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1. Introduction

1. The student handbook is a collection of procedures, general policies, regulations, guidelines,
and information you need, in order to support you through your studies at Gioya HEI. In
case of a possible conflict in the interpretation of the contents of this handbook, the
documents available on the Gioya HEI website will be final and binding
https://gioya.edu.mt/. Students are expected to read this manual and direct any enquiries to

the staff concerned.

2. Acronyms
ECTS European Credit Transfer System
GDPR General Data Protection Regulation
RPL Recognition of Prior Learning
IT Information Technology
MQF Malta Qualification Framework
MFHEA Malta Further and Higher Education Authority

Gioya HEI Gioya Higher Education Institution


https://gioya.edu.mt/
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2. Welcome to Gioya HEI

Dear Students,

On behalf of the entire team at Gioya HEI, welcome
to our learning community! We're excited to have
you join us on this journey of personal and

professional growth.

We understand that as an ambitious professional, you
value  flexibility, practicality, and learning
experiences directly applicable to your work. At
Gioya HEI, we've designed our programs with your
needs in mind. Our short, focused courses offer the
opportunity to gain new skills and knowledge
quickly, without disrupting your busy schedule. Our
instructors are not just academics but experienced
professionals in their fields. They are committed to
sharing their real-world expertise and guiding you to
apply your learnings immediately. We also maintain
strong connections with industry leaders and
employers, ensuring our programs remain relevant

and aligned with evolving workplace demands.

*Francesco Cappe (Head of Institution)

Beyond the classroom, we believe in fostering a supportive environment. Our close-knit community

encourages collaboration and networking. We're committed to your success, offering personalized support and

resources to help you achieve your goals.

We recognize that choosing to invest in education is a significant decision. At Gioya HEI, we are dedicated to

making your experience both transformative and rewarding. We can't wait to see what you'll achieve!

Sincerely.
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3. Mission Statement

"Gioya HEI is here to empower ambitious professionals like you to become
catalysts for positive change. We believe education is a powerful tool for
transforming careers and making a lasting impact on the world. Our programs are
meticulously designed to equip you with the practical skills, cutting-edge
knowledge, and sustainability-minded approach needed to excel in your field.
Whether your goal is to advance your career, drive innovative solutions within
your organization, or contribute to a more sustainable and equitable future, we're
committed to providing the support, resources, and real-world experience needed

to turn your aspirations into reality”

4. Equal Opportunities

Gioya HEI is committed to equality of opportunity and to a pro-active and inclusive approach to

equality, which supports and encourages all under-represented groups, promotes an inclusive culture, and

values diversity. Gioya HEI will take active steps to promote good practice in this direction. It will:

Work towards the elimination of unlawful discrimination, harassment, and victimization based
on a protected characteristic, whether actual, perceptive, or associative.

Advance equality of opportunity between persons who share a protected characteristic and
persons who do not share it.

Subject its policies to continuous assessment to examine how they affect protected groups and to
identify whether its policies help to achieve equality of opportunity for all these groups, or
whether they have an adverse impact.

Promote an inclusive culture, good practice in teaching, learning, and assessment, and good
management practice, through the development of codes of ethics best practice, policies, and
training.

Take positive action wherever possible to support this policy and its aims.

4.1 Infringement of Equal Opportunities complaint

Equal Opportunities Act complaints: a claim that alleges any actions prohibited by Equal
Opportunities Act of 2000, Chapter 413.

All complaints related to the infringement of the Equal Opportunities act must be submitted in writing

info@gioya.edu.mt as the staff of Student Management office who will conduct an investigation into the

claims amongst all interested persons and their representatives with notice and an opportunity to be

heard.


mailto:info@gioya.edu.mt
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The Student Management Office will inform the HOI about the results of the investigation, who will then
proceed to issue a written decision on the complaint and a proposed resolution, by no later than 10
working days after the complaint was made. The student has the possibility to appeal the HOI’s written

conclusion or proposed resolution as per the Appeals Policy and Procedures.

5. Gioya HEI Quality Policy

Gioya HEI is fully aware that education and training institutions require a focused strategy to achieve
educational objectives, therefore it has developed a structured Quality Management System which makes
an effective contribution to the attainment of Gioya HEI’s strategic plan, and which supports the
academic planning process. The system fulfils the requirements of the National Quality Assurance

Framework for Further and Higher Education and other international standards.

Students and other stakeholders are key contributors to the shaping of Gioya HEI’s policies and
mechanisms in the area of quality and standards. They can bring different perspectives and effective
ways on how to achieve excellence and quality trough evaluation processes, in the role of a team member

or observer, in internal reviews and other quality events and decision-making processes.

Students’ involvement and enthusiasm in their education and their commitment to quality can be a great

combination to their personal growth and contribution to the development of Gioya HEI.

All policies and procedures relating to quality and standards are subject to regular review to ensure their

ongoing fitness for purpose in a rapidly changing internal and external environment.

You can find the Gioya HEI’s IQA Policy and Procedure document on our website at:

https://gioya.edu.mt/wp-content/uploads/2023/05/GY-IQA-5.3.pdf

6. Gioya HEI Organizational Structure

The organisational structure of Gioya HEI has been designed with the objective of ensuring strong
governance and effective operations as an educational and training institution. This requires a strong and
regulated financial set-up and headship positions that are occupied by staff with the right qualifications

and experience within the field.

Figure 1 below presents the organisational structure of Gioya HEI.
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The strategic management and governing structure of Gioya HEI will be led by Gioya’s board that is

driven by the president and is supported by a strategic team. The strategic team of the provider will be
composed by the President, the head of institution (which will act as chair) and internal quality assurance
expert. The overall responsibility of the board is to ensure that the strategic development and operational
management of Gioya is being executed effectively so that its students receive quality education and

training,.

The educational leadership and strategic and operational management will be led by the Head of
Institution (HOI) — Chief Executive Officer - of the academy. The HOI acts as the Chief Executive
Officer of the provider.

The HOI will be supported by the Student Support Manager. The latter will be managing all functions
related to student affairs which include programme information and guidance, admission, and

registration, learning, teaching and assessment, student support and certification.

The HOI will also be supported by the Operations Manager, also called Chief Operation Officer
(COO). The role of the operations manager is to manage administrative affairs of the provider which
includes the engagement of staff working with the academy, information management, and performance

assessment and analysis.

The Head of Academic Affairs and International development, under the direction of the HOI, will be
providing academic development and leadership to teaching staff that will be engaged on a contract for

service basis by the provider.
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7. Gioya HEI Top Management

Francesco Cappé — President of Gioya HEI

Mr Cappe is a former United Nations Officials, having
worked for 12 years as Head of Security policies,
dialogue, and innovation at UNICRI where for six years
he was member of the UN task force of the Secretary
General on Counter — Terrorism policies.

He has also worked as Senior Strategic Advisor for
different entities among which the Confederation of the
Italian Industries (Confindustria) and the Robert F.
Kennedy Foundation where he founded and chaired the
Robert F. Kennedy Flagship on Mediterranean
Challenges. He is member of several Boards and

Scientific Committee and he co-founded garagErasmus

Foundation (the Official Erasmus professional network).

Francesco Cappe has been lecturing and visiting fellow in prestigious international universities (i.e. Johns

Hopkins University, Shanghai University of Political Science and law, Sant’Anna School of Advanced Studies).

He is President of GIOYA — Higher Education Institution.
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Professor, Dr. Maurits Van Roijen

Member of the Board of Directors of Gioya HEI

Rector and Chief Academic Officer (CAO) of GUS and
acting rector of GISMA Business School in Hannover,
Germany. Mr. Van Rooijen was awarded the Constance
Meldrum prize for Vision and Leadership from the
European Association or International Education (EAIE)
that recognised him as a continuous innovator and
driving force in the international higher education sector

for over 25 years.

They acknowledged the many ambitious and innovative
internationalisation projects that were initiated under his
leadership and in some cases resulted in the institution

receiving awards for innovation and internationalisation.

