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Foreword 

Mr. James Grech | Managing Director at                             

LEAD Training Services 
 

 

 

LEAD Training Services’ aim is to better the lives of individuals and that of 

companies through education. LEAD Training Services is committed to 

provide effective education, with the standards of the Quality Assurance 

Manual as being the drive to reach the pinnacle of quality and superior 

further and higher education levels.  

This Student Handbook will help you throughout your journey in your course 

organized by LEAD Training Services. The intention of this Student Handbook is 

so that you are fully satisfied with the course and to make the most out of 

your experience, while ensuring that you are not just a number in this course.  

While thank you for trusting us with your education, kindly ensure that you go 

through this handbook, as a guidance to better your experience and 

understand what is expected of you, and what steps can be taken should 

you encounter a difficulty. Therefore, kindly ensure that you have read all of 

LEAD Training Services’ Terms & Conditions on our website. If you have not 

read our T&C’s kindly click on the link provided here:  

https://leadtraining.com.mt/terms-conditions/  

Do get in touch if there is anything that you wish to discuss with us or if you 

have any concerns with your course or any other query. 

Thank you for choosing LEAD Training Services. 

 

Mr. James Grech 

Managing Director at LEAD Training Services 

 

 

https://leadtraining.com.mt/terms-conditions/
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Internal Quality Assurance 

LEAD Training Services firmly believes that every level of its services and 

execution needs to gauged against a high standard of quality. These 

assurance procedures guide all members of staff at LTS to provide a high 

standard of service to its clients and general public. The Guidelines for the 

IQA falls within the parameters of the NCFHE. 

 

The Organization 

 

 

 

 

 

 

 

 

 

 

 

Figure 1.0: Lead Training Services’ Quality Assurance Organizational Chart  

 

Current Staff & their roles can be seen on the company’s website here. 

 

Managing Director:        Mr. James Grech 

Director of Finance & Admin:      Ms. Anneliza Grech 

Brand & I.T Manager:      Mr. Fernand Fenech 

Director of Business Development & Quality Management:  Mr. Steve Compagno 

Student Support Administration Executive:    Ms. Nevise Farrugia 

Credit Control & Student Support Executive:   Mr. Clifford Debono 

Corporate Business Development Executive:   Mr. Nicholas Mifsud 

Managing Director 

Director of Finance & 

Admin 

Director of Business 

Development & 

Quality Management 

Brand & IT Manager 

Student Support and 

Administration 

Executive 

Credit Control & 

Student Support 

Executive 

Corporate Business 

Development 

Executive 

http://leadtraining.com.mt/who-we-are/
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Contacts 

 

Office Location:  

LEAD Training Services 

2nd Floor, Tower Business Centre, 

Tower Street, Swatar 

BKR 4013, MALTA 

 

Google Map Location: 

https://www.google.com/maps/place/Tower+Business+Centre/@35.899297,14.47

5957,15z/data=!4m2!3m1!1s0x0:0x5e94ab2e0caca663?sa=X&ved=2ahUKEwit5O3

voaToAhVQZxUIHdN3C7AQ_BIwCnoECBsQCA&hl=en  

 

Office Hours: 

Monday to Friday 

8.30am to 5.00pm 

 

Contact Number:  

+356 2546 6088 

 

General Queries: 

