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Dear Student,
Welcome to MCAST, Academic Year 2018/9.
Whether you are a new student, a continuing student, or a student in your final year of
studies, I assure you that by choosing MCAST you have embarked on a lifelong learning
experience that will provide you with the skills and competences you need for employment,
a better quality of life and the prospect of fulfilling your future needs and aspirations.
MCAST’s programmes and curricula cater for different learning experiences, all of which equip
students with the necessary skills needed in the jobs of today and more importantly, those
of tomorrow, where technology is posing huge challenges on the skills and competences
that people must acquire to find a job. Throughout your learning journey with us at MCAST,
you will meet various educators who will provide you with learning experiences that involve
work practice in the sector of your choice. You will have the opportunity to meet, work with,
and learn from employers and employees from the industry, and obtain skills which can
only be obtained on the job. You will also have the opportunity to meet other learners, share
experiences and participate in the community life of the College – an experience which you
will cherish your entire life.
MCAST does not only help you get qualified, but also supports you in your personal and
social development. This means that you will not only progress on an academic level, but
also as a young individual with positive values, enthusiasm and ambitions. MCAST’s top
priority is you.
This College Handbook introduces the different services and activities available to you as a
student. Whilst reading and familiarising yourself with them is important, the best way to
discover their value is to reach out and participate actively in these educational, and extracurricular opportunities, and make the most of your MCAST experience.

Prof. Joachim James Calleja
MCAST Principal and CEO
Dear Student,
Thank you for choosing MCAST!
You have embarked on one of the most important journeys in your life, one which is sure to
have an impact on your future, and we are honoured that you have entrusted us to guide
you through such a journey. Regardless of the course you have chosen, it is our mission to
ensure that you have the most fruitful experience, leading you to the success you aspire to
achieve in your future.
The conventional model of learning is based on the assumption that a student knows
nothing. It disregards individual personality attributes, experience, skills, knowledge,
individual strengths and weaknesses, not to mention the right of learning and how to learn.
The notion of needing a university degree to prosper in life is and has been an accentuated
conviction. Education should be based on diversity not conformity. Narrowing the education
spectrum to core subjects is simply insufficient.
At MCAST we deliver real education by giving equal weight to the arts, the humanities,
physical education and soft skills. It is our conviction that you as a student prosper better
when the broad curricula celebrate your various talents. Curiosity is what enlightens
students; our philosophy is to ignite the spark of curiosity within you. Teaching is not a
delivery system; at MCAST we offer you mentoring; provocative stimulus and engagement.
We believe in your potential, it is a question of finding the seeds of possibility, waiting for the
right conditions to prosper. This is what the MCAST experience is all about! Our education
does not happen in boardrooms, it happens in classrooms and in the local community. We
provide you with the hands-on experience you require in order to translate theory into
practice. Our programmes and curricula are designed with and for the industry and in doing
so, we are capable of providing you with technical training and apprenticeship for various
sectors of the industry, including in demand high tech skills that lead to well-paid jobs.
I wish you all the best for your endeavours, and more importantly, I wish you a fruitful
experience with us here at MCAST. You are your only limit.

Mr Frederick Schembri

President of the Board of Governors
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ABOUT THIS HANDBOOK
This handbook is a Guidebook for all students following any of the various main prospectus
programmes offered by MCAST. All students who have opted to take up a programme of study at
MCAST need to be fully aware of the College’s and Institute’s procedures.
Reading carefully through this publication, and getting to know its contents, is the duty of all
students. In this way, students will be fully aware of important and relevant information required to
ensure a serene campus life and a fruitful experience at the College. Parents or guardians interested
to know more about the College, and the Institute and their procedures, are likewise invited to read
through this document.
Students are encouraged to find the time to patiently read through this handbook and ensure that
they follow the procedures in it throughout the academic year. Such adherence to procedures and
regulations is a must to ensure order and smooth running in an Educational Institution that welcomes
thousands of students.

The information found within this handbook is intended as a general summary of the
approved MCAST Policies, Procedures and Regulations, and other College practices. In
the case of a possible conflict in the interpretation of the contents of this handbook, the
documents available on the College website will be final and binding.

Student Attendance: Our students will only benefit from the vocational experience through proper
attendance and full involvement in their programme of study. Students will be automatically notified
if they are repeatedly absent, and may be halted from carrying out assessments if their absenteeism
exceeds acceptable limits. Students persistently failing to attend will be subsequently halted from
their programme of study. Students are advised to check their MCAST email daily for any notifications
in this regard.

OUR MISSION STATEMENT
To provide universally accessible vocational and professional education
and training with an international dimension, responsive to the needs
of the individual and the economy.

MCAST QUALITY POLICY
The College fulfils its Mission by ensuring that all programmes are designed, validated
and periodically reviewed with the involvement of staff, students, industry and other
stakeholders in order to ensure that their expectations are met, and even exceeded, when
these programmes are being realised.
The College aims to achieve this by committing to a structured Quality Management
System that fulfils, as a minimum, the requirements of the National Quality Assurance
Framework for Further and Higher Education and, where applicable, other international
standards in order to ensure continuous improvement.

3

TABLE OF CONTENTS
One MCAST, Three Colleges
The Foundation College
The Technical College
The University College
Institutes
Official Policies, Procedures and Regulations
Facilities and Services for Students
Use of Computers and Internet for Research
Student Lockers
Wi-Fi
Library and Learning Resource Centres
Other Services offered by the LLRC
The LLRC’s opening hours
The Library and Learning Resource Centre Rules
The Information Centre
Student Support Services
Personal Counselling/Therapy
Student Support Services Administrator (SSSA)
Group Activities
Career Guidance
Learning Support Unit (LSU)
Inclusive Education Unit (IEU)
Student Liaison Office
Student Organisations
Institute Student Support Services Coordinators
Youth Hub
Chaplaincy
Sports
MCAST Entrepreneurship Centre
Apprenticeships and Work Based Learning (WBL) Department
MCAST International Office
MCAST Student Card
Lost and Found
Communication
Student Emails
Institute Notice Boards and Digital Signage Monitors
Tele/Mobile Phones and SMS
Mail		
MCAST Website
MCASTmt Facebook Page
College and Institute Regulations
Dress Code
Mobile Phones and Electronic Devices

4

8
8
8
8
8
9
10
10
10
10
10
11
11
11
12
12
12
12
12
13
13
13
14
14
14
15
15
15
16
16
16
17
18
18
18
18
19
19
19
19
19
19
20

Vehicles on Campus - MCAST Parking Permit
Health and Safety (Workshops/Labs/Fields/Animal Units/Class Regulations)
Workshops/Fieldwork/ Labs, Fields and Animal Units, etc.
Cleanliness
Use of Equipment
Fire Alarm
Food and Drinks
Smoking Regulations
Students’ Maintenance Grants
The Initial Grant
The One-time Grant
The Stipend
The Supplementary Allowances
Absenteeism
MCAST Stipends Office
Students’ Maintenance Grants Payslips
Students on Apprenticeships
The Students’ Maintenance Grants online application
Eligibility and Payment
Absenteeism and Lack of Progress
Justification of Absence and Extenuating Circumstances
Plagiarism
What is Plagiarism?
How to Avoid Plagiarism
Students’ Suggestions and Comments
CCTV System
Data Protection Policy

20
21
21
21
21
22
22
22
22
22
22
23
23
23
23
23
24
24
25
25
25
26
26
26
27
27
27

Insitute Specific Sections
Institute Specific Information - Institute of Applied Sciences
and Centre for Agriculture, Aquatics and Animal Sciences
Welcome – Institute Director
Welcome – Centre Deputy Director
Institute’s Mission Statement
Institute’s Curriculum and Vision - Our Institute’s Aims and Targets
Timetables
Institute Regulations
Field, Farm and Laboratory Regulations

30
30
30
30
30
31
31
31

Institute Specific Information - Institute of Business Management and Commerce
Welcome – Institute Director
Institute’s Administration
Keeping in Touch

32
32
32
33

5

Institute Specific Information - Institute of Community Services
Welcome – Institute Director
Institute’s Mission Statement
Facilities and Services for Students
Hair and Beauty Salons
Student Representatives
Communication

34
34
34
34
34
34
34

Institute Specific Information - Institute for the Creative Arts
Welcome – Institute Director
Institute’s Curriculum and Vision
Facilities and Services for Students
Booking of Rooms
Institute for the Creative Arts Library
Institute’s Regulations
Parking Areas
Restricted Areas
Studio Ethics
Exhibitions
Assignments and Assessments
Records of Work
Portfolio of Creative Work
Collection of Work

35
35
35
35
35
35
35
36
36
36
36
36
37
37
37

Institute Specific Information - Institute of Engineering and Transport
38
Welcome – Institute Director
38
Facilities and Services for Students
38
Use of Computers and Internet for Research – Electrical and Electronics Engineering 38
The Centre for Maritime Studies Library
38
Communication
39
Mechanical Engineering Administration - Student Hours
39
Moodle – Electrical and Electronics Engineering
39
Facebook Group – Building and Construction Engineering
39
Institute’s Regulations
39
Code of Conduct – Centre for Maritime Studies
39
Restricted Areas
39
Health and Safety – Electrical and Electronics Engineering
39
First Aid – Electrical and Electronics Engineering
39
Institute Specific Information - Institute of Information
and Communication Technology
Welcome – Institute Director
Institute’s Mission Statement
Facilities and Services for Students
Use of Computers and Internet for Research
Communication