Andra Pipernea

Head of Academic Development and Operations

Ms. Pipernea received her bachelor’s degree in law in
2009 and she has a master’s degree in international
diplomacy from the Mediterranean Academy of
Diplomatic Studies of the University of Malta. For some
years Andra worked in law firms and other sectors both
in Romania and Italy before moving permanently to
Malta. In 2015. Andra is a Romanian national with a
cross-culture of international experience. She is a native
speaker of Romanian language, fluent in English, Italian,

Spanish and Hungarian.
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Lucio Tonello
Strategic Committee Adviser
Lecturer and researcher, he worked in various
European Universities and Research Institutions. His
main topics are related to Neuroscience and relevant
analytical and theoretical models (e.g. in the
Neuropsychiatric field: Affective Disorders and
autism spectrum disorders) as well as Behavioural
Science. He is author of more than 150 scientific
publications and invited speaker in several

international meetings.

Maria Cristina Bertacca
Student Support Manager

She received a PhD in History of Visual and
Performing Arts at the University of Pisa. During
his university years, he wrote as a critic and
essayist for various literary journals, both Italian
and foreign, and participated in lectures,
conferences, and debates as a speaker and/or
coordinator. He has taught marketing and
communication courses for the vocational course
in Communication Strategy Planning and Project
Management. Since 2012, he has collaborated

with foundations and institutes of higher education

as a tutor and educational coordinator.

10
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8. General Information

8.1 Gioya HEI License

Gioya HEI is a Higher Education Institution (License number 2019 — 005) accredited by Malta Further
and Higher Education Authority (MFHEA), qualified to issue European valid Degree Courses from MQF
Level 5 to Level 8 according to the European Higher Education System. Furthermore, the degrees

obtained with Gioya HEI have facility of recognition in 30 Commonwealth countries as well.

8.2 Gioya HEI Accredited Programs

All programmes of Gioya HEI are pegged to the Malta Qualifications Framework (MQF) as all
courses/qualifications are accredited by the MFHEA. The workload for each programme is in ECTS. The
courses/qualifications are learning outcomes based and each course/ qualification level descriptor is
basedon defined knowledge, skills, and competences that the course participant would gain after the

successful completion of the course/qualification.

8.3 Scholarship Opportunities

Course participants are encouraged to explore the different scholarships opportunities under which our

programmes are eligible.

Course participants following Gioya HEI programmes leading to a certification, diploma, degree or post-
graduate degree may apply for the Get Qualified Scheme, unless they already benefit from another
scholarship as per Get Qualified Regulations. On successfully completing the course, the course
participant will be able to benefit from a tax credit enabling them to partially recover costs incurred.
Please carefully check conditions and regulations for the Get Qualified Scheme on:
https://www.maltaenterprise.com/support/get-qualified-2017-2023

Gioya HEI does not manage, or is responsible, for the abovementioned s cholarship or other scholarship
schemes. For further information or assistance on the Get Qualified Scheme, contact the Get Qualified

Office on 25982112 /25982113 /25982114.

8.4 Student Feedback support and guidance

Feedback and support- Collaboration with the students is strongly embraced at Gioya HEI as our aim is
to ensure the best learning experience. After each module, course participants are encouraged to fill in the
participant’s feedback form whereby one can provide feedback in relation to the overall experience
throughout the module in question. This is a significant tool which will assist Gioya HEI to review and
evaluate the quality of the modules being delivered and ensure that the learning objectives are being met.
Course Participant Representatives may also be invited to collaborate on the Programme Review where
they have the opportunity to voice their feedback which will assist during internal evaluation processes

leading to programme restructuring and programme development.

11
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Guidance — Gioya HEI is committed to offer potential students with guidance service which can take on
the form of one to one meetings, Teams calls and emails. This service to students will fall under the
responsibility of the student services manager. Guidance will be offered on areas related to personal
development and mostly information on programs. Gioya HEI commits to conduct an induction session
for all students with the objective of providing all the necessary information on the program, assessment

and important policies as defined in this IQA document.
8.5 Pass Rates and Assessment

Modules of study are assessed by means of projects, portfolios, written assignments and/or examinations.
Assessments are graded against a pre-set rubric which contains percentage marks. The rubric will contain
assessment criteria. In addition, all assessments will be internally verified both before being issued and

after being corrected. The latter will be based on a sample basis.

On completion of all assessments for a specific module, students obtain the following grades on the basis
of the percentage mark obtained:
i.  Grade 1 [85% or over]
ii.  Grade 2 [60 to 84%)]
iii.  Grade 3 [45 to 64%]
iv.  Fail [0 to 44%]

In the case of a failure, students are offered the opportunity to re-sit/re-submit once the assessments of
the module. Moreover, students have the right to appeal on grades and evaluation directly with the HOI,

both in the case of traditional or online programmes, as per our Appeal Policy and Procedure.

8.6 Admission Policy and Procedure

*Please Note: Admission procedures may vary slightly depending on your chosen program. For the

most detailed and up-to-date information, please email us at info@giova.edu.mt

1. Request online application form

Potential Students interested in enrolling in one of our programs are kindly requested to contact us either

via email at info@gioya.edu.mt or directly through our website at https://gioya.edu.mt/.

2. Submit Online Application Form

Once the potential student received the application forms, he/she is requested to fill it in, sign it and
submit it together with the additional documents that might be requested (see point 3) via email at

info@gioya.edu.mt Please make sure that all required sections are completed.

12
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3. Additional supportive documents

Depending on the program to which the students desire to enrol to, each application form will consist of a
list of additional documents that need to be submitted together with the application form. Such documents

will consist of but not limited to:

1. copy of either your passport (international students) or ID Card (Maltese residents/
locals).
2. official documentary proof of the original copies of your degrees, diplomas and other

qualifications. These must be presented upon enrolment at the start of the intake period.

Please ensure that you have enclosed all the required documents along with the application form itself.
Incomplete applications will unnecessarily delay your application process. Full details of all requirements

are set out in the form itself.

4. Application Review/Decision

The application form as well as the supportive documents submitted by the applicant will be reviewed to
make sure, all requirements of the program you wish to enrol to are met. A decision of your application

will be communicated to you as soon as possible.

* In the case there are some missing documents in your initial application submission, or the application
you filled in is incomplete, you will be informed by Gioya HEI staff of any additional requirements that
we might need to make your application complete before the official communication. of acceptance or

not into our program.

5. Acceptance / Rejection of Enrolment

o Acceptance Letter — Students who have met all the entry requirements of their chosen program
will receive via email an Acceptance Letter on behalf of Gioya HEI as well as the Invoice for the
program.

o Rejection Letter — Students who do not met the entry requirements into the program will receive
a Rejection letter on behalf of Gioya HEI Staff via email, in which the reasons of the rejection

will be communicated.

6. Enrolment

Students who successfully passed the admission procedures and who had received the Acceptance
Letter form Gioya HEI might be requested to pay the registration fee if the program selected requires it
so. Some programs we offer might not require registration fee. Once the student has successfully
registered with Gioya HEI the next and final step is the settlement of first payment of his/hers tuition

fee @if applicable) to be officially enrolled.
13
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9. Misconduct Discrimination and Procedures

Gioya HEI is committed to maintain high levels of professional behaviour and ethical standards whilst
ensuring that all stakeholders exhibit tolerance and respect for others. Accordingly, Gioya HEI condemns
all forms of misconduct, discrimination or harassment and works incessantly to ensure that everyone is
treated with dignity and respect. Gioya HEI is committed to resolve breaches of conduct fairly,

promptly, and efficiently.

All incidents of harassment based on a course participant’s sex, gender, gender identity or expression or

sexual orientation will be resolved through the Conduct Policy and Procedure.

9.1 Conduct Policy and Procedure

This Conduct Policy and Procedure is applicable to every Student registered with Gioya HEI and with the

purpose to provide for the determination of an allegation of an offence of misconduct against a student.

Misconduct which may be subject to proceedings and penalties for improper interference in its broadest
sense with the proper functioning or work of Gioya HEI, or activity which otherwise damages or is likely

to damage Gioya HEI.

The following shall constitute misconduct:

* disruption of, or improper interference with, the academic, administrative, social, or other
activities of Gioya HEI, whether on Gioya HEI’s premises or elsewhere, including
electronic domains such as, but not limited to, Virtual Learning Environments and Gioya
HET’s social media channels.

e obstruction of, or improper interference with, the functions, duties or activities of any
Student, member of staff of Gioya HEIL

* violent, indecent, disorderly, threatening or offensive behavior or language (whether
expressed orally or in any writing, sign or other visible representation including
electronically) whilst on Gioya HEI premises, engaged in any Gioya HEI activity, or in
an online environment of the Gioya HEI.

