels of ability, and backgrounds. This may 
include wri_en materials, videos, hands-on acIviIes, and discussions. 

Clear Learning ObjecTves: Clearly define the learning objecIves and outcomes of the training. Make 
sure students understand what is expected of them and what they will gain from the training. 

Flexibility: Be flexible with your approach. Allow students to choose the pace at which they progress 
through the material. Some students may need more Ime to grasp concepts, while others may progress 
more quickly. 

Accessibility: Ensure that all training materials and resources are accessible to individuals with 
disabiliIes. This includes providing alternaIve formats for wri_en materials, using closed capIoning/
subItles for videos, and making physical spaces accessible. 

Grouping and CollaboraTon: Encourage peer collaboraIon and group work. Students can learn from 
each other and share their unique perspecIves and experiences. 

Scaffolding: Provide support and scaffolding for students who need it. This might involve addiIonal 
resources, extra guidance, or breaking down complex tasks into smaller, manageable steps. 

Feedback and Assessment: Provide regular feedback on student performance and assess their progress. 
Use a variety of assessment methods, such as quizzes, projects, and presentaIons, to accommodate 
different learning styles. 

MulTmodal InstrucTon: Use a combinaIon of instrucIonal methods, including visual, auditory, and 
kinestheIc approaches, to cater to diverse learning preferences. 

Culturally Relevant Content: Incorporate diverse perspecIves and examples that reflect the 
backgrounds and experiences of your students. This can make the training more engaging and relatable. 

ReflecTve PracTce: ConInuously reflect on your teaching methods and the effecIveness of your 
strategies. Be open to feedback from students and adjust your approach accordingly. 

Inclusive Classroom Policies: Establish inclusive classroom policies that promote respect, equity, and 
diversity. Address any instances of bias or discriminaIon promptly. 
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Professional Development: Stay updated on best pracIces in inclusive teaching by parIcipaIng in 
professional development and training opportuniIes. 

The key to successfully catering to the needs of students with varying abiliIes and backgrounds is 
flexibility, empathy, and a commitment to creaIng an inclusive learning environment. By implemenIng 
these arrangements and strategies, you can create a posiIve and effecIve learning experience for all 
your students. 

APPENDIX L 

SURVEY: Long-Term Impact Of Training 

As part of our commitment to conInuous improvement, we are conducIng a survey to assess the long-
term impact of the training programme that you a_ended. Your valuable insights will help us understand 
how the training has influenced your skills and performance over Ime. Your responses will aid us in 
enhancing future training iniIaIves. 

* Indicates required quesIon 

Name and Surname*

Current JobTitle

e-mail Address

The training helped me acquire new skills relevant to my role*

Strongly Disagree 1 - Strongly Agree 5

I have successfully applied the skills learned during the training in my day-to-day tasks*

Strongly Disagree 1 - Strongly Agree 5

The training improved my ability to solve work-related challenges*

Strongly Disagree 1 - Strongly Agree 5

Overall, the training has posiTvely impacted my job performance*

Strongly Disagree 1 - Strongly Agree 5

I have seen a noTceable improvement in the quality of my work since alending the training*

Strongly Disagree 1 - Strongly Agree 5

The training contributed to my efficiency in compleTng tasks*
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Please provide any addiIonal comments or suggesIons you have about the training programme's long-
term impact on your skills and performance: 

I am happy for ThinkTalent to use my comments above in their markeIng campaigns. 

APPENDIX M 

TRAINING PROGRAMME REGISTRATION FORM 

Thank you for your interest in registering for one of our programmes. A copy of the programme's fact 
sheet can be found at h_ps://www.thinktalent.com.mt/accredited-training-courses/documents-and-
resources/ 

Strongly Disagree 1 - Strongly Agree 5

I have been able to transfer the concepts learned in the training to real-world situaTons*

Strongly Disagree 1 - Strongly Agree 5

The training adequately prepared me for challenges I faced aoer the programme*

Strongly Disagree 1 - Strongly Agree 5

Kindly fill in all secIons below and click 'submit'. We will get back to you via e-mail.  