info@leadtraining.com.mt  

Team Member Email Address Query 

Mr. James Grech jgrech@leadtraining.com.mt 
Corporate Related 

Queries 

Ms. Anneliza Grech agrech@leadtraining.com.mt Invoicing & Receipts 

Ms. Nevise Farrugia nfarrugia@leadtraining.com.mt Evening Courses Queries 

Mr. Clifford Debono cdebono@leadtraining.com.mt 
Government Grant 

Schemes 

Mr. Nicholas Mifsud nmifsud@leadtraining.com.mt 
Corporate Series & 

Bespoke Training 

Mr. Steve Compagno scompagno@leadtraining.com.mt 
Quality Assurance related 

issues 

https://www.google.com/maps/place/Tower+Business+Centre/@35.899297,14.475957,15z/data=!4m2!3m1!1s0x0:0x5e94ab2e0caca663?sa=X&ved=2ahUKEwit5O3voaToAhVQZxUIHdN3C7AQ_BIwCnoECBsQCA&hl=en
https://www.google.com/maps/place/Tower+Business+Centre/@35.899297,14.475957,15z/data=!4m2!3m1!1s0x0:0x5e94ab2e0caca663?sa=X&ved=2ahUKEwit5O3voaToAhVQZxUIHdN3C7AQ_BIwCnoECBsQCA&hl=en
https://www.google.com/maps/place/Tower+Business+Centre/@35.899297,14.475957,15z/data=!4m2!3m1!1s0x0:0x5e94ab2e0caca663?sa=X&ved=2ahUKEwit5O3voaToAhVQZxUIHdN3C7AQ_BIwCnoECBsQCA&hl=en
mailto:info@leadtraining.com.mt
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Equal Opportunities  

LEAD Training Services prides itself in its policy and ethos of equal opportunity 

in all of its procedures. LEAD Training services endorses and respects the rights 

of all individuals involved in their processes – including staff and students, with 

each policy being free from discrimination and harassment on the grounds of 

marital status, family status, sexual orientation, religion, age, disability or race. 

LEAD Training Services believes that education is the right step for each 

individual to reach his or her full potential, and thus endorses a culture which 

cultivates respect, and the constructive process of sharing of ideas ethically 

and professionally. Such an Equal Opportunity environment at LEAD Training 

Services involves a setting and the implementation of polices that do not 

tolerate bullying, victimization, and any other form of offensive behavior 

which goes against the spirit of Equal Opportunity for all. 
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Facilities: 

Training takes place as per the timetable on the website. 

 

Offices Location:  

Tower Business Centre, 

Tower Street, Swatar 

BKR 4013, MALTA 

 

Office Facilities for Students with Special Needs 

LEAD Training Services ensures that facilities where training takes place, allows 

access for students with special needs. Therefore, if there is anything which 

might be of an obstacle to one’s access, kindly get in touch with us as soon 

as possible. 

 

Office and training facilities include: 

Á Elevator 

Á Air-conditioned Classrooms with projector and whiteboard 

Á Manned Receptionist 

Á Restrooms 

Á Canteen 

Á Vending Machines 

Á Free-WIFI 

Á Free Parking in the premises at Level -2* 

 

 

*NB: Kindly note that parking is at your own risk. LEAD Training Services will not 

accept responsibility for any damages, accidents or losses.  

 

 

 

https://leadtraining.com.mt/
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Your Timetable: 

It is your responsibility to check and take note of your course’s timetable. This 

can be seen on the website by clicking on the title of the course you are 

attending and scrolling down. www.leadtraining.com.mt  

Although there are generally no changes in the timetable, on the day of the 

lecture, do check the timetable on the website and also check in your email 

to see if there have been any cancellations or changes due to unexpected 

events. Should there be any changes, the office will contact you immediately 

so as to inform you about this change, via email and/or via a telephone call.  

*NB: It is important to check your Junk Mail or Spam Box in your email, as 

there might be instances when LEAD Training Services’ emails might go there. 

Should there be a change in a date where you cannot attend due to a pre-

planned activity which you cannot be absent for (such as travelling, 

weddings, health checks etc), kindly inform us immediately on 

info@leadtrianing.com.mt  

We will do our best to find an alternative date that suits the tutor and the 

students. However, should there be a situation where a date cannot be 

confirmed to accommodate all, the date with the most majority of potential 

attendees will be chosen. Absent students are welcome to contact their tutor 

should they have any difficulties when revising notes for which they were 

absent.     

 

 

 

 

 

 

 

 

http://www.leadtraining.com.mt/
mailto:info@leadtrianing.com.mt
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Attendance 

Upon entering the premises, you will find your attendance list where you are 

obliged to sign in. If the attendance sheet is not there, please check in class, 

as it could be that the tutor might have taken it with him/her. Make sure that 

you sign! 

A student’s attendance is to be regular and punctual for any form of 

educational achievement. Students must attend at least 80% of the total 

course in order to be eligible to submit their end of course assessment. 

Attendance records are kept for all courses. LEAD Training Services will 

personally communicate with the student should there be any form of poor 

attendance by a student, in order to discuss such absenteeism in 

confidentiality. Any justified anticipated lengthy or regular absenteeism must 

be communicated to the Student Support Administration Executive in writing. 