* cybercrime including any criminal or illegal act dealing with computers and networks,
such as hacking, phishing and any similar or new forms of misuse of the internet, and any
traditional crimes or illegal acts conducted through the internet, such as hate crimes,
telemarketing and internet fraud, identity theft, and credit card account thefts.

e distributing or publishing a poster, notice, sign or any publication, in any format,
including written or electronic which is threatening, abusive, insulting, deliberately
inaccurate or constitutes harassment, makes others fear violence or is otherwise illegal
and falls under the jurisdiction of Malta Law.

14
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* fraud, deceit, deception, or dishonesty in relation to Gioya HEI or its staff or Students, or
in connection with holding any office in Gioya HEI, or in relation to being a Student of
the Gioya HEI.

* action likely to cause injury or impair safety on Gioya HEI premises, or whilst engaged
in an activity of Gioya HEI.

* harassment of any Student or employee of the Gioya HEI on any grounds, and
discrimination on any of the grounds

* damage to, or defacement of Gioya HEI premises, caused intentionally or recklessly,
and/or misappropriation of such property.

* conduct which constitutes a criminal offence (whether or not it leads to a conviction)
where that conduct or offence: took place on Gioya HEI premises, in an online
environment of Gioya HEI or it affected or concerned other members of the Gioya HEI

community or damages the good name of Gioya HEI.

In the event of a suspected incident of behavioural misconduct by a student, the person (e.g. student,
staff, or faculty) raising the issue must submit a formal written report requesting action to
studentaffairs@gioya.edu.mt where the staff responsible of Student Affairs will review the written
request and determine if there are sufficient grounds to pursue the case further. If so, the Manager will
forward the case to the HOI who will collect all the necessary evidence before forming a committee
made by students, faculty and board members, who will review the request, investigate the case and/or

evidence and take a decision which may include corrective action/s.

The student under investigation will be formally notified of the date and venue of a hearing. The
Manager of Student Affairs will make the student under investigation, fully aware of the charges. Final
decision will be taken by the Gioya HEI’s Board. During the hearing, both the student and the person

bringing the charges will be allowed to state their case privately before the Board.

Violations of the Conduct Policy may result in a variety of sanctions, ranging from severe penalties to
less stringent measures, as appropriate to the underlying conduct, course of conduct, or overall course
participant conduct. The primary purpose of sanctions is generally educational and rehabilitative. The
reasons for the imposition of sanctions will be stated in the course participant’s file and will become a

part of the course participant’s record.

Sanctions imposed may include but not limited to:
i Revocation of Admission - Admission to the Institute may be revoked for fraud,
misrepresentation, or a violation of the Conduct Policy.
ii. Revocation of Award/Degree - A degree awarded to a course participant by the Gioya
HEI may be revoked for fraud, misrepresentation, or other violation of the Conduct
Policy.
iii. ~ Withholding Award/Degree — Gioya HEI may withhold the awarding of ang
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Vi.

Vii.

viii.

award/degree otherwise earned until the completion of all sanctions imposed, if any.
Expulsion from Gioya HEI - The expelled shall be barred from all Gioya HEI premises
Suspension - The student is suspended from Gioya HEI for a specified period of time.
Once the time of suspension was set, the student will automatically re-enter.
Disciplinary Probation - a period of review during which the student must demonstrate
the ability to comply with Gioya HEI’s, regulations, and all other stipulated
requirements.

Disciplinary Warning - A disciplinary warning is an official written notice expressing
disapproval of conduct and a statement that the conduct violates one or more of Gioya
HETI’s rules or regulations.

Notice of Reprimand - A notice of reprimand is a written notification student's conduct
was inappropriate for a member of Gioya HEI. Continued violations of the will result in
more serious disciplinary sanctions.

Restitution Compensation for loss, damage, or injury. This may take the form of
appropriate service and/or monetary or material replacement.

Other Sanctions — Gioya HEI may impose any other sanction, depending upon the

circumstances and the nature of the violation.

Should the student wish, they can lodge a formal, written appeal against the sanctions taken against him,

as per the Appeal Policy and Procedure.

10. Academic Dishonesty: Plagiarism and Cheating

Gioya HEI is committed to promote a strong sense of mutual responsibility, respect, trust, and fairness

among all course participants therefor all student of Gioya HEI must adopt honesty and integrity

throughout their learning journey in the pursuit to avoid any form of academic dishonesty that includes

but is not limited to:

Vi.

Vii.

Plagiarism - the intentional or unintentional presentation of another person's idea or
product as one's own. Plagiarism includes but is not limited to the following:

Copying verbatim all or part of another's written work.

Using phrases, charts, figures, illustrations, or mathematical or scientific solutions
without citing the source.

Paraphrasing ideas, conclusions, or research without citing the source in the text and in
reference lists.

Changing words but copying the sentence structure of a source without citing the source.
Copying so many words or ideas from a source that it makes up the majority of your
work, whether you give credit or not.

Copying other course participants’ work/assignments.
16
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*The forms of plagiarism mentioned above are all potentially disciplinary offences in the context of
formal assessment requirements
viii.  Self-Plagiarism (duplicate submission) - occurs when the same piece of work (or a
significant part thereof) is submitted for formal assessment twice.
ix.  Cheating — the use or attempt to use unauthorized materials, information, or study aids

in any academic exercise.

Faculty members are also responsible for maintaining the integrity of the learning and evaluation process.
Faculty members may actively proctor (invigilate) exams, prohibit the use of mobile phones in class or

take any other actions they believe are warranted or deem fit in class or in the Virtual Learning Platform.

For all academic assignments, project work, and presentations, students need to ensure due
acknowledgment is given to the source of any information that they incorporate in their work. Students
must confer with their professors/instructors if they are unsure whether something constitutes academic

misconduct in any form.

10.1 Violations of Academic Integritv: Plagiarism

This is a serious academic offense that constitutes the use of someone else’s ideas, words, projects,
artwork, phrasing, sentence structure, or other work without properly acknowledging its source.
Plagiarism is dishonest because it misrepresents the work of someone else as one’s own. It is intellectual
theft as it robs others of credit for their work. For a student found plagiarizing; the punishment may range

from receiving a failing grade without the right to redo the assignment up to dismissal from Gioya HEI.

Coursework / assignments / case studies / essays / research projects / exams or other similar assessment

materials are liable to submission through an online plagiarism detection program.

In every case of alleged academic dishonesty, Gioya HEI’s lecturer shall clearly demonstrate that the

student committed an act of academic dishonesty.

Course participants can avoid unintentional plagiarism by carefully following accepted scholarl practices.
Notes taken for papers and research projects should accurately record sources of material to be cited,
appropriately quoted, paraphrased, or summarized, and papers and research projects should acknowledge
these sources in the appropriate places in the text of the paper as well as in a reference list at the end oft

he paper, in accordance with accepted citation practices.

10.1.1 Plagiarism Procedure for Assessments

Cases of plagiarism will be investigated, and penalties may range from deduction of marks, expulsion
from the course to the non-conferment of the degree, depending on the seriousness of the case. The
primary responsibility for the detection of plagiarism within assessments submitted by course
participants rest with the lecturer grading the said piece of work (herein refer to as the assessor). The
assessors shall use their knowledge and academic judgement as experts in the subject area to decide

whether plagiarism has occurred. 17



Gioya HEI Student Handbook 2022 -2023

The assessor shall use the plagiarism detection software provided by Gioya HEI as an aid in detecting
plagiarized work. However, the assessor shall ensure that due evaluation and assessment shall be sought
on the similarity report issued by the software, before determining that plagiarism has occurred. The
Assessor should be aware of the limitations of this software and execute care in their interpretation of the

similarity report.

Gioya HEI recommends that as an initial guidance the similarity percentage should not exceed 21%. This

percentage must be directly related to the nature of the subject being assessed.

10.2 Violation of Academic Integrity: Exam Cheating

Cheating is defined as any actual or attempted act that is undertaken with the intention to gain wunfair
advantage on coursework, assessments, or examinations that includes, but is not limited to:

* Unacknowledged use of information or ideas unless such ideas are commonplace.

* Breaching the word limit of assignments and/or intentionally mentioning the wrong word count.

* Obtaining / accepting /encouraging others to obtain unauthorized access to a copy of a test / exam

before the test / exam is administered.
* Distributing for financial benefits or for free, a test before it is administered.
* Changing grades in a gradebook, on a computer, or on an assignment.