6

40
40
40
40
40
40

Administration Student Hours
Institute Website
Moodle
Institute’s Regulations
Use of Equipment
Viruses, Hacking, and Malicious Software

40
41
41
41
41
41

Institute Specific Information - Gozo Campus
Welcome – Gozo Campus Director
The MCAST Gozo Campus
Gozo Campus’s Regulations
Restricted Areas
Smoking Regulations

42
42
42
43
43
43

Appendix A: MCAST Academic Year Calendar 2018/19

44

Appendix B: MCAST Administration and Support Services Contact Details

45

Appendix C: Institute Administration and Academic Staff Contact Details

48

Appendix D: Assessment/Examination Student Appeals Form (Doc 292, Rev D)

52

Appendix E: Request for Consideration of Extenuating Circumstances
for Extension of the Submission Deadline of Home Based
Assignment Form (Doc 104, Rev D)

53

Appendix F: Request for Consideration of Extenuating Circumstances
for the Rescheduling of Time Constrained Assignment (Examination)
Form (Doc 106, Rev B)

54

Institute for the Creative Arts (Mosta) Campus map

58

7

ONE MCAST THREE COLLEGES
MCAST is the main Vocational Education and Training (VET) provider in Malta, offering a vast selection
of courses, ranging from MQF/EQF Level 1 to MQF/EQF Level 7, in different subject areas.
In order to strengthen the focus on the different needs of students at the various levels, MCAST has
organised its programmes under three distinct colleges, each forming an integral part of MCAST.

THE FOUNDATION COLLEGE
The Foundation College focuses on providing the best curricula and learning pedagogies for students
following courses at Introductory Level A and B, and MQF/EQF Levels 1, 2 and 3. This is achieved by
addressing their specific needs, and preparing them both for the world of work, as well as for further
education at the Technical College.

THE TECHNICAL COLLEGE
The Technical College provides programmes of study at MQF/EQF Level 4 in closer collaboration
with the industry. The Advanced Diplomas on offer prepare students with the right knowledge, skills
and competences; enabling students to take up technical positions in industry, or to progress to
the University College should they prefer to do so. Level 4 programmes incorporate a wide range of
apprenticeships and work placements in various fields of study, giving our students the possibility to
gain practical work experience while studying.

THE UNIVERSITY COLLEGE
The University College caters for higher education programmes and vocational degrees at MQF/EQF
Levels 5, 6 and 7, while also working in close collaboration with the industry in order to provide
professionals that are both academically prepared, and practically trained, to satisfy the needs of the
local industry.

INSTITUTES
The Institutes provide all the technical and professional expertise towards the delivery of the
programmes at MCAST and maintain the aim of driving forward all the areas of study under their
respective responsibility.
This corporate structure enables each College to create focused strategies that address the specific
needs of students at each level, while maintaining a healthy dialogue with all interested stakeholders,
in order to provide the best programmes for the needs of the local economy and society.
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OFFICIAL POLICIES, PROCEDURES
AND REGULATIONS
The latest version of the official College Policies, Procedures and Regulations, and Forms are available
online via the MCAST website www.mcast.edu.mt, or from the Institute’s Administration.
Students should be familiar with these documents since they include the rights and obligations of
both staff and students.
The following list includes the documents that every student should be familiar with:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Doc 003: Foundation College Programme Regulations (MQF/EQF 1-3)
Doc 004: Technical College Programme Regulations (MQF/EQF 4)
Doc 005: University College Programme Regulations (MQF/EQF 5-7)
Doc 188: College Board Procedures
Doc 025: Procedure for accepting Student Societies
Doc 026: Drugs and Alcohol Policy
Doc 031: Counselling Services Policy
Doc 032 : Foundation College Plagiarism Policy and Procedure (MQF/EQF 1-3)
Doc 052: Technical College Plagiarism Policy and Procedure (MQF/EQF 4)
Doc 099: University College Plagiarism Policy and Procedure (MQF/EQF 5-7)
Doc 035: Students’ Grievance Policy and Procedure
Doc 038: Students’ Disciplinary Procedure
Doc 041: Library and Learning Resources Centre Regulations
Doc 044: Counselling Services Guidelines
Doc 055: Career Guidance Policy
Doc 075: Instructions to Candidates for Proper Conduct during Assessments and Examinations Summary Sheet
Doc 182: Wi-Fi Policy
Doc 053: Information Technology Policy
Doc 275: Election Procedure
Doc 090: CCTV Procedure
Doc 152: Health and Safety Policy
Doc 153: Health and Safety Organisation and Responsibilities

Whilst all the above-mentioned regulations are important, the Foundation, Technical and University
College Regulations (Doc 003; Doc 004; and Doc 005) are the main set of regulations that, in
conjunction with this handbook, provide detailed information which is vital for the students’ stay at
MCAST. The College Regulations include information on:
−
−
−
−
−

Student Behaviour and Academic Conduct
Attendance Regulations
Assessment Regulations
Work Based Learning Regulations
Progression and Certification Dissertation Guidelines (University College Only)
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FACILITIES AND SERVICES
FOR STUDENTS
USE OF COMPUTERS AND INTERNET FOR RESEARCH
The College offers computer facilities for all students. These are to be used as tools for research and/
or assessment work. Computers are available at the Library and Learning Resource Centre during the
Library’s opening hours.
Some Institutes offer the use of their Computer Labs to their students for research. Kindly refer to your
Institute’s Administration Office for further information.

STUDENT LOCKERS
Some Institutes provide lockers for rent. For further information and assistance please refer to your
Institute’s Administration Office.

WI-FI
MCAST has a number of Wi-Fi spots for internet connectivity. These are found in designated areas
(especially common areas such as foyers, etc.) around the main and satellite campuses. Access to
Wi-Fi is open, but MCAST reminds students that internet connectivity is filtered.
The use of MCAST Wi-Fi is regulated by the MCAST Wi-Fi Policy (Doc 182), which is available on the
MCAST website.

LIBRARY AND LEARNING RESOURCE CENTRES
The key to the MCAST Library and Learning Resource Centres (LLRC) is the LLRC webpage can be
accessed at: http://www.mcast.edu.mt/searchOurCatalogue.
While visiting this page, one should notice that, being such a large institution, MCAST has a number
of different libraries situated across its various locations.
MCAST has the following libraries available for all registered students and staff (full or part-time):
•
•
•
•
•

Main Library – Paola
Institute of Applied Sciences - Centre for Agriculture, Aquatics and Animal Sciences Library – Qormi
Institute for the Creative Arts Library – Mosta
Institute of Engineering and Transport – Centre for Maritime Studies Library – Kalkara
Gozo Campus Library – Għajnsielem.

The Main Library at the Corradino Hill Campus is a four-storey building located a few metres further
down from the main pedestrian entrance. Besides serving as the headquarters library for all MCAST
libraries, the Main Library houses information and resources on all subjects being taught at the
MCAST Institutes based on the Corradino Campus.
There are also many other subjects of general interest and a good fiction collection, in Maltese
and English for leisure reading, apart from a good number of DVD films that can be viewed inside
the library. Besides books (lending and reference), the Library also stocks CDs, DVDs, and a good
number of periodicals (journals and magazines) on many subjects, all of which can be borrowed.
A large number of full-text electronic journals and electronic books can be searched for and read
online through the Main library page by clicking on Electronic Library Resources and the MCAST
E-Library Service web pages. Login details may be obtained from the library, or else by opening
the online - ‘My Library Account.’ The whole collection – books and periodical titles – amounts at
present to over 58,000 volumes, and is still growing.
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Detailed catalogue entries on all printed titles in the Main Library, and all other libraries located off the
Main Campus, can be viewed online at: http://www.mcast.edu.mt/searchOurCatalogue. A number
of leaflets are available at the Library desk, to assist students in using the library and its collection,
services and facilities. Moreover, trained professional staff can be approached at the main counter or
reference desk in the reading halls and off site libraries.

OTHER SERVICES OFFERED BY THE LLRC
Besides the above-mentioned information resources, the LLRC offers a number of other services,
namely:
•
•
•
•
•
•

Library Instruction
Photocopying
Scanning
Printing
Use of Computers
Wireless Internet Access

THE LLRC’S OPENING HOURS
The Library and Learning Resource Centre’s opening hours can be regularly viewed from the Library
addresses and opening hours web page, or else at the entrance to the Library. The Main LLRC does
not close during break-time. Further information about opening hours can be obtained from the LLRC
website.
During the Christmas, Easter and summer holidays, opening times change and these are posted on
the Library’s webpage and on the doors of all Institute Libraries. Any MCAST student, lecturer, or nonacademic member of staff can make use of any MCAST library, irrespective of which Institute they
come from.