 

Absenteeism  

Á Any justified anticipated lengthy or regular absenteeism must be 

communicated to the Student Support Administration Executive in 

writing. Such absenteeism includes injuries, sickness and other life 

situations beyond the student’s anticipation or control.  

 

Á Unjustified absenteeism and excessive absenteeism, without a valid 

reason or without informing or consenting the Administration, will be 

treated with disciplinary measures accordingly if there is a pattern or 

consecutive absenteeism by the Quality Assurance Director.  

 

Á Persistent absenteeism will be treated with fairly. LEAD Training Services 

will personally communicate with the student should there be any form 

of persistently poor attendance by a student, in order to discuss such 

absenteeism in confidentiality. 
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Study Material 

You will be given virtual access, via email, to the slides and course notes, at 

least one day before your lecture commences. If you do not have access to 

your notes, kindly contact the Student Support Administration Executive on 

info@leadtraining.com.mt or nfarrugia@leadtraining.com.mt  

You may bring and make use of your laptop or tablet in class, should you wish 

to follow the notes in class. Kindly ensure that the device you are making use 

of, does not distract the class and ensure that noises are all on silent.  

LEAD Training Services, does not provide any hardcopy printouts of the notes, 

therefore, should you wish to print out the course notes to follow in class, 

kindly make sure you do so personally before the lesson commences at your 

own perusal. 

 

Your Tutors 

You can see who your tutors are by clicking on the course page on the 

website. You are able to see their names, biographies and experience. 

Should you have any queries that you wish to ask your tutors, go ahead and 

ask them either in class, or after class. Tutors are also available for any 

queries, via email. Your tutor will provide you with his or her email address 

details at the beginning of the course. Please take note of it. If you were not 

given this email address or perhaps you have lost it, send us an email on 

info@leadtraining.com.mt and we will give you the tutor’s contact email 

address accordingly. 

 

 

 

 

 

 

 

 

 

mailto:info@leadtraining.com.mt
mailto:nfarrugia@leadtraining.com.mt
mailto:info@leadtraining.com.mt
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Assessments 

Since LEAD Training Services’ online courses are all accredited, adequate 

attendance in the course will entitle the student to be assessed at the end of 

the course.  

In the online course page, you will find information on the type of assessment 

that you will be given: an assignment or both.  

The tutors will be informing you of your assessment method and any needed 

information related to it. However, if you are uncertain, refer to the course 

webpage and if in any difficulty, kindly contact the office in writing.  

Á The date of the assignment submission is in the timetable on the course 

webpage. If not, it will be communicated to you. 

Á Please note that as per terms and conditions, LEAD Training Services 

reserves the right to alter course dates, times and venue in exceptional 

circumstances beyond its control. 

Á Request for late submissions are accepted. More details on page 13. 

 

Results  

After submitting the assessments or sitting for an exam, these are corrected 

and verified by LEAD Training Services. The results are generally published at 

least four weeks after the submissions, however, should there be any form of 

delay, the Administration will communicate with the students in writing 

informing them of such a delay. 

Results will be sent to you via email.  

Once the results are confirmed and sent to you, a student has 10 days to 

appeal the results in writing via email to info@leadtraining.com.mt   

 

 

 

 

 

 

mailto:info@leadtraining.com.mt
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Grades 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Grade Definition of Grade 
Marks 

Range 

A 

Clearly demonstrates a sophisticated 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 critical understanding of the topic, a significant degree of competence 

and has appropriate usage of the relevant materials. 
65 - 79 

C  
Evidence of some critical understanding of the topic, can use structured 

argument, and has a degree of competence when using relevant materials. 
50 - 64 

R 

Considerable further work is required to meet the minimum understanding, 

implementation and competence of relevant literature, theory and 

methodology. Re-sitting of the exam is required. 

0 - 49 
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Procedure for Student Submission of Written Course Work & 

Assessment  

Assignments and any other written assessment needs to be submitted as a 

softcopy (PDF format) to the Student Support and Administration Executive 

via email, on or before the agreed deadline due date. The required format of 

the submitted assessment must include: 

Á A Front Cover Sheet with the following details: 

o Full name of the student 

o Identity card number of the student 

o Title of the course 

o Date of the course 

Á Font: Size 11 

 

Request for Extension 

Students may require or request an extension for their assignment submission, 

providing that there is a valid reason such as: 

Á Illness 

Á Personal and family issues 

Á Any other valid qualifying circumstances 

The student must ask for such an extension in writing via email to the Student 

Support and Administration Executive (Evening Courses) or the Corporate 

Business Development Executive (Morning Courses), at least three days 

before the submission deadline. It is noted that LEAD Training Services 

understands that there are extenuating circumstances, of which such nature 

does not permit a student to submit their request as per above.  In such 

extraordinary circumstances, the student must contact the Student Support 

and Administration Executive as soon as possible to request such an 

extension. 