¢ Continuing to work on a test beyond the set time limit, unless authorized by the instructor

10.2.1 Procedure for Exam Cheating

Any suspicion of exam cheating will be reported, and the student will be notified that his/her exam will
not be assessed while the case is being investigated. The Student Affairs Manager will investigate on
suspected exam cheating, and will inform the HOI in a written report who will then decide on whether to

reject the report or to continue the consideration of the case.

If the consideration of the case continues, the student will be informed in writing about the summary of
the facts of the case. He/she will receive a copy of the report, a copy of his/her exam paper/assessment
with the indication of where there is a suspicion of cheating and a copy of the sources. The student has
the possibility to request a meeting with the HOI, where he/she have the opportunity to comment on the

case.

The conclusion of cases regarding suspected exam cheating normally takes two to four weeks from the

time the Student Service Manager receives the report, until a final decision is made.

If a sanction is imposed, the student participation in the exam may be declared invalid and she/he Will be

awarded a Fail.

If the report on suspected exam cheating is rejected or if the sanction is a warning, and the course
participant has participated in re-examination in the intervening period, he/she will retain the highest

exam result.

18



Gioya HEI Student Handbook 2022 -2023

10.2.2 Appeal Policy and Procedure

This policy outlines the procedures for students wishing to challenge academic or non-academic
decisions made by Gioya HEI It defines valid grounds for appeal, the burden of proof, evidence
requirements, and procedural steps to ensure fairness and transparency.

1. Academic Appeals

1.1 Grounds for Appeal

Procedural Errors: Significant deviations from established assessment procedures, unclear
guidelines, or unfair application of policies.

Extenuating Circumstances: Documented personal events (e.g., sudden illness, family emergency) that
severely impacted the student's ability to complete assessments and were not adequately considered.

New Evidence: Compelling information unavailable during the original decision-making process that
could significantly alter the outcome.

Disproportionate Penalty: The penalty imposed is excessively severe relative to the offense and

inconsistent with similar cases within the institution.

1.2 Invalid Grounds

Concerns related to teaching quality or supervision.
Disagreement with academic judgment or individual assessment marks.

Dissatisfaction without substantiating evidence.

1.3 Burden of Proof

Students must provide clear and convincing evidence to support their claim that one or more valid

grounds for appeal exist.

1.4 Evidence

Procedural Errors: Relevant policies, timelines, communication records
Extenuating Circumstances: Medical records, documents substantiating emergency
New Evidence: Documents, statements clearly linked to the original assessment

Disproportionate Penalty: Records of similar cases, penalty guidelines

2. Non-Academic Appeals
2.1 Grounds

Procedural Irregularity: Failure to follow established policies or significant deviations impacting the
decision.

Decision Not Evidence-Based: Available facts or circumstances were disregarded, leading to an
incorrect outcome.

Incorrect, Unjust, or Unreasonable Decision: The decision is demonstrably flawed, or the penalty is

disproportionate to the offense.

2.2 Evidence

Policies and Procedures: Relevant sections demonstrating non-compliance

Decision-Making Records: Communication, documentation highlighting flaws 19
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3. Appeal Procedure
3.1InformalResolution
Students are strongly encouraged to discuss their concerns with relevant staff (instructor, Student Affairs)
to seek resolution before a formal appeal.
3.2 Formal Appeal Submission
e  Submit in writing to studentaffairs@gioya.edu.mt within five (5) working days of the informal resolution
attempt or the communicated decision being challenged.
e Include all relevant supporting documentation, with a clear explanation of the grounds for appeal and
requested remedy.
3.3 Review and Decision
* The HOI will review the appeal and may request further information.
* A final decision will be rendered normally within five (5) school days.
* The HOI's decision is irrevocable.
3.4 Time Limits & Evidence
*  Appeals submitted outside the deadline will not be considered without extraordinary justification.

* Failure to provide sufficient evidence may result in the appeal being dismissed.

11. Recognition of Prior Learning

Recognition of Prior Learning is the
process for recognizing learning and,

. . . Experience
where appropriate, accredit the prior :

learning of an individual and the
knowledge, skills, and competences that
s/he already gained from experience
and/or previous formal, non-formal and

Work based
Creditable training

Life
experiences

Learning

. . Hobbies Professional
informal learning. training

Voluntary
working
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12.

Reflective
accounts

Structured
interviews

Through the process of RPL, applicants can

cv demonstrate the learning achieved through a range of
learning experiences, including formal, non-formal

and informal education, and validated them against

Certificates several set criteria’s and assigned credit value. For
this learning to be credited towards your study it

Evidence

needs to match the learning outcomes of your
program and be able to be evidenced. Evidence can
come in many forms and multiple pieces may be
used. The diagram shows some of the different
evidence which can be used but is not exhaustive.

Employer

references

Portfolios

RPL is an integral component of Gioya HEI’s commitment to widen the participation through supporting
the provision of flexible routes into and through programs at Gioya HEI for all learners with the potential

to benefit from higher education regardless of background.

Gioya HEI offers Recognition of Prior Learning (RPL) that has come from experience and/or previous
formal, non-formal, informal learning context. This includes knowledge and skills gained within school,

college and University and outside formal learning situation as trough life and work experience.

If the student is interested in the RPL Process of Gioya HEI, they should contact Gioya HEI via email at
info@gioya.edu.mt. The potential applicant is guided through the process for RPL and all conditions of
eligibility. The applicant is then requested to fill in an application form to provide and declare details of
formal qualifications/awards and competences gained through workplace learning.

The complete RPL policy and procedure can be found on our website at

https://gioya.edu.mt/wp-content/uploads/2022/11/RPI -Policy-and-Process-GIOY A-Academy.pdf

Learning Program Information for the bachelor’s in International Business
Administration and Entrepreneurship

12.1 About the program — Introduction

Credits needed to earn the bachelor’s degree: 185 ECTS
Type of course: Qualification

Degree Level MQF — Level 6

Mode of delivery: Online

BBA in International Business and Entrepreneurship is an innovative program, designed mainly for
professionals as it allows them to integrate up to 50% of the skills and expertise they have accumulated

over time into academic credits, of the entire degree course. This means that students who proceed Witg 1
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the Recognition of Prior Learning Process, might be able to complete the Bachelor Program in one year

plus the period of the thesis, out of 3 years which is the duration of the entire course.
12.2 Selection criteria for Admission
To join this course, learners should have the following requirements:

Completed a secondary school education, a matriculation examination, or a vocational qualification
(level 5 MQF); Applicants might ask Gioya HEI relevant staff to assess their educational and
professional profile in order to evaluate whether they have the right ability to succeed as well as

recognition of prior learning, in line with Gioya HEI IQA and RPL Policy.

Level of English requested is B2 for the English Language Edition of the course; The level of English
can be assessed by an independent commission composed by language experts or, alternatively, can be
proved with independent English evaluations (e.g. IELTS, TOEFL etc.). The English language
proficiency requirement may be waived if you are a native speaker of English and you have completed
your secondary education in a country where English is the official language and English was the

language of instruction where you graduated.

Level of Italian requested is B2 for the Italian Language Edition of the course; The level of Italian can be
assessed by an independent commission composed by language experts or, alternatively, can be proved
with independent Italian evaluations (e.g. CELI, CILS etc.). The lItalian language proficiency
requirement may be waived if you are a native speaker of Italian and you have completed your secondary
education in a country where Italian is the official language and Italian was the language of instruction

where you graduated.
12.3 Program Delivery

The course has a duration period of 3 years, full time and is held entirely online on Gioya HEI’s online
platform. Students registered to the course will have an induction session where all the informatiorelated

to the online platform will be provided.
12.4 Program Learning Outcomes

By attending this program, the students will gain the following skills, knowledge, and competences:

Skills:

Entrepreneurial and

Business Skills

1.The students develop an
entrepreneurial mindset
and a commercial way of

thinking on how to apply

Leadership and
Management SKkills:

1.Students will learn about
their strengths and
limitations and will be

able to identify which

Knowledge

1.Students will peruse the
theories surrounding the
international business

world, entrepreneurship,

Competences

1.Students will acquire
the autonomy to open
their own international

business, approaching 922
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new ideas, methods, and
perspectives to businesses
and projects with an
international vision;
2.The students gain the
ability to see a vision
through completion,
having the skills to
manage a project from
conception to launch, as
they develop their project
management skills;
3.Students will be able to
share leadership and
responsibility, work
cooperatively, and get
along with co-workers
having acquired proper

tools and mindsets.

methods of working are
characteristic to them,;
2.Students will gain
organizational skills and
forward planning skills as
they will learn how to
prepare the necessary
international
entrepreneurial strategies.
3.Students will acquire
detailed knowledge on
how companies operate,
what constitutes their
finances and the

distribution of profit;

management, innovation,
globalisation, accounting,
economics and data and
information analysis
2.Students will learn
about strategies and their
implementation, as well
as how to adapt leadership
approaches/practices in
various business and
international
organizational context
3.Students will acquire
critical knowledge on
how international

economies operate

complex challenges,
identifying, analysing,
and evaluating situations,
ideas and information in
order to formulate
responses to problems.
2.Students will be able to
responsibly manage
global business practice
being aware of economic,
legal environmental,
political, ethical, and
regulatory contexts.
3.Manage a business
project, responsibly and
autonomously, in their
own organization as
entrepreneurs or in a
different one as

intrapreneurs.