THE LIBRARY AND LEARNING RESOURCE CENTRE RULES
•

Students can borrow up to four books (five in the case of Level 4, 5 and 6 students) for three weeks
at a time. Journals/magazines may be borrowed for one week. Students are reminded to return the
library items in time, or there will be a fine of €0.12 per item borrowed for every library opening
day. One may renew or reserve items online through the library webpage by clicking on – My
Library Account.
• Only registered users can borrow items. All borrowed items have to be first checked out and
registered at the counter. Failure to do so will trigger the security alarms.
• The Main Library is divided into two main areas: one is for group work, the other for individual
studying in silence. So, when working in groups, students are to be aware of the noise level! Mobile
phones must be kept in silent mode and calls may only be answered in the stairs area, or near the
entrance.
• No food or drinks (except for small bottles of water) are allowed within the library. Bags have to be
left at the allocated spaces near the entrance. Use of the free lockers is recommended.
• Recent issues of journals and reference books cannot be taken out of the library. Older issues of
journals can be borrowed for one week at a time.
• Books and journals removed from shelves should be left on tables or trolleys. They will be reshelved by the library staff.
• Surfing the internet is also allowed, but students cannot navigate to objectionable sites, download
programmes, music, or play games.
Full detailed regulations can be found on the MCAST website http://www.mcast.edu.mt/164.
2398 7500/1/2
(General): llrc@mcast.edu.mt
(Librarian): laurence.zerafa@mcast.edu.mt
http://www.mcast.edu.mt/searchOurCatalogue
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THE INFORMATION CENTRE
MCAST’s Information Centre is open every day from Monday to Friday, between 08:30 and 16:30. For
further information or to make an appointment with any member of the Support Team, please call on:
2398 7100/7137
information@mcast.edu.mt

STUDENT SUPPORT SERVICES
Personal Counselling/Therapy
What is counselling/therapy?
Counselling/therapy provides a space to explore options for problems that are causing you distress,
or preventing you from enjoying positive life experiences.
Why speak to a counsellor/therapist?
Talking to friends and family is very important. However, sometimes, speaking to someone who is
trained to listen and is non-judgemental, can support you further in dealing better with your issues
in a safe space.
Why come for counselling/therapy?
In counselling/therapy, you can deal with personal problems that are negatively affecting you.
Whatever life has offered you, you have the power to positively manage your own life and to take
your own decisions.
MCAST Student House, Level 3, Main Campus, Paola, PLA 9032
2398 7115/ 7129/ 7133/ 7157/ 7165/ 7186/ 7189
(Admin): 2398 7188
counsellors@mcast.edu.mt
(Gozo Campus): 2387 7665/6/7
(Gozo Campus): studentsupport-gozocampus@mcast.edu.mt
Student Support Services Administrator (SSSA)
The Student Support Services Administrator is usually the first person you meet when you ask for
an appointment for counselling/therapy. The SSSA will meet you for the first session to listen to
your concerns, explain procedures and guide you to the most appropriate service at MCAST when
necessary.
MCAST Student House, Level 3, Main Campus, Paola, PLA 9032
2398 7189
counsellors@mcast.edu.mt

GROUP ACTIVITIES
Different life experiences can influence our well-being. By participating in group workshops, you have
the opportunity to discuss with other students, and the counsellors/ therapists, various personal and
social themes of your choice. Group work enables a type of interaction that is not possible in oneto-one sessions. Group interaction helps in addressing emotional distress through mutual sharing
of experiences. Through these sessions, you will also learn to help each other and to work as a team.
Acquiring group communication skills can be beneficial on a personal and academic level, as well as
in your future workplace.
MCAST Student House, Level 3, Main Campus, Paola, PLA 9032
2398 7115/7129/7133/7186
(Admin): 2398 7188
counsellors@mcast.edu.mt
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CAREER GUIDANCE
We understand that everyone has the ability and potential to develop and grow in their lives and
careers. However, we also realise that sometimes things get in the way and can hold you back. We
are here to help you identify and overcome these barriers so that you may reach your potential. We
will help you make a conscious choice to align your words, feelings and actions, to make your dream
career a reality.
As career advisers, we will support and empower you to make your own career and learning choices.
Together, we can:
•
•
•
•
•
•

Share timely career information
Discuss learning, training and work issues
Explore which careers would suit you best
Set up an action plan to achieve your dreams
Identify tips on how to look for a job or kick-start your career
Improve your interview skills

Remember, we would love to hear from you. If you have any questions or queries about jobs, careers,
learning opportunities or vocational training, just get in touch with us.
2398 7135/7136/7310
career.guidance@mcast.edu.mt

LEARNING SUPPORT UNIT (LSU)
At the Learning Support Unit (LSU), we collaborate closely with other MCAST Institutes to ensure that
students receive the necessary academic support to acquire the basic academic skills (Maltese and
English languages and Mathematics) and become autonomous independent learners. We consider
different teaching and learning strategies to help you acquire the basic skills in line with the Key Skills
syllabi, from foundation programmes to higher level courses.
Support during foundation level courses
In MCAST’s level 1 and 2 courses, we start by identifying the type and extent of basic academic skills
assistance you require. Using this information, we prepare a programme of lessons in small groups,
with additional individual assistance as required. The programme also includes IT training and lessons
in Individual and Social Responsibility. Vocational content in the course you are following will be
contextualised and included in this teaching programme so that even learning of basic academic
skills will be oriented towards the requirements of the career to which you are aspiring.
Extra support in courses at other levels
We also help students who are following courses at higher levels and require additional support in
particular subjects. Support in the form of weekly sessions in small groups is available upon demand.
During these meetings, you will receive the assistance you require in specific literacy skills, speaking,
reading and writing practice, coaching in the planning of assignments and other coursework, as well
as guidance on how to manage your studies.
Language Courses
At the LSU we also offer Subject Proficiency Assessment (SPA) language courses in Italian, French,
German and Spanish. For more information on this or any other service offered by the LSU, contact
us on the details below:
2398 7514/7518
lsu@mcast.edu.mt

INCLUSIVE EDUCATION UNIT (IEU)
The College aims at creating an inclusive environment where you are provided with the educational
support that allows you to develop your full potential. If you have any particular needs (e.g.
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dyslexia, autism, visual/hearing impairment), you may require specific provisions which will enable
you to demonstrate your true abilities. The IEU ensures that reasonable arrangements are in place
for students requesting support. All support is optional, and it could be reduced or discontinued
upon your responsible request. Information provided remains strictly confidential, and lecturers are
informed upon your consent.
If you would like to benefit from IEU support, you are required to complete the form Application
for IEU Registration. This is available on the College website under the Student Services / Inclusive
Education Unit section. The Application for IEU Registration is to be submitted by post to the address
below. You can also scan it and send us a soft copy on the email below. The application should reach
the IEU in time for us to schedule a meeting with you before you apply for a course at MCAST.
You will then be contacted for a confidential meeting with the Deputy Director IEU, Inclusion and
Support to discuss your needs and the kind of support that the College will be offering. You need to
provide the following documents during the meeting (no photocopies required):
•
•
•
•
•
•

A recent psychological report (if applicable)
A medical report or certificate (if applicable)
Access arrangements letter from MATSEC (if applicable)
Identity card
Special identity card (if applicable)
Other relevant documents (e.g. IEP, School Leaving Certificate)
Inclusive Education Unit, Administration Building, MCAST Main Campus, Paola, PLA 9032.
2398 7127/7237
inclusiveducation@mcast.edu.mt

STUDENT LIAISON OFFICE
The aim of the Student Liaison Office is to create a College ambience that offers students a holistic
experience towards educational and personal growth. The Student Liaison Office is your one-stop
shop, offering assistance and guidance about all the services offered by the College.
2398 7310
marina.sceberras@mcast.edu.mt

STUDENT ORGANISATIONS
Within MCAST there are a number of Student Organisations which are managed by students and
which take up various roles, such as: student representation on College boards; organisation of
activities on and off campus; organisation of fund-raising/charity events, etc. These organisations
provide students with different opportunities related to their specialisation. The following is a list of
Student Organisations at MCAST:
−
−
−
−
−
−
−
−

KSM (Kunsill Studenti MCAST)
MESO (Engineering Students)
IASSO (Applied Sciences)
GUG (representing Gozitan Students)
SDM
PULSE
ICTSA (ICT Institute)
GWU Youths

Students wishing to join any of these organisations, should contact the Student Liaison Office for
further information.

INSTITUTE STUDENT SUPPORT SERVICES COORDINATORS
The Institute Student Support Services Coordinators can be another main point of reference at
your Institute. They can help you deal with any problems you encounter on both a personal and an
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academic level. They can also assist you to access the appropriate services from which you can benefit.
You may contact your Institute for more details.

YOUTH HUB
The MCAST Youth Hub is housed within the Student House block. It offers an informal and recreational
environment through which the Youth Worker/s, from Aġenzija Żgħażagħ, can build a healthy
relationship with students. This should encourage you to develop projects and initiatives that enhance
your personal and social skills and thus also upgrade your educational attainment and employability.
In this drop-in centre, you can hang out and relax in your free time. There are also activities which
are organised within the Youth Hub, such as daily discussions related to topics and issues chosen by
the students themselves. These sessions are delivered by professional guest speakers and include
various tournaments and crafts. From time to time, other activities are organised in collaboration with
different organisations found within the College. Activities vary from national campaigns to calendar
events.
We all hope that your experience at the Youth Hub will increase your determination and confidence,
through your active involvement and participation, in shaping and developing your learning
environment. It is also a means of empowering you to take decisions, to work towards the
achievement of your goals, and to take responsibility for your actions, both as an individual as well
as a student. Furthermore, the Youth Worker/s can work among the MCAST institutes/departments
in close collaboration with the required support services, both inside and outside College, for the
benefit of the MCAST Student Community.
Opening Hours: 08:00 to 14:00
2398 7168
rita.f.briffa@gov.mt
mario.i.saliba@gov.mt