  * Indicates required question

Title of Programme  
(that you wish to register for) *

Start Date of Programme 
(Month/Year e.g. April 2024) * 

Title*

First Name (as per ID/passport) *

Surname/Family Name  
(as per ID/Passport) *

Date of Birth*
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I consent for ThinkTalent to collect and process data that is provided via this form in accordance with 
ThinkTalent’s Privacy Policy (available at h_ps://www.thinktalent.com.mt/privacy-policy/ )* 

I am aware of any eligibility requirements related to the programme, and I will be submijng the 
necessary proof to ThinkTalent via e-mail to admin@thinktalent.com.mt* 

If you are unsure about your eligibility to the programme check out the programme's fact sheet found 
at h_ps://www.thinktalent.com.mt/accredited-training-courses/documents-and-resources/ 

I have read, understood and accept ThinkTalent’s Terms and CondiIons (available at h_ps://
www.thinktalent.com.mt/accredited-training-courses/documents-and-resources/)  
NOT APPLICABLE TO SPONSORED STUDENTS   

Gender*

I.D. / Passport Number*

NaIonality*

Personal e-mail Address*

Postal Home Address  
(incl. postcode and country) *

Mobile Phone Number  
(incl. Country Code if not a 
Maltese number) *

Will the cost of your programme 
be covered by your employer?  *

If your employer is covering your 
programme costs, write down the 
name of your employer who is 
sponsoring you *
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APPENDIX N 

TRAINING PARTICIPANTS' FEEDBACK FORM 

Kindly fill in all sec4ons and submit at the end of the ques4onnaire. We thank you for your feedback!   

  * Indicates required question 

Full name and surname of 
respondent (OPTIONAL)

Job Itle of respondent 
(OPTIONAL)  

Company Name (OPTIONAL)  

Title of Training Programme*

Start Date of Programme 
(Month/Year e.g. December 
2023) *

The training met my expectaTons  *

Strongly Disagree 1 - Strongly Agree 5

I will be able to apply the knowledge learned *

Strongly Disagree 1 - Strongly Agree 5

The training objecTves for each topic were idenTfied and followed *

Strongly Disagree 1 - Strongly Agree 5

The content was organised and easy to follow  *

Strongly Disagree 1 - Strongly Agree 5

The materials distributed were perTnent and useful  *

Strongly Disagree 1 - Strongly Agree 5
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The trainer/s was/were knowledgeable in the subject/s   *

Strongly Disagree 1 - Strongly Agree 5

The quality of instrucTon was good *

Strongly Disagree 1 - Strongly Agree 5

The trainer/s met the training objecTves  *

Strongly Disagree 1 - Strongly Agree 5

The trainer/s encouraged class parTcipaTon and interacTon  *

Strongly Disagree 1 - Strongly Agree 5

The trainer/s allowed adequate Tme for quesTons and discussion *

Strongly Disagree 1 - Strongly Agree 5

How do you rate the training programme overall?  *

Strongly Disagree 1 - Strongly Agree 5

What aspects of the training could be improved?  

What aspects of the training did you really like?
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Any addiIonal comments?  

Do you consent for us to use any comments above in our publicity? *
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APPENDIX O 

TRAINER'S FEEDBACK FORM 

Kindly fill in this form and submit to share any feedback you have or may have received from 
par4cipants/stakeholders regarding the training you have delivered.  

  * Indicates required question

Trainer's Name and Surname*

Title of Programme*

Session Name/Number  
(if mulI-session programme)  
NB - If you delivered all sessions in 
programme write "ALL"

Name of Corporate Client  
(if applicable)

Share any feedback or comments you received from parIcipants/stakeholders below:

ReflecIng on the session you have just delivered, what aspects of the session did you feel went 
parIcularly well?

Were there any challenges you faced during the session?

If any challenges/issues were idenIfied above, do you have any suggesIons about how can these be 
addressed for improvement in future sessions?