Competences

. Students

12.5 Teaching and Assessment

Teaching methods

Gioya HEI will utilise a flipped methodology whereby learners are directed to self-study and follow

online instruction material on the platform. This will ensure that all material is covered adequately.

Lectures could mix theory and action learning methodologies such as term project assignment, i.e. case

studies, papers, analytical works and so on.

Peer learning will be strongly encouraged and proper virtual environment will be available to this end,

provided by the online learning platform. Moreover, Learners will be able to be supported, tutored or

supervised by teachers (or supervisors or tutors), according to what the single teacher will consider as

most profitable for her/his specific module or discipline.
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Assessment
Each module could employ one or more of the followings:

1. Portfolio: A portfolio is a collection of student works that exhibits her/his efforts, progress and
achievements assessed on individual basis.

2. Projects assignments: a project, a work (e.g., a numerical analysis on a spreadsheet) or a paper could be
assigned to a student on an individual or team basis and evaluated individually.

3. Examinations: classical evaluation form to assess individual outcomes. Each teacher could define proper
details according to the particular discipline and teaching method. Portfolios as well as Projects, Work or
Paper assignments will be designed with a formative assessment perspective in order to support students

to achieve relevant learning outcomes.

12.6 Career Opportunities

The BBA is targeting the ‘entrepreneurship generation. Entrepreneurs may be employed in a wide variety of

occupations, including but not limited to:

* Business or economic development;

* Business owner or operator;

* Corporate Innovation;

* New product or business development;

*  Product, brand, or portfolio management;

* Event’s organisers, sales managers, advertising entrepreneurs; business consultants,

*  Other positions include production manager, product manager, publishing director, sales manager,
salesperson, and so on.

Furthermore, entrepreneurial skills are valued in many occupations, if not all, and thereby this course will be

of benefit to the future of all participating students.

13.Learning Program Information for the bachelor’s in Business Administration
with Specialisation in Management for Yacht Captains

13.1 About the Program — Introduction

Credits needed to earn the bachelor’s degree: 180 ECTS
Degree Level MQF — Level 6
Qualification: Award

Mode of delivery: Partly online and partly work based

The “bachelor’s degree in business with Specialization in Management for Yacht Captains” was designed
with the aim to relaunch the skills and credibility in the global market of people who work in the maritime
sector and to guarantee quality and protect the professionalism of captains and also of those who wish to

enter this sector. A formation course that will allow certifying the managerial ability of the captain in all
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phases of the yacht’s life: from design and construction to refit.

Students enrolled in the program have the possibility to request Gioya HEI the recognition of previous

knowledge and skill the student has gained through formal learning (training, workshops, seminars, etc.) and

non — formal learning (workplace-related), allowing them to reduce the time of studying for the bachelor’s

degree to up to 50% ( from 3 years to lyear and half)

13.2 Selection criteria for Admission

To join this course, learners should have the following requirements:

Completed secondary education (Level 5 EQF) matriculation examination or vocational
qualification (level 5 MQF) possibly related to subjects like economy, business, finance as well as
navigation; no particular grades are requested for such subjects but applicants might ask Gioya HEI
relevant staff to assess their educational and professional profile in order to evaluate whether they
have the right ability to succeed as well as recognition of prior learning, in line with Gioya HEI IQA

and RPL Policy.

Should demonstrate at least 1 year of ‘seagoing service’ [reference: STCW Convention,
International Convention on Standard of Training, Certification and Watchkeeping for seafarers,
1978, point 26] with official documentation (e.g. for Malta or the UK the “Seamen’s Discharge
Book™; for Italy the “libretto di navigazione e estrattomatricola”; etc); for those students who
already have a previous degree and are looking for a career change and aspire to become an
entrepreneur. Gioya HEI relevant staff will assess the documentation compliance in order to
evaluate whether they have the minimum navigation experience needed to complete the Bachelor

program.

Level of English requested is B2; the level of English can be assessed by an independent
commission composed by language experts or, alternatively, can be proved with independent

English evaluations certificates (e.g. IELTS, TOEFL)

13.3 Program delivery

The Bachelor program is delivered full time, for a period of 3 years and it is partly delivered online, and

partly through specific work experiences. Students have the unique opportunity to experience in practice

what has been learned during the bachelor as they will learn how to facilitate daily interactions, work and

brainstorming while working on-site in shipyards with professionals. Furthermore, they will acquire not

just a bachelor’s degree but also the work experience requested by the employment market and making

them more successful in securing a job in the sector.

One of the study units of the Bachelor, New Market Solutions — YARE consists in the participation of the

students to the event Yare (Yachting Aftersales and Refit Experience) — the International Superyacht

Networking event where every year, a significant community of 100 international Superyacht Captains

onboard yachts over 24 mt LOA, mingle with a large nautical community of companies in the refit and
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aftersales industry. Students of the BBA will join the conference on the future of the market and the

B2B sessions held in Viareggio (Italy), the heart of the largest productive Yachting District in the World.

13.4 Program Learning outcomes

By attending this program, the students will gain the following skills, knowledge, and competences:

Skills

1.Students develop Entrepreneurial,
Business, Leadership and Management
skills.

2.The students develop an entrepreneurial
mindset and a commercial way of thinking
on how to apply new ideas, methods, and
perspectives to yachting businesses and
projects.

3.Students will gain a managerial sense and
business approach through their knowledge
of advanced quality processes and general
principles of performance management,
yachting oriented

4.The students learn to apply logical and
rational methods in complex and variegated
business-related situations in the field of
yachting and management as they attain

analytical and problem-solving skills.

Knowledge

1.Students will be exposed to

standard and innovative strategies

and their implementation, as well as

how to adapt leadership

approaches/practices in a various

business and organizational context,

yachting field oriented.

2.Students will be exposed to
Safety and Security management
issues at an advanced level to face
any possible situation from a
professional and ethical
perspective.

3.Students will critically define
markets and creatively apply
marketing concepts and principles
using a customer focus to
effectively sell products and
services.

4.Students will gain a managerial
sense and business approach
through their knowledge of
advanced quality processes and
general principles of performance

management, yachting oriented.

Competences

1.Students will be equipped
with all the necessary tools
for success in approaching
complex safety and security
maritime challenges,
identifying, analysing, and
evaluating situations, ideas
and information in order to
figure out any possible
problem.

2. Students will be able to
share leadership and
responsibility, work
cooperatively, and get along
with co-workers having
acquired proper Yachting
Management tools and
mindsets.

3.Manage a business project,
responsibly and
autonomously, in their own
organization as entrepreneurs
or in a different one as
intrapreneurs.

4.Students manage a
yachting project from
conception to launch through

having a complete vision
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13.5 Teaching and Assessment Strategy

Teaching methods

Gioya HEI will utilise a flipped methodology whereby learners are directed to self-study and follow online
instruction material on the platform. This will ensure that all material is covered adequately.

Lectures could mix theory and action learning methodologies such as term project assignment, i.e. case
studies, papers, analytical works and so on.

Peer learning” will be strongly encouraged and proper virtual environment will be available to this end,
provided by the online learning platform. Moreover, Learners will be able to be supported, tutored or
supervised by teachers (or supervisors or tutors), according to what the single teacher will consider as most

profitable for her/his specific module or discipline.