CHAPLAINCY
Just outside the main College Gate one will find a small chapel wherein one can move away from the
hassle of everyday life, in order to savour some moments of peace and tranquillity in the presence of
a real Friend who wishes us so much good and well-being.
Besides this golden opportunity, which one can make use of every day, the College prides itself in
having a youthful, practical and dynamic team of Spiritual Directors led by Fr. Antoine Farrugia SDB.
The MCAST Chaplain and his team are available whenever you may need their spiritual guidance and
other advice. One can have a chat with one of the MCAST Chaplaincy team in the Chaplaincy Zone,
located on the Ground Floor of the Student House, by appointment. They are very approachable.
When you find yourself in a tight spot, or you are unable to express your feelings, you must grab the
opportunity to talk with one of our Spiritual Directors. It is only then that you will realise the message
we are trying to convey in this short write-up about the MCAST Chaplaincy.
9989 2278
chaplaincy@mcast.edu.mt
MCAST Salesian Chaplaincy

SPORTS
If you enjoy sports and would like to become more physically active, then you might want to get
familiar with the MCAST Sports Department. Sports, fun and team building activities are organized
regularly by the Sports Department throughout the year. Sports activities incorporate both
competitive and non-competitive activities, such as football, basketball, volleyball, hockey, and tabletennis leagues. The sports facilities at MCAST give you the opportunity to practise different sports
such as rugby, martial arts, baseball, tennis, weight-training, athletics and more. A number of outdoor
activities - such as swimming, shooting, karting, bowling, canoeing, trekking and beach activities - are
also organized.
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MCAST also offers a free membership to all our students in our Fitness Centre where one can perform
daily workouts during College hours, under the guidance of a gym instructor.
You will find all the information you need regarding sports and physical activity at the sports facilities
in Corradino, or else on the notice boards in your particular Institute.
2398 7382/7466
jason.j.muscat@mcast.edu.mt

MCAST ENTREPRENEURSHIP CENTRE
Through the MCAST Entrepreneurship Centre (MEC), MCAST provides its students, and alumni, with
the opportunity to transform their creative and innovative ideas into sustainable and profitable
business ventures.
Taking a two-fold approach, the MEC aims to equip its young adults with the necessary knowledge,
skills and competencies, to succeed in an entrepreneurial economy.
Primarily, it focuses on the learner’s cognitive development by ensuring a strong curriculum which
targets all the levels of education at MCAST. Supported by an environment which is conducive to
flourishing an entrepreneurial mindset, the entrepreneurship curriculum aims to provide the students
with the tools and the confidence required to take the path towards business creation, or to utilise
such skills in their place of work.
The MEC also engages in entrepreneurship related activities which serve to enrich the learner’s
entrepreneurial experience. Students who approach MEC with a business idea, are assigned a mentor
who guides them towards reaching their full potential by establishing a rhythm of interesting and
thought-provoking discussions. In addition to mentoring, the MEC contributes further to the
educational needs of the students and alumni by organising specialised, focused, and individual
training aptly delivered by established entrepreneurs. It also participates in a number of activities
aimed at engaging students in the entrepreneurial world and raising entrepreneurship awareness.
2180 6658
mec@mcast.edu.mt

APPRENTICESHIPS AND WORK BASED LEARNING (WBL) DEPARTMENT
As a Vocational Education and Training (VET) Institution, MCAST firmly believes in the importance of
Work Based Learning (WBL). WBL provides MCAST students with an excellent opportunity to develop
employability skills.
The College offers students the opportunity to experience work and study through a number of
programmes on apprenticeships.
The apprenticeship schemes allow students to work and learn with one of MCAST’s partners
throughout their journey. The Apprenticeship and Work Based Learning (WBL) Department supports
apprentices by coordinating work related activity, issuing of contracts and taking care of the
attendances and the reflective journal.
Specific induction sessions for apprentices are conducted before students start their experience in the
world of work. For more information or any queries related to WBL, kindly send an email to the address
below and you will be guided accordingly.
apprenticeships@mcast.edu.mt

MCAST INTERNATIONAL OFFICE
The International Office caters for all MCAST Institutes and Students and provides for international
exchanges under the Erasmus+ programme. The MCAST International Office works towards
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identifying international opportunities to provide experience abroad both of an educational nature
and in the world of work.
The International Office supports students before, during and after their mobility. Being a vocational
college, MCAST stresses the importance of providing students with the best possible exposure to the
world of work.
Apart from providing a learning/training experience, Erasmus+ helps students grow, mature and learn
about different European cultures. The MCAST International Office has various partners across Europe,
ranging from: Latvia to Portugal, Spain, the Netherlands, France, Norway, England, Finland, Germany
and Poland, and many others. Through various colleges, universities and companies abroad, we are
able to provide work placements and study mobilities to a vast number of students, whose number is
growing every year. There are various opportunities for students, following different education paths
at MCAST:
• Students in the final year of Level 4 courses can benefit from a 2 or 3 week work placement abroad
in a company;
• Higher Diploma and Degree students can benefit from a 2-3 months’ work placement abroad in
summer or even follow a semester of study abroad that will be included with the course they are
following at MCAST;
• Degree students benefit from a similar opportunity within one year of graduating for a minimum
period of 2 months.
The MCAST International Office refers other international opportunities to students through
partnership projects happening at various institutions. These projects are on a 2-3 year basis and,
together with partners from Europe, each project contributes to a specific theme. Various students are
involved in these projects. Apart from contributing to the aims of the project locally, they also travel
abroad, and are able to work on the project with other students coming from different partners. This
is a truly international experience through which European identity is discovered.
2398 7408/7219/7422
international@mcast.edu.mt

MCAST STUDENT CARD
MCAST provides all students with a personalised Student Card. This is a vital document which
students are expected to wear at all times whenever they are on the MCAST Campus, or during any
College/Institute event or initiative. The Card is to be presented whenever requested, and is also
required to gain access to the various services offered by MCAST, including the Library and Learning
Resource Centre and the Office of the Registrar. It is also necessary when sitting for Time Constrained
Assignments (TCAs) and Class Based Assignments (CBAs), whenever submitting payments, etc.
Students not presenting the card cannot avail themselves of the services and may be asked to leave
the campus for security reasons.
The Student Card enables students to log on to the College IT systems in order to monitor attendance
and performance reports.
The MCAST Student Card can also be presented to third parties as proof that students are attending
courses at MCAST. Students are to abide by any conditions that may be set by the College in relation
to the MCAST Student Card, as well as any deadlines set and communicated. Cards issued by MCAST
remain the property of the College and are to be returned if, and when, requested.
Students are advised that lost Student Cards are to be reported immediately to their Institute
administration.
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LOST AND FOUND
Students who find items which do not belong to them, should turn them in to the College and/or the
Institute Administration office, or the office closest to the location (including the MCAST reception)
where the items were found.
Students are to check at the various offices on Campus, including the Institute’s Secretariat and Reception
desk, the Student House, the Canteen and the Library, for possible recovery of their lost property.
Students are reminded not to leave valuables unattended. Every individual is responsible for his/her
personal belongings and neither the College, nor the Institute, can be held responsible for any lost
or stolen property.

COMMUNICATION
It is highly important that all students maintain a healthy communication with their College and
Institute. Students should familiarize themselves with their College’s and Institute’s Administration
communication methods to be always informed of the latest developments. Since MCAST is a postsecondary institution, most of the communication to students is passed through various media, such
as the ones listed below.
Students are encouraged to contact their respective Institute Administration should they have any
difficulties.
Whilst lecturers always offer their support regarding academic issues, other issues, such as attendance,
medical certificates, stipend matters and other similar issues, are to be addressed to the Institute’s
administrative staff.
MCAST also offers student support and counselling services for other matters which might be more
personal.

STUDENT EMAILS
MCAST assigns its students a dedicated email address. Following the start of the academic year, all
students will be given instructions with regards to their email address, as well as how to set up their
email account. Students are urged to set up their accounts as soon as possible. It is the student’s
responsibility, as a mature individual, to frequently check his/her inbox for any unread messages that
would require his/her attention. Students are reminded to also check the junk/spam folder since
certain emails, even if legitimate, may be transferred to this folder by the spam filter system.
Users are expected to read, and shall be presumed to have received and read, all official MCAST email
messages sent to their official MCAST email account.
Students can access their email from anywhere, using an internet browser and the URL:
http://www.outlook.com/mcast.edu.mt.

INSTITUTE NOTICE BOARDS AND DIGITAL SIGNAGE MONITORS
The most immediate form of communication is done through the notice boards, and Digital Signage
Monitors found in common areas within the Institute. Any important information, which the
Administration or members of the academic staff would wish to pass on to students, will be found on
these notice boards/monitors. It is the student’s responsibility to check the notice boards daily upon
arrival at the Institute, as well as during any free time s/he might have throughout the day.
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TELE/MOBILE PHONES AND SMS
During the academic year, there will be times when very urgent messages need to be passed on
to students immediately. These will usually be times when either the immediate attention of an
individual student is required or when the College and/or Institute would want to make sure that
a message is seen by all students and thus cannot wait for the message to be put up on the notice
boards or sent by email. In such instances, the College and/or the Institute’s Administration will make
use of immediate communication methods such as mobile phones and SMS. Upon registration,
students will be providing their personal contact details. It is important to inform the College and
the Institute’s Administration of any changes to your contact details as soon as possible.

MAIL
Another form of communication is done through snail mail (post). It is important that the College and
the Institute are always in possession of each student’s current correct home address.