After evaluation, the Administration will communicate the length of the 

extension to the student in writing. The extension can be appealed by the 

student via email at least three days after the Administration has 

communicated the length of the extension. Each student can only appeal 

such an extension once.  
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Late Submission 

The assignment submission deadline is clearly communicated to the students 

during their lessons and in the course information pack. Should a student 

submit work after the end of the deadline, the student is to immediately 

inform the Student Support and Administration Executive. Students are only 

allowed two late submissions per course. After evaluation, the Administration 

will communicate the length of the extension to the student in writing. 

 

Graduation Ceremony 

After receiving your results, you will be informed and invited to attend a 

Graduation Ceremony where certificates are handed out by the Managing 

Director.  You will be informed of the exact date of the ceremony and will be 

given details of the ceremony in written communication. The Graduation 

Ceremony will not be held until the COVID19 restrictions are officially over. 
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Professional Misconduct  

LEAD Training Services believes that all parts of any assessment should involve 

critical thinking, self-assessment and research based arguments. A student’s 

assignment should be a reflection of their own thoughts and research, and 

should only be the result of their own work. Such integrity is at the core of 

LEAD Training Service’s Academic Integrity. 

The following types of professional misconduct is not tolerated by Lead 

Training Services and are considered as violations of the spirit of learning:  

• Plagiarism 

• Cheating in assignments/examinations 

• False citation 

 

 

Penalties for professional misconduct:  

The maximum penalty for violation of professional conduct is a direct Fail grade in 

the said module.  

The Administration shall, in writing, notify the student within 8 days of the student’s 

misconduct and the student will have the opportunity to clarify and discuss such 

allegations in person with the Administration. The decision on the penalty shall be 

communicated to the student within three days of the hearing. 

 

 

Assignment Feedback to students: 

Lead Training Services believes in open communication with all of its stakeholders, as 

this clarifies and sets standards to the processes and procedures for all students, staff 

and trainers. Therefore, academic feedback and clear communication is a priority. 

Should a student require clarifications on any part of the module or examination, 

students are welcome to ask for one to one feedback with the lecturer.   
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Student Disciplinary Action: 

 

Student Misconduct: 

When a student does not follow or respect Lead Training Services’ values, and 

conducts oneself in a manner that negatively impacts or influences the experience 

of students or staff, it is considered as student misconduct. Such misconduct or 

infringements are split into: 

a) Minor Infringement: 

Á Infringements of behaviour, which temporarily cause minor disruption to 

the work of the College or fellow students or staff 

Á Includes noise, damage to property 

 

b) Major Infringement: 

Á Include but are not limited to: 

Á Threatening people 

Á Injuring people 

Á Harassment 

Á Stalking 

Á Bullying 

Á Abuse of substances 

A copy of the written warning shall be retained on the student’s file 
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Students’ Complaints Policy 

¶ Any form of complaint needs to be addressed to the Quality Assurance Director 

in writing up to 48 hours of the said event which has led to a complaint. LEAD 

Training Services takes any complaints, misunderstandings, dissatisfaction or 

suggestions seriously.  

 

¶ LEAD Training Services believes that the student has the right to discuss such 

messages in writing. LEAD Training Services will communicate with the students at 

least 48 hours after the said message is received (whenever the nature of the 

complaint allows this to be possible). This communication can be done via 

telephone or an invitation to meet with the Quality Assurance Director in person, 

with one other member of LEAD Training Services present in the room for 

evidence of the discussion.  

 

¶ All of the outcomes, conclusions, decisions and actions taken up on by LEAD 

Training Services, will be communicated to the student in writing. The student has 

the right to appeal the decision at least 24 hours after the communication is sent. 

Each student has the right for one appeal after the initial communication of the 

outcomes, conclusions, decisions and actions taken up on by LEAD Training 

Services. 