Assessment
Each module could employ one or more of the followings:
1. Portfolio: A portfolio is a collection of student works that exhibits her/his efforts, progress and
achievements assessed on individual basis.
2. Projects assignments: a project, a work (e.g., a numerical analysis on a spreadsheet) or a paper could be
assigned to a student on an individual or team basis and evaluated individually.
3. Examinations: classical evaluation form to assess individual outcomes. Each teacher could define proper
details according to the particular discipline and teaching method.
Portfolios as well as Projects, Work or Paper assignments will be designed with a formative assessment

perspective in order to support students to achieve relevant learning outcomes.

13.6 Career Opportunities

This BBA in Business Administration with Specialization in Management for Yacht Captains is targeting
the “entrepreneurial generation” who would desire to work in the Yachting sector or in other business-
related activities as they may be employed in various occupations included but not limited to:

» ShipYards Manager;

e Leisure Tourism,;

* Consultancy in the Maritime Sector;

* Business or Economic development;

*  Business Owner or Operations;

* Project Management;

*  Yacht Management;

* Business Development;

*  Pleasure Craft Management;

*  Operations Supervisor;

*  Operations Coordinator;
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Furthermore, entrepreneurial skills are valued in many occupations, if not all, and thereby this course will be

of benefit to the future of all participating students.

14. Learning Program Information for short, accredited course: Award in
Leadership, Entrepreneurship and Business English.

14.1 About the program - Introduction

Credits needed to earn the Award: 5 ECTS
Type of course: Award

Degree Level MQF — Level 5

Program delivery: Blended

Duration: 3 weeks or 3 months

Gioya Hei is committed to help young individuals to grow as a person and as a professional by inviting
them to attend its innovative learning experiences and obtaining ECTS (Degree Level MOF Level 5).
With this program young learners will transform their holiday in a project to be developed in a team or

you will be able to integrate your online studies with a unique and professionally useful experience.
14.2 Selection criteria for admission

This program is addressed to:

Freshers — young students prior entering their first undergraduate degree who are interested in exploring
their passion, strengthen some critical skills and to be able to match them with their career
perspectives that lay ahead of them. This program will address their strengths and hone them
further, including languages, understanding of their weakness and set out to turn these into new
opportunities.

Graduates — for those students who are currently studying for a bachelor’s degree or already have a
previous degree and are looking to improve their skills and mindsets that will help them to make
smart, conscious decisions on what to do next after graduating from their University, as well as to
acquire or strengthen critical skills, including languages, in case of planning an international

carcer.

The entry requirements for the program are:

* EQF/MQF Level 4 qualification (from 18 and above)
* Bl English level

14.3 Program Delivery

Students can select between two types of program delivery options:

14.1.1 Summer break - 3 weeks — face to face
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14.1.2 3 months in a Villa or in a nice apartment while following your distance academic

Courses

14.4 Program Learning outcomes:

By participating in this program, the students will gain the following learning outcomes:

1. Tt will give the student a clear vision of what is next for them professionally and personally as it
will

2. challenge them to leave their comfort zone, build on their strengths and improve on their
weaknesses;

3. It will enhance and strengthen their soft skills that will bring a huge impact intheir life while
studying and/or working;

4. The student will grow as a person as he/she will be discovering new passions, new goals, new
skills. They will become part of an international environment.
The student will be challenged to think differently and to push your creativity beyond your limits

5

6. Strengthen their self-confidence.

7. It will improve the student’s level of English.
8

Eventually, they will discover and develop mindsets that will improve their life.

14.5 Teaching and Assessment Strategy

Teaching

This award is structured into three modules that will be delivered in a traditinal manner as it will provide
students with the opportunity to learn in an international environment allowing them to connect with,
problem-solve, and network with other students from a wide range of backgrounds. Furthermore, the
traditional learning will allow students to recive apart from the theoretical aspect of learning the guidance

and emotional support of their coaches during their hands on learning.

As teaching modalities, there will be a combiantion of frontal teaching with working groups, project

based approach and reflective learning

The delivery of this modules requires the application of diversified teaching and learning approaches in
order to effectively meet the required outcomes of the modules. This requires a combination of teacher
facilated instruction, practical sessions and student self-study. In additional, experential learning will be
utilised by the facilatator so that students gain an insight of practical real world experience. Practical

sessions will also involve (not exclusively) the use of digitial tools and management tools.

Assessment
Assessments are graded against a pre-set rubric which contains percentage marks.
On completion of all assessments for a specific module, students obtain the following grades on the basis

of the percentage mark obtained:
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Grade 1 [85% or over]
Grade 2 [60 to 84%]
Grade 3 [45 to 64%]
Fail [0 to 44%]

In the case of a fail, students are offered the opportunity to re-sit/re-submit once the assessments of the

module.

14.6 Career Opportunities:

This award intends to introduce or strengthen students into skills that are critical for any kind of careers —
as employees or self-employed — and that are also very important while developing their path of studies.

This award does not lead to a specific occupation but is aimed to provide a career perspective.

Other Policies and Procedures

15.Complaint Policy and Procedures

Gioya HEI aims to provide a supportive environment and to be responsive to concerns when they are
Raised about teaching-related, service-related provision or harassment related. Therefore, students are
encouraged and expected to raise any problems or issues immediately so that we have an opportunity to

discuss these with the student at an early stage.

The subject of the complaint should relate specifically to one or more of the following, or comparable
issues:
* Failure of Gioya HEI to meet obligations;
* Misleading or incorrect information on Gioya HEI’s website and other information provided by
Gioya HEI;
* Concerns about the delivery of a programme, teaching, supervision or administration
* Harassment complaints: a claim that alleges any instance of abuse, ill treatment, or exploitation
involving the irresponsible, unjust misuse of a position of authority, power, or trust, bullying,
victimization, unfair discrimination based on gender, religion, sexual orientation, age, race and

disability and aggression, including physical and psychological

Before filing a formal complaint, the student is encouraged to raise their concern in a timely manner and
to try to resolve problem directly with the member of the staff involved. If the student is not sure who to
speak to, or he/she does not feel able to approach the person most directly involved, then he/she is
advised to send an email at studentaffairs@gioya.edu.mt. Concerns will be dealt with promptly,

sympathetically and with respect for privacy and confidentiality.
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The complainant will receive a response through personal contact, usually via email.

Once a formal complaint has been filled by the student via email, the Student Affair Management will
review the complaint, and if necessary, they may refer the case to the HOIL. The student Affairs
Management may direct the appellant to try resolve the matter in an amicable manner without resorting
to a formal process. The Student Affairs Management will communicate the outcome(s) of the
investigation by email in writing within fifteen (15) working days from the acknowledgement receipt of
the complaints. Where the timeframe of fifteen (15) working days for resolving the complaint cannot be
met, the complainant will be notified of the delay providing justification for the delay and a new tentative

deadline.

16. Sexual Harassment Policy and Procedure

Sexual harassment is unwelcome behaviour of a sexual nature or other sex-based conduct affecting the

dignity of women and men at the workplace. Sexual harassment is not sexual interaction, flirtation,

attraction or friendship which is invited, mutual, consensual or reciprocated. This is due to the fact that

for sexual harassment to arise, the conduct in question must be unwelcome.

Sexual harassment takes many forms, from relatively mild sexual comments to actual physical violence.

The following may be considered as a broad classification system in this regard:

*  Physical conduct of a sexual nature: commonly regarded as meaning unwanted physical conduct
ranging from unnecessary touching, patting or pinching or brushing against another employee’s
body to assault and coercing sexual intercourse at the place of work. Recourse to such coercive
conduct could lead to the institution of criminal charges.

*  Verbal conduct of a sexual nature: this may include unwelcome sexual advances, propositions or
pressure for sexual activity; continued suggestions for social activity outside the workplace after
it has been made clear that such suggestions are unwelcome; offensive flirtations, suggestive
remarks, insensitive jokes, innuendoes or lewd/obscene comments.

* Non-verbal conduct of a sexual nature: refers to the display of pornographic or sexually
suggestive pictures, objects or written materials, and making sexually suggestive gestures.