MCAST WEBSITE
The MCAST website www.mcast.edu.mt is continuously updated to provide students and staff
with the latest details related to all aspects of the MCAST campus experience. It includes detailed
information about all full-time and part-time courses, updates about upcoming events, the latest
news from each Institute, a complete list of official MCAST Council of Institutes (COI) approved policies
and procedures, and the related forms, as well as a full list of email and telephone contacts of all
MCAST departments and offices.

MCASTmt FACEBOOK PAGE
The MCAST Facebook page is yet another means through which MCAST interacts with students, staff
and the general public, bringing the MCAST campus experience to the social media world. Through
the Facebook page, students and staff will be able to stay updated with the latest developments in
the various Institutes and Departments of the College. The main purpose of this page, however, is
to encourage students to share ideas, suggestions, and their MCAST experiences through photos,
videos, competitions and wall posts. Through the Facebook page, students will be able to update their
colleagues on the interesting lecture they have just attended, or the latest project they are working
on at the MCAST workshops, or at the place of work. MCAST invites all students to ‘Like’ and ‘Share’ the
MCAST Facebook page, to check it out, and engage in it daily.
URL: www.facebook.com/MCASTmt

COLLEGE AND INSTITUTE REGULATIONS
Regulations and procedures are the foundations of any society. They are not only important, but
necessary for the promotion of an orderly and inclusive environment in which everyone may feel safe
and at ease, but at the same time, they define the limits which should not be crossed.
Being a Vocational Education and Training Institution, MCAST prepares its students directly for the
world of work. To this effect, the establishment and respect of such rules is even more significant.

DRESS CODE
MCAST is first and foremost an Educational Institution, and thus, it is very important that students
ensure they come wearing the appropriate attire. With increasing emphasis on corporate image, many
employers regard workplace attire as serious business. MCAST students are preparing themselves for
the world of work, where first impressions are very important. These are transmitted through one’s
attire, amongst other things. For this reason, the following attire is not allowed:
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Sleeveless vests; T-Shirts with bold, extravagant, offensive pictures and/or words; low cut tops or short
ones that expose the midriff; transparent, see-through or skimpy clothing; torn or frayed jeans; shorts
(knee length Bermuda shorts are allowed in certain locations, although long trousers are a must in
workshop settings); caps or other headgear, as well as excessive earrings and piercings (which are to
be removed in class); short skirts (anything above the knee); very tight skirts and trousers; leggings
and/or jeggings. Also, underwear should not be visible.
Flip-flops, or similar footwear, constitute a safety hazard, besides being considered inappropriate for
an educational institution preparing students to work in particular environments.

MOBILE PHONES AND ELECTRONIC DEVICES
Unauthorized use of personal electronic devices is prohibited at all times.
Mobile phones should be kept switched off, and left in bags during lectures unless instructed
otherwise by the lecturer. No mobile phone, or any other similar device (with the exception of
laptops), may be charged using any of the Institute’s power supply outlets.
Failure to abide by these regulations will result in the possible confiscation of the device, which will
only be returned after the necessary disciplinary action has been taken.
Students are reminded that the misuse of electronic devices might result in harmful situations, both
physical (e.g. misuse of electronic tools or similar devices), and emotional (e.g. using mobile phones
for bullying or harassment purposes), and in many instances, such use might have legal implications.

VEHICLES ON CAMPUS - MCAST PARKING PERMIT
All students wishing to park within the MCAST premises and underground car park are to apply for an
MCAST parking permit. To apply, students are to fill in the online form available at:
http://moodle.mcast.edu.mt/studentparking/.
Once the card is ready, students will be advised by the Institute administrative staff to pick it up from
their Institute’s Senior Administration Officer (SAO). Students will be asked to pay a €10 deposit when
collecting the card and will be presented with a receipt. The deposit is refundable once the card is
returned and the receipt presented to the SAO.
In the case of a lost card, the student is to inform the Senior Administration Officer immediately. The
refund will not be reimbursed and the student may request a new card against a second €10 deposit
for the replacement card. Students cannot have more than one parking permit card at the same time.
It is the responsibility of all drivers on Campus to abide by the rules of safe driving and parking. As
indicated in different areas of the Campus, parking and driving on MCAST grounds is at one’s own
risk. No loud use of audio equipment in vehicles is allowed. Students shall not park in reserved areas.
Any breach of the College traffic regulations, within the MCAST car park, and/or College grounds, will
cause the immediate revocation of access without notice.

HEALTH AND SAFETY (WORKSHOPS/LABS/FIELDS/ANIMAL UNITS/CLASS
REGULATIONS)
MCAST takes Health and Safety issues very seriously, and is committed to complying with all
applicable requirements for the safety of students and staff.
Therefore, Health and Safety regulations should be adhered to at all times, by both students and staff,
while at the Institute. Failure to observe these regulations may result in serious consequences. If one is
in doubt regarding any of the regulations, please ask! It is everybody’s responsibility to ensure that s/
he abides by the Health and Safety regulations and to report any shortcomings one may be aware of.

20

Please note:
• Anyone caught tampering with Health and Safety equipment will face disciplinary action,
as this will be regarded as a severe breach of conduct. Likewise, action will be taken against
those who are caught tampering with air conditioning controls, power/network outlets, as
well as Interactive White Boards, related cabling and equipment in lecture rooms.
• Students who suffer from any ailments (e.g. asthma, colour blindness, vertigo, hearing/
sight impairment, etc.), or are aware of any other personal condition (both temporary and/
or permanent) that may affect their performance in terms of their own safety and that of
others, should notify:
- the Inclusive Education Unit prior to the beginning of the academic year;
- the lecturer/s during their first lecture at the start of the academic year.

WORKSHOPS/FIELDWORK/ LABS, FIELDS AND ANIMAL UNITS, ETC.
Students are only allowed to enter workshops/fieldwork/science labs, as well as fields and animal
units, if they are wearing the proper safety gear, that is: overall, proper safety boots and other
necessities as stipulated by the Institute. Appropriate safety gear, such as eye protection goggles,
gloves, etc. must be worn when required.
Students will not be allowed in the workshops/fieldwork/science labs, or fields/animal units without
their personal protective equipment (PPE)/ safety gear, and they will be marked as absent. Keep the
place clean! Please remember that dirt and carelessness can cause accidents. Do not litter or leave any
tools, or material, lying around or blocking pathways.
Students must report all accidents (or near misses, even minor ones) to the lecturer in charge of
the workshop/fieldwork/science lab or field/animal unit. Moreover, students should not enter any
workshop if they are feeling unwell. They may cause injury to themselves or to others.

CLEANLINESS
All students are required to keep the College and Institute environment tidy and safe to use. Therefore,
appropriate bins should be used to dispose of any rubbish.
It is in the interest, and the responsibility, of all students and lecturers to leave the lecture rooms
in a suitable condition after lessons. Anyone caught vandalizing, dirtying, breaking furniture and/
or writing on desks, will face disciplinary action. Lecture rooms found in a very dirty state should be
reported immediately to the Institute’s Administration.

USE OF EQUIPMENT
Tampering with mechanical and/or electrical appliances is strictly prohibited. Nobody is allowed to
remove safety guards or in any way alter the original factory design of machines, machine parts, or
any other equipment.
Students are not allowed to use any machines unless permission has been sought beforehand from
the lecturer on duty, and unless they are under the lecturer’s strict supervision.
Any hand tool, machine, or any other form of equipment which develops a fault, is to be immediately
disconnected, identified, reported, and locked away until repairs are effected by competent personnel
and the item is declared safe.
No personal electrical appliances, such as heaters, etc. may be brought to, or used at the Institute.
Students are to avoid using electrical extensions. If electrical extensions must be used, they must not
be allowed to run across the room. The use of long extensions should be avoided since these can be
dangerous.
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FIRE ALARM
Should the fire alarm sound, students are to follow the instructions given by the lecturers and Institute
staff. They must evacuate the building in an orderly and swift manner, and make their way to the
assembly point where their names will be called out. They must not leave the assembly point, or
re-enter the building, without permission from an Institute Officer. The use of the lift is prohibited in
such emergencies.
Everyone is to assist people with impaired mobility to leave the building safely. If this is not possible,
attempts to find a safer area is recommended. A friend/colleague may remain with the person with a
disability, in the safer area, to assist. The authorities (either from MCAST or from the Fire Brigade) must
be informed of the situation to ensure that everybody has been safely evacuated.
Any abuse of the fire alarm system is against the law, and the person caught will be severely punished.

FOOD AND DRINKS
No food or drinks are to be consumed in the classrooms, science labs, animal units and/or workshops
unless permission is granted. All food and drinks must be kept in bags during lessons. Students are
allowed and encouraged to have an adequate supply of water available when undertaking strenuous
manual work in workshops and/or fields, etc.
Please note: The above list of safeguards is not exhaustive. It should, however, provide a
good indication of the kind of behaviour expected from students who have chosen to work in
environments which demand responsibility for one’s own safety and that of others.

SMOKING REGULATIONS
Due to the health risks related to passive smoking, smoking is not allowed in any MCAST building.
Students, employees and visitors are also prohibited from smoking near exterior entrances, open
windows, and any outdoor air-intakes. Smoking is only allowed in designated areas outside the main
doors and in the parking areas.