 

¶ After the appeal is discussed internally, LEAD Training Services will conclude on its 

decision and that decision is final. 

 

A complaint form including the procedure above is available in Appendix 1. 

An appeal form is available in Appendix 2. 

 

 

 

 

 

 

 

 

 

 

 

 



 Students’ Handbook: LEAD Training Services  18  
 

Feedback Forms: 

¶ LEAD Training Services’ philosophy is that of delivery excellent learning 

opportunities to enhance the attendees’ level of knowledge and their 

vocational and employment prospects. Therefore, their input on their 

experience at our Training Centre, is indispensable. It is the axle of what 

excels Lead Training Services’ level of quality. Feedback forms are 

imperative to gain a clear and structured form of constructive criticism to 

maintain a high level of standards and quality of learning experience. 

 

¶ LEAD Training Services hands out two types of feedback forms to students 

to fill in writing: 

 

Type of Feedback Form When it is distributed 

 This is distributed in the second 

lecture of the course, and anything 

which the feedback reflects and 

needs to be dealt with, is tackled 

at the initial stages of the course. 

 

This ensures that any situations do 

not have a domino effect on the 

remainder of the course.  

Appendix 3 

 

 

 

 

 

 

 

 

 

 

 

This feedback form is distributed to 

students on their very last day and 

it gives them an opportunity to give 

the Q.A Director, an evaluation of 

the whole course, considering its 

value for money, the delivery of 

the subject matter and an overall 

insight of customer care 

satisfaction. This form also 

evaluates if the attendee would 

recommend us and why.  

 

Appendix 4 

 

 

Course Funding Options 

Start of 

Course  
Feedback Form 

End of 

Course  
Feedback Form 
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For more info on this scheme please click:  

https://www.maltaenterprise.com/support/get-qualified-2014-2020 

  

 

For more info on this scheme please click:  

https://jobsplus.gov.mt/schemes-jobseekers/training-pays-scheme  

 

 

 

 

 

 

 

 

https://www.maltaenterprise.com/support/get-qualified-2014-2020
https://jobsplus.gov.mt/schemes-jobseekers/training-pays-scheme
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Respect Towards the Environment, your Colleagues & Staff 

 

Á Attire: 

Although there is no standard dress code and everyone is free to choose 

one’s attire, one must keep in mind that attire must be decent during online 

lessons 

Á Colleagues & Staff: 

Kindly ensure that you respect your colleagues and staff by using adequate 

language in the online lesson and by turning off the noise of any devices.  
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Using Zoom as the Online Platform for Learning: 

1. Minimum requirements to connect to Zoom: 
 

a. Laptop / Tablet or Smartphone 

b. A good internet connection 

c. Microphone (inbuilt or external) 

d. Camera (inbuilt or external) 

 

2. Joining your classroom: 
 

a. You will receive an email with a link to the classroom, a day or 

two before you have your lesson. 

b. Follow this video link for a full tutorial on how to join a classroom: 

https://www.youtube.com/watch?v=hIkCmbvAHQQ&feature=e

mb_title  

c. Further support on Zoom: https://support.zoom.us/hc/en-

us/articles/201362193-Joining-a-meeting  

d. Please ensure that you keep your microphone on mute during 

the session, until the tutor unmutes you to speak. This is done so 

that there is no feedback and noise distortion. 

e. Keep your camera on! The tutor wants you to be part of the 

class, so stay online! 

 

3. Further support and FAQs on Zoom: 
a. Here is a full list of FAQs and video tutorials on using Zoom: 

https://support.zoom.us/hc/en-us/articles/206618765-Zoom-

Video-Tutorials  
b. If you need to speak to our staff with regards to Zoom, kindly 

contact us on 79068043. 

 

 

 

 

 

https://www.youtube.com/watch?v=hIkCmbvAHQQ&feature=emb_title
https://www.youtube.com/watch?v=hIkCmbvAHQQ&feature=emb_title
https://support.zoom.us/hc/en-us/articles/201362193-Joining-a-meeting
https://support.zoom.us/hc/en-us/articles/201362193-Joining-a-meeting
https://support.zoom.us/hc/en-us/articles/206618765-Zoom-Video-Tutorials
https://support.zoom.us/hc/en-us/articles/206618765-Zoom-Video-Tutorials
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Formal Complaint 
| Form 

 

 

Kindly read the procedures and T&Cs at the bottom of this document 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Dear Student, 

While we strive to offer you the highest quality of service possible, we are always open to feedback 

and students’ concerns.   