* Sex-based conduct: refers to conduct that denigrates or ridicules or is intimidatory or physically
abusive of an employee’s gender, such as derogatory or degrading abuse or insults that are
gender related and offensive comments about appearance or dress. Such conduct can create an
offensive working environment for the recipient.

e  Sexual blackmail (Abuse of authority): refers to conduct where an employee’s refusal or
submission to unwanted sexual behaviour is used as a basis for a decision which affects that
employee’s access to employment, continued employment, training, salary, and promotion

opportunities. This form of behaviour involves abuse of authority as only somebody holding
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direct or indirect (that is capable of influencing) supervisory or managerial authority has the

power to threaten or actually take an employment decision affecting the person harassed.

The above list in not an exhaustive one and should not be considered as such.

All employees will be informed of Gioya HEI’s Sexual Harassment Policy through dissemination/
induction training. All employees will be further informed about the possibility of seeking assistance
from outside the organisation when the employee decides to treat the matter in a formal way.

Employees who are victims of sexual harassment may refer their complaints to the National Commission
for the Promotion of Equality (NCPE). Employees may also, if they wish, seek the advice of the HOL. It
will then be indicated to the victim of harassment, possible course of action, depending on the severity of

the case. When the harasser is the HOI, advice should be sought from the NCPE.

It is the duty of employees to maintain the workplace free of sexual harassment. Should any sexual
harassment take place, any employee, not being the harassed person, is in duty bound to bring this to the

attention of management.

Dealing with sexual harassment informally

Persons experiencing minor forms of sexual harassment may take informal action by approaching the
person concerned and attempting to resolve issues informally. This is done primarily, by making it clear
to the harasser that the behaviour is unacceptable and must stop. Such informal action is intended to
avoid seeking redress through formal procedures that may lead to a disciplinary hearing depending on
the severity of the alleged offence. It remains with the rights of victim of sexual harassment to seek

redress through the formal procedures outlined in this policy.

Formal Complaint

Where informal methods fail, or serious sexual harassment occurs, students and employees are advised to
lodge a formal complaint. When a formal complaint is lodged, both parties may seek assistance from any
person of their choice within Gioya HEI. The complaint should be made in writing and shall include:

¢ The name of the person making the complaint

* The name of the alleged harasser

* The nature of the alleged harassment

* Dates and times when the alleged harassment occurred

* Name of potential witness to the alleged incident

* Any action taken by the complainant to stop the alleged harassment

The complaint, once signed by the complainant, should be sent, in confidence, to Gioya Staff. If the
complainant, and/or the alleged harasser are victimized by other colleagues because of their actual or

alleged behaviour, the latter are liable to disciplinary action.
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Immediately after a formal complaint of harassment has been received, where necessary, action will be
taken to separate the alleged harasser from the complainant. This may involve the temporary transfer of

the alleged harasser to another section or suspension from work until the complaint has been resolved.

The HOI will take the case to Gioya HEI’s Board Members and together will nominate two full time
employees to investigate the complaint as soon as possible. The HOI may also appoint specialistpersons
as members of the investigating team. The HOI must appoint the Investigating Team within five (5)
working days from when the complaint is received. Where possible, the constitution of the Board will
reflect. Equal gender representation. All persons involved in the investigation will maintain and ensure

confidentiality at all times.

Given the sensitivity of sexual harassment cases, Board members should ensure an efficient and
expedient investigating process. The investigating team must initiate its work within five (5) working

days when appointed.

Copies of statements made by witnesses will be made available to the alleged harasser and the
complainant. Witness will be encouraged to appear at the complaints hearing if requested by either party.
Gioya HEI acknowledges that some witnesses may be reluctant to do so. In these circumstances, the
Board will, if necessary, adjourn the hearing to ask supplementary questions to the witnesses in private.
Further, witnesses will be informed by the Board that Gioya HEI shall not permit their victimization due

to giving evidence.

Both the complainant and the alleged harasser will also have the right to be accompanied at the

complaints hearing by a staff representative of their choice.

Where the Board concludes that the harassment has actually taken place, disciplinary procedures will be

immediately instigated. The Board may also recommend that the harasser is offered counselling.

Disciplinary Hearing

Proven sexual harassment by employees of the Provider constitutes gross misconduct which could lead to
dismissal. If an alleged case of harassment by any employee of the Institute is actually proved, the
following Sanctions may be imposed according to the severity of the case:

*  Written warning

* Suspension without pay

* Downgrading

¢ Dismissal
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Where a lesser penalty is appropriate (such as a written warning), this will be administered in tandem
with the necessary action to ensure that the victim is able to work without undue embarrassment or

anxiety.

Appeals against the above penalties and/or conclusions delineated in the Investigating Team’s report may

be undertaken in accordance with Gioya HEI’s Appeals Policy and Procedures.

Where it is found that the allegations of sexual harassment made by employees are untrue, every
effort will be made to facilitate the resumption of duties by the falsely accused employee. Any employee
unjustly accusing colleagues or lodging malicious and/or frivolous complaints will himself/herself be

liable to dismissal and/or other disciplinary action as indicated above.

17. Student Privacy Policy

This Policy explains the Company’s processes in relation to the protection, processing and retention of
your personal data and has been prepared to reflect the provisions of Regulation (EU) 2016/679 of 27
April 2016 on the protection of natural persons with regard to the processing of personal data and on the
free movement of such data (herein after, the “General Data Protection Regulation” or “GDPR”).
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For the avoidance of any doubt, references to “us”, “our” and “we” shall refer to the Company or any one
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of our employees, associates, contractors, trainees or interns. Reference to “you” or ““your” shall refer to
the Data Subject to whom this Policy applies, which may be any category of the natural persons defined
this Policy.

For the purposes of GDPR, the Company is the controller of your personal data. The contact details of the

controller are included below:

Email: info@gioya.edu.mt .
Tel.: +356 79900033
Mail: Gioya HEI Limited, E305, The

Hub, Triq Sant’ Andrija, San
Gwann SGN1612, Malta

This Policy applies to the processing by the Company of personal data relating to any natural person
being one of our customers, employees, contractors, interns, trainees, delegates, applicants or candidates
for job opportunities, candidates for business relationships and suppliers of goods and/or services,
hereinafter collectively referred to as “Data Subjects”.

We always process personal data lawfully, fairly and in a transparent manner and we only collect
personal data which is adequate, relevant and limited to what is necessary in relation to the purposes

listed in this Policy. 34
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What is personal data?

According to the GDPR, “personal data” refers to any information relating to an identified or
identifiable natural person (being the data subject), and therefore, does not include anonymous data or
data relating to a legal person. An identifiable natural person is one who can be identified, directly or
indirectly, in particular by reference to an identifier such as a name, an identification number, location
data, an online identifier or to one or more factors specific to the physical, physiological, genetic, mental,

economic, cultural or social identity of that natural person.

What personal data do we process and when do we collect it?

The personal data that we process depends on the nature of our relationship to the Data Subject in
question, but may include the following:

* Name and surname;

= Residential and/or office/business/work address;

= Place of birth;

= Date of birth;

* Nationality;

= Social security number;

= Marital status;

= Bank account details;

= Copies of Identity Cards and/or Passports;

= [P Address;

* Log-in details for access to laptops and work email accounts;

= Qualifications and employment history together with any other information listed on a resume or CV;

= Details about your current remuneration, pension and benefits;

* CCTV images from cameras located in and around our offices;

= Gender;

= Contact details.

Such personal data is typically collected or supplied voluntarily by yourself upon the commencement of
our relationship with you, however, we also collect information from the public domain about potential
and existing customers and/or individuals with whom we are seeking to build a business relationship or
employ/ engage. Furthermore, we also make use of CCTV within and in areas surrounding our offices in

pursuit of our legitimate interest as described in Section 15.3.3

Why do we process personal data?

The reason why we process personal data depends on the nature of our relationship to the Data Subject,
but this purpose is limited generally to:

(a) complying with our legal obligations as an employer or purchaser of goods and services; 35
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(b) complying with, negotiating or enforcing a contract to which we are a party;

(c) complying with laws or regulations or direction from any enforcement agency, court of law or
regulatory body;

(d) promotion of the security and protection of our staff, the public, our offices, systems and/or assets;

(e) monitoring of compliance with contractual agreements, internal policies and procedures;

(f) in pursuit of our legitimate interest in seeking to detect fraud, harassment or the commission of a
criminal offence (such as theft, the destruction of private or public property, etc);

(g) paying salaries, suppliers or service fees;

(h) transfer to third parties (see section 5);

(i) statistical and research purposes;

(j) to provide customers with a better experience;

(k) recruitment purposes;

(1) providing services to our customers;

(m) direct marketing;

(n) the provision of updates to this Policy or other important announcements.