STUDENTS’ MAINTENANCE GRANTS
Students’ Maintenance Grants are funds awarded to students studying in post-secondary and tertiary
educational institutions, after they are found eligible following a vetting process.
Students who wish to apply for Students’ Maintenance Grants are to apply online at the beginning
of the academic year. Criteria for eligibility are determined by Legal Notice 308/2016 and regulations
issued by the Students’ Maintenance Grants Board.
The Students’ Maintenance Grants can be classified in four distinct tiers:
a.
b.
c.
d.

the Initial Grant
the One-Time Grant
the Stipend, and
the Supplementary Allowances

The Initial Grant

This is to be utilised for the purchase of textbooks and other educational material, and is credited to
students’ bank accounts as soon as possible after students have confirmed their online application.

The One-time Grant

This grant complements the Initial Grant and serves as further financial aid to students who are
studying at Degree Level at MCAST.
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The Stipend

This is paid periodically in backdated four-weekly payments. Students applying for the Students’
Maintenance Grant before the end of November of each academic year, shall receive their first stipend
in December backdated to the start of the academic year, subject to confirmation of application by the
student. Students’ Maintenance Grants paid to students studying at MCAST are subject to deductions
according to the students’ attendance records collected by the respective institute/department.

The Supplementary Allowances

When applying for the Students’ Maintenance Grants, students facing hardship, including financial
difficulties, have the option to apply for the Supplementary Allowances online. This award is an extra
stipend rate, for which additional documents need to be uploaded. All documents must be uploaded
to the application.
Applications for the Supplementary Allowances will NOT be accepted after the end of November
2018, unless the reason causing the hardship originated after the closing date.
Queries regarding Supplementary Allowances are to be addressed as follows:
Students’ Maintenance Grants Board, Room 207, Ministry for Education and Employment, Great Siege
Road, Floriana.
2598 2327 / 2330
maintenancegrants.mede@gov.mt

ABSENTEEISM
Stipend rates and Supplementary Stipend rates are subject to deductions according to the attendance
data forwarded by the Institute.
Students who: (a) resign; (b) abandon; (c) fail to continue their studies, will have to refund the initial
grant/one-time grant or part thereof and/or any stipend received after the last day of attendance.
Students oblige themselves not to work more than 20 hours weekly throughout the academic year.
However, this is not applicable to students doing an apprenticeship.
Students applying for the Students’ Maintenance Grants before the end of November 2018, are
considered eligible for Students’ Maintenance Grants as from the beginning of the academic year.
However, students who submit their online application after 30th November can only be considered
eligible as from the date when they submitted the online application.

MCAST STIPENDS OFFICE
MCAST has a Stipends Office on campus responsible for the running of the Students’ Maintenance
Grants scheme across the College and for tackling queries related to the issue of Students’ Maintenance
Grants. Queries are to be addressed to this office, from Monday to Friday between 08:30 - 12:30.
MCAST Stipends Office - Room 306B, Students House, Main Campus, Paola, PLA 9032.
2398 7432
http://www.mcast.edu.mt/109

STUDENTS’ MAINTENANCE GRANTS PAYSLIPS
After each stipend payment date, all students receive their payslip via the email address entered on
their Students’ Maintenance Grants online application. It is each student’s responsibility to check his/
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her inbox and make sure that s/he receives the payslip. Should any student not receive the payslip on
time, s/he is kindly requested to contact the MCAST Stipends Office as soon as possible.
These payslips are to be retained by students for future reference.

STUDENTS ON APPRENTICESHIPS
Students following an apprenticeship course must join the Apprenticeship Scheme and actively
seek to find and retain a sponsor, as otherwise they will not be entitled to the Students’ Maintenance
Grants. Students following an Apprenticeship must, at the end of every month (or as will be directed
accordingly), submit their attendance record to the Apprenticeship Office. Failure to submit the
attendance on time may result in delayed or no payment for the period concerned.
Sponsored students on an apprenticeship course during the months of July, August and September
will be entitled to a Summer Special Stipend subject to their eligibility for Students’ Maintenance
Grants.
No payments of the Summer Special Stipend will be made after the end of November of the respective
academic year.

THE STUDENTS’ MAINTENANCE GRANTS ONLINE APPLICATION
The online responsive application for Students’ Maintenance Grants can be found at
education.gov.mt/studentsgrants.
Students must log on with their personal e-ID and password in order to fill in the application form
for the Students’ Maintenance Grants. The applicant will be required to choose details about his/her
course of studies, and his/her bank details, including the IBAN Number. It is of the utmost importance
that the electronic form is completed correctly so that there will be no delays in the processing of the
application. Students must apply for the stipend online before the end of November 2018.
New students should upload a scanned copy of their full Secondary School Leaving Certificate and
Profile (SSC&P issued at the end of Form 5) on the online application for a stipend.
By submitting the online application form, the applicants shall be:
a) Confirming that all the information submitted is correct, and that they bind themselves to
repay the Government of Malta the amount of money indicated by the Authorities should
they, for some reason, have:
i. misled the Authorities through the information submitted;
ii. absented themselves from the course;
iii. failed to register satisfactory progress;
iv. discontinued their studies;
v. worked more than 20 hours weekly.
b)

Authorizing the respective Authorities to verify the information submitted as may be
necessary. Any information can be passed on to any other Departments/Institutes involved in
the processing of this application.

c)

Authorizing the respective Authorities to take any necessary action, as may be necessary, to
recover any overpayments or amounts due by applicants.

Following the submission of the online application, applicants will receive an email and an SMS text
confirming the submission.
Once the application is processed, the applicants will receive updates on the status of their application
via SMS, and through the online system, indicating any updates or confirmation required.
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The online application is only completed after all the steps have been followed. Any incomplete
applications will remain pending until the student takes further action as required.
Kindly note that no further processing of the application will take place after 30th June.

ELIGIBILITY AND PAYMENT
Online applications are vetted according to course enrolment and according to the criteria set by
Legal Notice 308/2016 regulating the award of Students’ Maintenance Grants.
Once an application has been approved by the MCAST Stipends Office, the student receives
instructions via email to confirm his/her application. The student is to login again using the e-ID and
password and click on the Confirm button.
All Students’ Maintenance Grants are credited directly to the students’ bank accounts. No alerts are
sent to students when funds are credited, so students are to check the fund balance directly in their
accounts.

ABSENTEEISM AND LACK OF PROGRESS
The Students’ Maintenance Grants Legal Notice clearly specifies that any student missing out on
lectures, and/or showing a lack of academic progress, will have his/her Maintenance Grant deducted
accordingly. MCAST records attendance by the hour and deductions are made accordingly every
period of four weeks. The Students’ Maintenance Grants Legal Notice and the decision of the Students’
Maintenance Grants Board, regarding Students’ Maintenance Grants will be strictly adhered to by the
College and the Institutes’ Administration.

JUSTIFICATION OF ABSENCE AND EXTENUATING CIRCUMSTANCES
Every absence from any lecture session, or Institute event, must be justified by a (blue) Medical
Certificate or by providing an official document (such as court hearing notification, driving test
date schedule, examination timetables, medical appointments, etc.) which is to be handed in at the
Institute Administration.
When a student is sick/taken ill s/he will be expected to hand in the Medical Certificate to his/her
Institute Secretariat as per the table below:
Number of Sick Days

Medical Certificate to be handed in

Part of a day

The following school day

1 day

The following school day

2 – 5 days

By not later than the 2nd school day upon return to school

Prolonged sickness
		

Every six days, from the first medical visit, by post,
or by a trusted representative.

Students are to make sure that all the required information is filled in the Medical Certificate (such
information includes the NI Number, date, the signature of the student, etc.). Medical Certificates with
missing information will NOT be accepted.
In cases of prolonged or regular illness, students are strongly encouraged to discuss their situation
with their Institute Director, or Deputy Director, so that the particular circumstances are evaluated and
a plan for the way forward is agreed upon.
Students are encouraged to retain a copy of all original certificates submitted to the Institute
Administration.
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PLAGIARISM
MCAST takes plagiarism, and any form of copying, very seriously and disciplinary measures will be
taken against students caught plagiarising.

WHAT IS PLAGIARISM?
Plagiarism is the abusive use of another person’s property for one’s own end. Plagiarism is when a
person uses another person’s written work, ideas or inventions, without acknowledging the source.
Such behaviour is unacceptable and may render the person who commits plagiarism subject to a
penalty.
The following may be cited as instances of plagiarism:
•
•
•
•
•
•

Copying whole paragraphs without making reference to the books and/or websites used;
Inventing statistical data and figures to support statements made in your work;
Not citing the URL or web address from where the information was obtained;
Working with your friend on an assignment/project and then handing in the same assignment;
Asking someone to do the assignment for you;
Using your friend’s assignments from previous weeks, or years, instead of doing your own.

In all these cases, and others, the student has failed to give recognition to the person who is the true
owner of the work. This is unethical, and is discouraged. In those cases where the student is not sure,
s/he may either opt to omit using that material or else consult with his/her tutor on the best way to
approach the problem.
Important Note: Students who, in one way or another, would have passed on assignment material
which will eventually be submitted by another student as copied, will be considered as accomplices
in this unacceptable academic wrongdoing. Asking someone to do the assignment for you is always
unacceptable, and no form of acknowledgement, through citations, will justify it.
Plagiarism regulations and procedures for the respective levels can be accessed on the MCAST
website at www.mcast.edu.mt.