AddiIonal comments, suggesIons or thoughts?
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APPENDIX P 

TRAINER OBSERVATION FEEDBACK FORM 

* Indicates required question

Name of Trainer*

Name of Observer*

Programme Title*

Date of ObservaIon* dd/mm/yyyy

Trainer demonstrated confidence in topic *

Strongly Disagree 1 - Strongly Agree 5

Trainer planned Tme effecTvely to cover content and allow trainee engagement *

Strongly Disagree 1 - Strongly Agree 5

Trainer used effecTve quesToning techniques *

Strongly Disagree 1 - Strongly Agree 5

Trainer listened carefully to trainee-iniTated comments and quesTons and responded effecTvely *

Strongly Disagree 1 - Strongly Agree 5

PosiTve points noTced by observer *

Strongly Disagree 1 - Strongly Agree 5

Challenging points noTced by observer *

Strongly Disagree 1 - Strongly Agree 5

SuggesTons for trainer to help overcome/enhance above points *

Strongly Disagree 1 - Strongly Agree 5
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APPENDIX Q 

CORPORATE CLIENT FEEDBACK FORM 

Kindly fill in all secIons and submit by clicking done at the end of the quesIonnaire. We thank you for 
your feedback!   

* Indicates required question

Full Name and Surname of 
Respondent (on behalf of the client) 
* 

Job Title of Respondent *

Name of Client OrganisaIon  *

Title of Programme Delivered by 
ThinkTalent *

Start Date of Programme (Month/
Year e.g. April 2024) *

 We can see evidence (in parTcipants’ performance/behaviour) that the programme’s training 
outcomes have been achieved *

Strongly Disagree 1 - Strongly Agree 5

ParTcipant feedback (collected internally) was overall posiTve *

Strongly Disagree 1 - Strongly Agree 5

ThinkTalent discussed the content with us in detail before the programme started  *

Strongly Disagree 1 - Strongly Agree 5

Our input was sought by ThinkTalent before the start of the programme *

Strongly Disagree 1 - Strongly Agree 5

We were clear on the learning outcomes of the programme *

Strongly Disagree 1 - Strongly Agree 5

We were given the opportunity to brief ThinkTalent about any special needs of individual 
parTcipants *

Strongly Disagree 1 - Strongly Agree 5

The quality of communicaTon with ThinkTalent was overall good  *

Strongly Disagree 1 - Strongly Agree 5
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Overall, we feel the programme added value to our organisaTon *

Strongly Disagree 1 - Strongly Agree 5

We would be happy to work again with ThinkTalent in the future *

Strongly Disagree 1 - Strongly Agree 5

How do you rate the training overall?*

Poor 1 – Excellent 5

In hindsight, what aspects of the programme could be improved?  

AddiIonal Comments  

Do you consent for us to use any comments above in our publicity? *
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APPENDIX R 

E-mail Template: NoIficaIon of Changes to MFHEA Accredited Training 
Programme 

Dear Sir/Madam, 

I hope this e-mail finds you well. I am wriIng on behalf of ThinkTalent to inform you of some important 
changes to our accredited training programme, [Programme Name], which has been accredited by 
MFHEA since [AccreditaIon Date]. 

We take our commitment to maintaining the quality and relevance of our training programme very 
seriously, and as a result, we have made the following updates: 

Change DescripTon: Provide a clear and concise descripIon of the change(s) you are making. Explain 
why these changes are necessary and how they will improve the programme. 

ImplementaTon Date: Specify the date when these changes will go into effect or when they were 
already implemented. 

Impact Assessment: Share your assessment of how these changes will affect the programme's 
compliance with the accreditaIon standards and requirements set by MFHEA. 

SupporTng DocumentaTon: A_ach any necessary supporIng documentaIon, such as revised 
curriculum outlines, syllabi, or any other relevant documents that demonstrate the changes. 

Contact InformaTon: Provide contact informaIon for the person or team responsible for overseeing the 
implementaIon of these changes and address any inquiries related to the updates. 

We understand the importance of maintaining accreditaIon standards and compliance and want to 
assure MFHEA that these changes have been carefully considered and implemented to enhance the 
quality and effecIveness of our training programme. 

We kindly request that MFHEA review these changes and provide us with any guidance or feedback to 
ensure that our programme conInues to meet the high standards set by your organisaIon. 

If there is a formal process or any specific forms or documents required for submijng these changes, 
please let us know, and we will promptly complete the necessary paperwork. 

We value our partnership with MFHEA and are commi_ed to upholding the highest standards of 
excellence in our training programmes. Thank you for your a_enIon to this ma_er, and we look forward 
to your feedback and guidance. 

Should you have any quesIons or require further informaIon, please do not hesitate to contact me at 
[Your Contact InformaIon]. 

Sincerely, 

Training Programmemes Director 
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