We believe that quality, at any level, should never be compromised. Therefore, we believe in the right 

to complain and where possible, LEAD Training Services will do whatever it takes to improve its level of 

service.  

In most instances, informal complaints can be resolved by simply discussing or raising the issue with 

the person, tutor or staff member of the LEAD Training Services team.  

Therefore, before you formally fill in this form to submit your complaint, we would like you to consider 

these guidelines and steps to help you send in your concern informally: 

a) Have you contacted one of our staff to discuss your concern?  

You may call us on +356 2546 6088 from Monday to Friday 8.30am to 5:00pm. Alternatively, you 

may send us an email with your contact details on info@leadtraining.com.mt, and we will get 

back to you as soon as possible. 

 

b) Would you like to meet us in person to discuss this issue?  

Call us on +356 2546 6088 from Monday to Friday 8.30am to 5:00pm and we will gladly set an 

appointment with you. 

If the issue is not resolved informally or the nature of the issue is sensitive, kindly fill in this complaint form 

and send it to info@leadtraining.com.mt The sooner the complaint is sent, the better the chances to 

resolve the issue for your own benefit. 

Thank you.  

The Management 

Appendix 1: Student Formal 

Complaint Form 
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Complainant Details 

 

Date of submission  

Full Name 
 

Email Address  

Mobile Number  Home Number  

Identity Card No  

Home Address  

Postcode   

 

 

Description of Complaint 

Date of event 
 

Nature of complaint 

  
Tutor’s Quality of Teaching            ἦ             

Class material related                   ἦ                  

Administration related                   ἦ                   

Assessment Results related           ἦ            

Academy Environment related    ἦ       

 

[double click on the box to tick] 

Title of Course  

 

Date of course 

commencement 

  

MM / YY 
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Description of Complaint 

Kindly describe the 

nature of the 

complaint 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Kindly read the procedures and T&Cs at the bottom of this document 

 
Students’ Complaints Policy 

 

¶ Any form of complaint needs to be addressed to the Quality Assurance Director in writing up to 48 
hours of the said event which has led to a complaint. LEAD Training Services  takes any complaints, 

misunderstandings, dissatisfaction or suggestions seriously.  

 
¶ LEAD Training Services  believes that the student has the right to discuss such messages in writing. 

LEAD Training Services  will communicate with the students at least 48 hours after the said message is 

received (whenever the nature of the complaint allows this to be possible). This communication can 

be done via telephone or an invitation to meet with the Quality Assurance Director in person, with 

one other member of LEAD Training Services  present in the room for evidence of the discussion.  

 
¶ All of the outcomes, conclusions, decisions and actions taken up on by LEAD Training Services , will 

be communicated to the student in writing. The student has the right to appeal the decision at least 

24 hours after the communication is sent. Each student has the right for one appeal after the initial 

communication of the outcomes, conclusions, decisions and actions taken up on by LEAD Training 

Services.  

 

¶ After the appeal is discussed internally, LEAD Training Services will conclude on its decision and that 

decision is final. 
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Formal Appeal 
| Form 

 

 

Kindly read the procedures and T&Cs at the bottom of this document 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Dear Student, 

While we strive to offer you the highest quality of service possible, we are always open to feedback 

and students’ concerns.   

We believe that quality, at any level, should never be compromised. Therefore, we believe in the right 

to complain and where possible, LEAD Training Services will do whatever it takes to improve its level of 

service.  

In most instances, informal complaints can be resolved by simply discussing or raising the issue with 

the person, tutor or staff member of the LEAD Training Services team.  

Therefore, before you formally fill in this form to submit your complaint, we would like you to consider 

these guidelines and steps to help you send in your concern informally: 

c) Have you contacted one of our staff to discuss your concern?  

You may call us on +356 2546 6088 from Monday to Friday 8.30am to 5:00pm. Alternatively, you 

may send us an email with your contact details on info@leadtraining.com.mt, and we will get 

back to you as soon as possible. 

 

d) Would you like to meet us in person to discuss this issue?  

Call us on +356 2546 6088 from Monday to Friday 8.30am to 5:00pm and we will gladly set an 

appointment with you. 