HOW TO AVOID PLAGIARISM
•
•

•

•
•
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If one is using the author’s specific words, it is important to put these words within quotation
marks and give credit to the source and the author. Remember to mention the author and source
in the bibliography, and to reference it in the appropriate manner, including footnotes, as required.
Paraphrasing and summarizing a text is a good way of avoiding plagiarism. However, remember
that changing a few words, or the order of the sentence, does not make the text yours. To be
fully clear of plagiarism you should use your own words, and always remember to write down any
source from which the text was taken as a source of the idea.
When writing a paragraph, always make sure to distinguish whether the information you are
giving is general knowledge, or not. If the information you are using is in fact general knowledge,
then you do not need to cite the source. On the other hand, you must write the source of any other
information which is not general knowledge.
Avoid procrastination (i.e. leaving your work to the last minute). Panic may lead you to plagiarism
so as to finish on time.
To determine whether information is general knowledge or not, you must:
− Ask yourself if the information you are giving would be known by the majority of your
audience. Common knowledge will most likely be known by everyone.
− Make sure that the information you are giving is agreed upon by everyone and that it is “a
known fact”. If there are disputes over the information you are giving and different points
of view, then it is not general knowledge, and you must make sure to quote the various
perspectives.

− If the information appears un-referenced in a number of credible sources, then it is most likely
going to be general knowledge.
− Factual information, such as the birth and death of well-known people, and dates of historical
events, do not need to be referenced as they are of public domain.
This being said, it is not always simple to determine whether something is general knowledge or not.
When in doubt, simply reference your source and then clarify with your lecturer. It is always easier to
remove a citation than it is to try and find it later on.
Please note: Referencing is a very important tool that every student should make responsible
use of. When used correctly, it will not only protect you from plagiarism, but it will also prove
your argument by giving it a solid background.

STUDENTS’ SUGGESTIONS
AND COMMENTS
At MCAST we aim to provide the best possible service to our students. To this effect, we would like to
hear your opinion on the services we provide and the various courses we offer, as well as the learning
environment. You are therefore strongly encouraged to provide your feedback through online surveys
that are conducted by the College from time to time, as well as during focus groups. The online survey
is an important tool which enables MCAST to keep in touch with students, and also ensures that we
are offering the best learning experience possible. The survey is confidential, and the data will only be
used for the purpose of continuous improvement.
Moreover, you may also forward your suggestions or comments regarding any service, facility, or
aspect of MCAST life, by making use of the suggestion boxes that are located in every MCAST Institute.
You will be informed of the outcome to your suggestion.
In addition, please note that should you feel that you are being treated unfairly, you have the right to
lodge a complaint as per the MCAST Students’ Grievance Policy, a copy of which can be obtained from
www.mcast.edu.mt or communicate your grievance personally or by email to the Grievance Office on:
2398 7105
anthony.saliba@mcast.edu.mt

CCTV SYSTEM
MCAST operates a Closed Circuit Television (CCTV) system at the MCAST Main Campus, to provide
staff, students and visitors with a safe environment. The positioning of the CCTV system is planned to
ensure maximum coverage, however the College cannot guarantee that all incidents will be detected
and recorded. Access to the CCTV system and search for extracts of the footage is restricted to the
Estates Manager and his/her designate. All requests in relation to the reviewing of CCTV footage of
the MCAST Main Campus must be made to the Estates Manager. Requests should include the date
and time the images were recorded, any information to identify the individuals and/or belongings,
and the location of the camera, if known.
Police authorities can request access to CCTV footage.

DATA PROTECTION POLICY
The General Data Protection Regulations (GDPR) regulate the processing of personal data, whether
held electronically or in manual form. MCAST is set to fully comply with the Data Protection principles
as set out in these Regulations.
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MCAST collects and processes information to carry out its functions under the Education Act. All data
is collected and processed in accordance with the GDPR, the Education Act, and other subsidiary
legislation.
The information you provide to the College may be disclosed to the Education Department and to
other Government Authorities/Agencies as authorised by the respective laws. Any data collected
will be processed strictly in accordance with the GDPR. Your rights are strictly protected according to
the provisions of these regulations. The MCAST Data Protection Office may be contacted for further
information at:
MCAST Administration Block, Corradino Hill, Paola, PLA 9032
dpo@mcast.edu.mt
The MCAST Student Privacy Statement can be accessed at:
http://mcast.edu.mt/student_privacy_statement
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INSTITUTE SPECIFIC INFORMATION
INSTITUTE OF APPLIED SCIENCES AND CENTRE
FOR AGRICULTURE, AQUATICS AND ANIMAL
SCIENCES
Welcome – Institute Director
Dear Students,
I welcome you to the most recent Institute that has been set up within MCAST: the Institute of Applied
Sciences (IAS). This Institute is now the fastest-growing due to a very strong industry demand, and
corresponding student interest. My welcome note has only one theme... if you work hard enough you
will achieve any academic target that you aim for. Our promise is that we will focus our energies to
help you achieve this target. I join the academic and administration staff to wish you the very best for
this forthcoming academic year.
Institute Director

Welcome – Centre Deputy Director
Dear Students,
It is a pleasure to welcome you to the Institute of Applied Sciences – Centre for Agriculture, Aquatics
and Animal Sciences within the Malta College of Arts, Science and Technology.
This Centre has great potential and the synergism between the administration, lecturers, industry
stakeholders, and yourself, the student, will ensure that this potential is reached. Let us work together
in one great team to make a success out of your academic aspirations, and to make sure the Centre
fulfils its role in the sectors it currently serves.
Mr Malcolm Borg
Deputy Director

Institute’s Mission Statement
We provide educational opportunities for scientifically or technically inclined students who aspire for
jobs in industrial sciences, in health sciences and in agricultural, aquatic and environmental sciences,
offering high employability and challenging careers.

Institute’s Curriculum and Vision - Our Institute’s Aims and Targets
1. To provide students with the highest academic and practical learning experiences in their chosen
career path
2. To promote a friendly, inclusive and welcoming culture
3. To instil in students a sense of responsibility and of respect
4. To encourage initiative and develop a flexible mindset.
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Timetables
For each individual level, all students will be given set timetables which need to be followed in order
to satisfy the required hours for each Unit. At the Institute, lessons on full-time (day) courses are
normally carried out between 08:00 and 16:30, five days a week, with one break for students between
12:00 and 12:30. However, the Institute and the Centre reserve the right to schedule lessons after
16:30, up to 20:00, according to exigencies and needs. For various reasons, the timetable may need to
be changed at short notice but, when possible, you will be given ample advance notice.
For practical work, some classes need to be split into groups, depending on numbers. At the beginning
of the academic year, you will be informed which group you will belong to. Absenteeism, even from
single lessons, will lead to automatic cuts in student stipends, while continuation and progression on
your course may also be jeopardised.

Institute Regulations
Apart from the Main College regulations listed in the earlier sections within this publication, students
at the Institute of Applied Sciences and at the Centre for Agriculture, Aquatics and Animal Sciences are
to take note of, and respect, the following:

Field, Farm and Laboratory Regulations
Students will only be allowed to enter the field, farm or laboratories if they are wearing the proper
safety gear, as instructed by the respective lecturers. Students failing to bring their safety gear will
not be allowed into the field, farm or laboratories, and will be marked as absent. Students must
immediately report all accidents that occur (or near misses, even minor ones) to the lab technician, or
lecturer in charge. The laboratory rules need to be followed at all times when working in a lab.
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INSTITUTE SPECIFIC INFORMATION
INSTITUTE OF BUSINESS MANAGEMENT
AND COMMERCE

Welcome – Institute Director
Dear Students,
Welcome to the Institute of Business Management and Commerce [IBMC] within the Malta College of
Arts, Science and Technology.
Over the coming academic year, we want to make sure that you have the best educational experience
we can offer. We want you to have an enjoyable experience, during which you will mature and
develop in a holistic manner.
The facilities, lecturers, meetings and seminars will all be there, but it is your commitment that will
make sure you get the full potential of this educational experience within MCAST. Give your studies
a 100% commitment, and keep in mind that you have enrolled as a full-time student. Never settle for
a minimal mark with minimal effort, but go for your full potential. We strongly believe that through
varied assessment methods, lectures, as well as other initiatives, we can help you achieve your best.
We strongly encourage you to have an active life on campus, by taking part in both Institute, and
College initiatives.
MCAST offers a variety of services and support mechanisms. So, when you feel that things are getting
a bit tough, or that you are struggling, both academically or socially, please do reach out, through our
different channels.
At the IBMC, we value highly the issue of respect, so please do make sure that set deadlines,
appearance, and overall attitude reflect this. We pride ourselves that we educate people to work in
the business world, and disrespectful behaviour will not be tolerated.
We wish you all the best of luck in your studies!
Mr David Kenely
Institute Director