(o) investigating or responding to incidents and complaints

Do we pass on personal data to third parties?

Gioya HEI may disclose your personal data to third parties in the following circumstances.

* To our agents, affiliates and suppliers. We may, for example, engage a supplier to carry out
professional, administrative and/or operational work in support of our relationship with you. The
supplier(s) will be subject to contractual and other legal obligations to preserve the
confidentiality of your data and to respect your privacy and will only have access to the data they
need to perform their functions or service. These suppliers are typically lawyers, consultants,
accountants, auditors, IT suppliers (who host or support our IT systems, including information
about you), premises management service providers (who look after physical security at our
offices and/or premises and therefore may need to know about you to allow you access) and
back-office finance and accounting staff (who might need to handle details of a Data Subject in
order to process accounts payable and receivable).

* To government, police, regulators or law enforcement agencies. We will share your data with
government, police, regulators or law enforcement agencies if, at our sole discretion, we consider
that we are legally obliged or authorised to do so or it would be prudent to do so.

* In the case of a business transaction or restructuring activity. We may need to disclose your
data to the prospective seller or buyer and their advisers as part of the due diligence process for a

proposed merger, acquisition, restructuring or other business transaction.
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What if you don’t want to provide personal data?

Should we need to process personal data to comply with applicable laws or in view of the need to
execute or comply with any form of contract with you, or pursuant to our terms of service, and you fail to
provide that data when requested, we may not be able to employ you, assist you and/or provide you with

any services. Furthermore, we may have no other option but to terminate our relationship with you.

Your Rights as Data Subject

*  Correcting and completing personal data. We take every reasonable step to ensure that the personal data
we have in our possession is accurate and kept up to date. However, it is still possible for certain personal
data to be incorrect or incomplete. Should you, therefore, wish to correct or complete any inaccurate or
incomplete personal data that we hold, you may do so by sending us an email highlighting the data that
requires correction or completion, as the case may be. After receiving any such communication and, if
we deem necessary, ensuring that such communication is legitimate and originates from yourself as the
data subject, we will update our records without undue delay and inform you once this has been done.

* The right of access and the right to be forgotten. As a data subject, you have the right to access your
personal data and, in certain situations, the right to request that we erase your personal data without
undue delay. Should you like to access your personal data that we hold on you, or should you wish that
we erase your personal data, you are kindly requested to send us an email. It should be noted that we will
erase your personal data as soon as possible, provided that such personal data are no longer necessary for
the purposes (as specified in section 4 of this Policy) for which they were originally collected or
processed.

* Data portability. You may also request a copy of your personal data, which will be supplied in any
machine-readable format selected by us. This will be released either to yourself or, if technically feasible,
to another controller designated by yourself.

*  Restriction of processing. You may also request that we restrict the processing of your personal data if:

1. the accuracy of the personal data is contested, for a period enabling us to verify the

accuracy of the personal data;

2. the processing is unlawful, and you oppose the erasure of the personal data and request

the restriction of their use instead;

3. we no longer need the personal data for the purposes of the processing, but they are

required by you for the establishment, exercise or defence of legal claims.

Should we agree to restrict the processing of your personal data pursuant to any of the of the grounds

listed above, we shall inform you in writing before the restriction of processing is lifted.

*  Opting out. Where personal data are processed for direct marketing purposes, you have the right to object
at any time to such processing. You can do this by (i) asking us to stop sending marketing
communications (unsubscribe) by clicking on the “unsubscribe” hyperlink included in all marketing

communications sent to you; (ii) replying to the email communication quoting the text “unsubscribe”; 0%7
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(iii) sending us a request in writing, letting us know that we should cease the processing of personal data

for direct marketing purposes.

*  Unauthorised access to your data (data breach). If your personal data is stolen, lost or illegally accessed,
we are legally required to report it to the national data protection authority. The data controller must also

inform you directly if there are serious risks related to your personal data or privacy due to the breach.

Can we transfer your personal data outside the EEA?

There may be situations where your personal data can be transferred and processed in one or more non-
EEA (European Economic Area) countries. In any such situations, we will take steps to ensure that your
personal data receives the same level of protection as if it remained within the EEA, including by
entering into data transfer agreements, using the European Commission’s approved contractual clauses
for data transfers to third countries, or by relying on certification schemes such as the EU - US Privacy
Shield or other valid mechanisms for data transfers. You may also request information on the protective

measures implemented for any third-country transfer of personal data.

How long can we keep your data?

We make every effort to ensure that personal data are kept in a form which permits identification of Data
Subjects for no longer than is necessary for the purposes for which the personal data are processed.
However, we are also subject to legislation that prescribes time-frames for retention of certain data
relating to classes of our Data Subjects such as customers, employees and suppliers. We typically erase
the personal data we have on record within ten (10) years from the end of our relationship with the Data
Subject in question. With respect to any personal data collected via our CCTV units, the period depends
on the size of storage installed on each device, but this period shall typically not exceed one (1) year

from the date of recording.
How will we notify you of changes to this Policy?

Certain terms in this Policy may be amended from time to time, in which case we shall publish any
material changes through a notice sent out to your email address or otherwise contacting you using

alternative communication channels.

How can you complain?

You have the right to lodge a complaint with the relevant supervisory authority for data protection. In
Malta, this is the Data Protection Commissioner (idpc.org.mt). We would also welcome the opportunity
and make every effort to satisfactorily deal with your complaint amicably before you approach any such

supervisory authority.
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18.Intellectual Property Policy and Procedure in relation to work created by
students of Gioya HEI

This policy applies to students registered as students of Gioya HEI, including International Programs

students.

Intellectual Property (IP) is the term given to the productions of original intellectual or creative

activity. Intellectual Property Rights (IPR) are the legal rights that exist in those productions. IPR
include the following related areas: copyright, database right, patents, designs, trademarks, and
analogous rights.

Copyright is probably one of the most well-known intellectual property rights (“IPRs”) and in
Malta, it is regulated under the Copyright Act (Chapter 415 of the Laws of Malta). Copyright
confers defined exclusive rights over a creative and original work. Therefore there is no need for
registration under Maltese law as the Act provides that protection is granted ipso jure upon
creation of the work. Copyright protection is also conferred on every work which is eligible for
copyright and which is made or first published in Malta. These rights include the right to
authorize or prevent third parties from commercially reproducing a work or a substantial part of
it, the right to alter the work or to adapt it and the right to distribute or communicate the work to
the public. Essentially, such authorship rights can be summed up as the author’s exclusive right
to prevent third parties from commercially exploiting the creative work. For a creative work to be
conferred copyright protection, it must be a type of work which qualifies for copyright
protection. In this respect, there are four broad categories of works which are covered by the
scope of copyright protection, namely: artistic work, audiovisual work, database, literary works,

musical works.

Copyright, moral rights and performance rights in works created by students of Gioya HEI

In general, where a student of Gioya HEI creates intellectual property in the course of his or her studies

which is capable of protection under copyright, moral rights or performance rights, the student will retain

those intellectual property rights. This would include examination answers, papers prepared for classes,

dissertations and theses.

However:

This general principle may be subject to variation in the case of collaborative or externally
sponsored work, or other exceptional circumstances.

Gioya HEI may require the student to grant it a free, irrevocable, perpetual, non-exclusive
worldwide license to use such intellectual property in order to support or promote its work. For
example, where a student takes part in a recorded tutorial or where they post a contribution to an

online discussion, Gioya HEI may retain and use that material. 39
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Copyright in software will vest in Gioya HEI, but Gioya HEI will share any revenue generated
from exploitation of that copyright in line with the procedure set out below.

Copyright in any designs, specifications or other works which may be necessary to protect rights
in commercially exploitable intellectual property will vest in Gioya HEI, but Gioya HEI will
share any revenue generated from exploitation.

Where Gioya HEI uses work created by a student, it will generally acknowledge the student as a
creator of that work. However, there may be circumstances in which it is not appropriate for the
student to be identified as the creator of the work, for example where Gioya HEI publishes
anonymized extracts from examination scripts or other examples of students’ work. In such
circumstances the Gioya HEI will ask students to waive their moral rights.

Students responsible for inventions will normally receive a share in the benefits derived from the

exploitation of their work.
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