If the issue is not resolved informally or the nature of the issue is sensitive, kindly fill in this complaint form 

and send it to info@leadtraining.com.mt The sooner the complaint is sent, the better the chances to 

resolve the issue for your own benefit. 

Considering that the above procedures have already been met and a decision has already been 

concluded, kindly note that this appeal is a final one. 

Thank you.  

The Management 

Appendix 2: Student Formal Appeal Form 
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Complainant Details 

 

Date of submission  

Full Name 
 

Email Address  

Mobile Number  Home Number  

Identity Card No  

Home Address  

Postcode   

 

 

Description of Complaint 

Date of event 
 

Nature of complaint 

  
Tutor’s Quality of Teaching            ἦ             

Class material related                   ἦ                  

Administration related                   ἦ                   

Assessment Results related           ἦ            

Academy Environment related    ἦ       

 

[double click on the box to tick] 

Title of Course  

 

Date of course 

commencement 

  

MM / YY 
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Description of Complaint 

Kindly describe the 

nature of the 

complaint & 

reasons for the 

appeal 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Kindly read the procedures and T&Cs at the bottom of this document 

 
Students’ Complaints Policy 

 

¶ Any form of complaint needs to be addressed to the Quality Assurance Director in writing up to 48 
hours of the said event which has led to a complaint. LEAD Training Services  takes any complaints, 

misunderstandings, dissatisfaction or suggestions seriously.  

 
¶ LEAD Training Services  believes that the student has the right to discuss such messages in writing. 

LEAD Training Services  will communicate with the students at least 48 hours after the said message is 

received (whenever the nature of the complaint allows this to be possible). This communication can 

be done via telephone or an invitation to meet with the Quality Assurance Director in person, with 
one other member of LEAD Training Services  present in the room for evidence of the discussion.  

 

¶ All of the outcomes, conclusions, decisions and actions taken up on by LEAD Training Services , will 

be communicated to the student in writing. The student has the right to appeal the decision at least 

24 hours after the communication is sent. Each student has the right for one appeal after the initial 
communication of the outcomes, conclusions, decisions and actions taken up on by LEAD Training 

Services.  

 

¶ After the appeal is discussed internally, LEAD Training Services will conclude on its decision and that 

decision is final. 
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Start of Course  
| Student Feedback Form 

 

Dear Student, 

 

We wish to thank you for being part of this course offered by LEAD Training Services. We hope that 

this module will be a positive experience for you and we would appreciate your feedback. 

 

Your feedback will be treated with the strictest of confidence and the purpose of this feedback 

form is for quality checks purposes only.  

 

Thank you. 

 
 

Name of Student:  

Course Title: 
 

Year & Month when module started:  

 

A How did you get to know about the course? Tick as appropriate 

1 Facebook Adverts  

2 I did a search for courses on the Internet 
 

3 On the radio  

4 From a friend  

5 I attended another course at LEAD Training Service   

6 My company told me about LEAD Training Servicesõ courses  

7 Other (Please Specify):  

 

B Why did you enroll in this course? Tick as appropriate 

1 Relevant to my job  

2 Career change ambitions 
 

3 My company required me to attend this course  

Appendix 3: Start of Course 

Feedback Form 
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4 General Interest & Personal growth  

5 To obtain a certificate of accomplishment  

6 Other (Please Specify):  

 

 

 

 

 

 

 

 

 

 

 

Thank you for your feedback! Enjoy the course! 

C During the application process 
Strongly 

Agree 
Agree Neutral Disagree 

Strongly 

Disagree 

1 I was well received and welcomed     
 

 

2 
I was given all necessary information I 

required 
   

 
 

3 
I was told about the Government Grants 

available 
   

 
 

4 
I was reminded of my starting date and 

details 
   

 
 

D Induction 
Strongly 

Agree 
Agree Neutral Disagree 

Strongly 

Disagree 

1 
I was greeted and welcomed to the course 

at the beginning of the lesson 
   

 
 

2 
I was reminded of who to contact should I 

have any questions 
   

 
 

3 
I was reminded about the Government 

Grant schemes available 
   

 
 

4 
I was asked if I have a soft copy of the 

Student Manual 
     

Additional comments:  

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________ 
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Student End of Online Course 

Feedback 
| Form 

 

 

 

 

Appendix 4: End of Course Feedback Form 
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