Institute’s Administration
The Institute of Business Management and Commerce (IBMC) is administered by the following team
(unless otherwise indicated):
Director: Mr David Kenely
Institute Vocational Coordinator [Business Management area]: Ms Carmen Frendo
Institute Vocational Coordinator [Financial Services]: Mr Kenneth Costantino
Institute Vocational Coordinator [Business area]: Ms Claire Anne Gauci
Student Support Services Coordinator: Mr Oliver P. Pace, who can be easily contacted through
email: ibacsupport@mcast.edu.mt or else via mobile number 7909 0791.
The Institute prides itself on having a distinguished and dedicated team of around fifty-five full-time
academic staff, and a number of other part-time lecturing staff.
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Keeping in Touch
Throughout the academic year, there will be a variety of instances when the Institute’s Administration
will meet students. Besides student representation on the Institute’s Board of Studies, students
are encouraged to come forward with any issues they might have. This can be done either on an
individual basis, or else via the class representatives. that are identified from each class.
Any difficulties which might arise should be immediately communicated to the Institute’s
Administration. The Institute’s Reception Desk is at your disposal all through the day throughout the
academic school days.. If there happens to be no one, you can approach the Institute’s Secretariat,
which is the office behind the Reception Desk.
The Institute’s Administration is always there to assist students in any problem and difficulty they may
have, in a confidential manner. This helps to guarantee a smooth day-to-day running of procedures,
with the view of providing you with the best possible learning experience. Students are encouraged
to seek the assistance of Administration, whenever the need arises. It is the Administration’s aim to
provide quality service to all students and parents.
Parents who wish to speak to the Institute’s Administration, are kindly asked to set up an appointment
(by phoning the Institute’s Secretariat on 2398 7600). This is to ensure that they do not come to
the Institute and end up not being seen to, due to the Institute’s Administration having other
commitments related to management and other day-to-day matters.
A Course Specific Handbook Appendix will be communicated electronically in October, and this will
provide you with specific information related to the particular programme of study you have opted
to take up.
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INSTITUTE SPECIFIC INFORMATION
INSTITUTE OF COMMUNITY SERVICES

Welcome – Institute Director
Dear Students,
I would like to welcome you to the Institute of Community Services. My team and I strive to put
together a positive academic journey for each and every one of you. We understand the importance of
addressing each student’s needs to ensure that you feel supported and encouraged every step of the
way. We want our students to become an asset to the workforce within the industries of Health and
Social Care, Early Years, Sports, Hair, Beauty and Inclusive Education. For this reason, our courses are
aimed at providing you with the necessary tools to ensure you are well equipped for a successful career.
Furthermore, I encourage you to take an active part in the different activities organised throughout
the year.
I wish you all the best in your chosen area of studies. Together for your success.
Mr Philip Vella
Institute Director

Institute’s Mission Statement
To embrace a learning culture that promotes self-worth and an inclusive approach based on reciprocal
respect, to hone; our sense of responsibility and citizenship.

Facilities and Services for Students
Hair and Beauty Salons

The Hair and Beauty Salons offer services, at reduced prices, to ICS students and the general public.
Students may also act as models for Hairdressing and Beauty students when they do not have
lectures. Opening times and prices are available at Reception.

Student Representatives

Each group selects a class representative to be the voice of the students, whilst also providing a fast
and effective way to disseminate information. The class representative liaises with the Administration
and the lecturers on any matters related to that the particular group s/he represents.

Communication
We encourage you to come forward with any issues or concerns that you might have so that we can
assist you. ICS Administration, Management and academic staff are available during College hours
through the Community Services main reception desk or you may contact us by phone on number
2398 7550.
We assure you that we will do our utmost to help you in a professional manner, whilst respecting your
decisions and confidentiality.
Another communication tool is our MCAST email address. It is highly recommended that emails are
read daily to enhance the communication process.
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INSTITUTE SPECIFIC INFORMATION
INSTITUTE FOR THE CREATIVE ARTS

Welcome – Institute Director
Dear Students,
I would like to welcome you to a new academic year. For our returning students, I hope that your
summer was full of wonderful experiences and that you are now geared up to continue your studies
with greater enthusiasm. For our new students, I am certain that you are eager to start your creative
journey at the MCAST Institute for the Creative Arts.
We have a lot to achieve together during this academic year. Our focus will remain on offering you a
challenging but pleasant atmosphere during your stay with us. The staff and I look forward to forming
a partnership with you to continue to fulfil our College mission in offering professional education and
training, with an international dimension, responsive to your needs and those of the economy. We will
make sure that you will continuously feel valued and respected during your studies.
Institute Director

Institute’s Curriculum and Vision
The Institute for the Creative Arts covers a number of courses in our ten departments, namely: Art,
Design (including Fashion Design), Media, Photography, Interactive Media, Graphic Design, Game
Graphics, Journalism, Cultural Heritage and Performing Arts. Our Institute collaborates with local
industries to give students the opportunity to practise what they learn by working on projects in
response to real clients’ briefs. These assignments are implemented within the Institute’s studios and
workshops, under the guidance of our expert team of lecturers.

Facilities and Services for Students
Booking of Rooms

Students may, from time to time, need to book studios or other rooms for various reasons. Booking
can be done through the administration offices at least four working days prior to when the studio
space/room is needed. Booking is subject to availability.

Institute for the Creative Arts Library

The Library at the Institute for the Creative Arts boasts a collection of over 5,000 volumes covering a
broad area of art, design and media. You will find information about individual artists and designers,
the history of art and design, art and design movements and schools of thought, art and technology,
architecture, crafts, graphic design, and much more. Opening hours: Monday-Thursday: 08:00-18:30;
Friday: 14:00-16:30.

Institute’s Regulations
Apart from the Main College regulations listed in the earlier sections within this publication, students
at the Institute for the Creative Arts are to take note of, and respect, the following:
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Parking Areas

Students making use of their private vehicles are requested to park their cars on the left side of
the Institute parking area (Ceramics Workshop side) and the large parking area adjacent to Ġnien
l-Għarusa tal-Mosta. The right side (near Administration) is to be reserved for Institute Staff.
At no time is parking allowed in front of the Institute’s gates. The Institute management reserves the
right to report any cars parked in front of gates. Such cars may also be subject to towing.

Restricted Areas

Students are not allowed to enter the following rooms and areas:
•
•
•
•
•

Access to roof top
Staff toilets
Caretaker rooms
Computer labs and staff rooms (if unattended)
Administration corridors (unless necessary)

Studio Ethics

Amongst other facilities, students are provided with studio space which can be utilised during
practical sessions. It is important that all items are removed from studios at the end of each lesson
in order to allow easy access for cleaning, and enough space to function comfortably. Any material
brought or left in the studio for any coursework activity must not create hazards for you, or for others.
Nobody is allowed to lock himself/herself up in any classroom, studio or workshop.

Exhibitions

From time to time, the Institute organizes, or is invited to participate in, exhibitions. During the course
of studies at MCAST, the Institute reserves the right to photograph and publish work produced by
students. The Institute will make every effort to give students credit for their work.
The Institute is entitled to retain any student’s work for a maximum period of one year, and for any
purposes deemed necessary. With regards to exhibitions, the Institute retains the right to select, or
reject, any work produced by students in connection with their course of studies.
The most important exhibition organised by the Institute forms part of the end-of-year Festival, which
is held at the end of the academic year. The exhibition of students’ projects is a significant cultural
and educational event, which also serves as a showcase for the learning taking place at the Institute.
Important: The Festival forms an integral part of the course and, therefore, participation in its
organisation, running and dismantling, is compulsory. Students who do not participate actively, or
who, for some reason or other, fail to collaborate, shall not be awarded the final course certificate.

Assignments and Assessments
All necessary details in connection with assigned work, are passed on to students in printed and/or
digital form at the start of every study unit. The Assignment Brief will include all information related to
the assessment, including delivery dates, deadlines and grading criteria being assessed.
More than one lecturer may be involved in the delivery of an Assignment Brief. However, one lecturer
per unit will be responsible for the gathering of documentation.
Formative feedback is given in order to provide students with feedback regarding on-going work.
Final assessments are held for each unit. For assessment purposes, your presence may be required
during set days/times. The current performance will inevitably influence final grades obtained.
Creative subjects, such as those taught at the Institute for the Creative Arts, involve a high degree of
practical elements. This means that lecturers need to observe students at work on site. Lecturers may
NOT accept work which they have never seen.
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Records of Work

Students following any course at the Institute for the Creative Arts shall produce different types of
work, which may include 2D sketches, drawings and paintings, 3D test pieces, models and prototypes,
digital artwork, and so on. When presenting work for assessment, students are to ensure that all work
is appropriately labelled (name, course and unit number/name).
Students MUST keep photographic records of all physical work, because this may be required for
internal and external assessment purposes. For digital work, students are responsible to keep a backup of their work – hard disks and printer malfunctions always happen on the eve of a deadline!

Portfolio of Creative Work

The Portfolio is a folder of work which you will need for as long as you choose to work as an artist.
The Portfolio must demonstrate the breadth of your interest and your artistic and creative skills. This
must be accompanied by personal annotations showing your ability to reflect and evaluate your work
process. Equally, you need to provide evidence of your ability to implement your ideas in whatever
format is appropriate. Bulky objects can be photographed.

Collection of Work

At the end of the academic year, it is the student’s sole responsibility to collect ALL their work before
the summer recess. Due to lack of space, work left behind cannot be stored at the Institute for the
Creative Arts. Therefore, any work left behind after the end of the academic year, shall be disposed
of without further notification. Students who resign from any Creative Arts course must collect their
work before they stop attending. All work will be disposed of if not collected within one month.
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INSTITUTE SPECIFIC INFORMATION
INSTITUTE OF ENGINEERING AND TRANSPORT

Welcome – Institute Director
Dear Students,
On behalf of all the team at the Institute of Engineering and Transport, a very warm welcome to you,
and congratulations for having chosen one of the largest Institutes at MCAST.
In an ever-changing globalised world, where technology is always evolving, it is of the utmost
importance for MCAST not only to keep abreast of all the latest developments but also to cater for
future trends of the industry. At MCAST, and at the Institute of Engineering and Transport, this is a
major priority as this will undoubtedly be a great advantage in helping your professional preparation,
as well as in positioning you in the forefront of your career opportunities.
A major development that all of you can see happening around us, is the building of the New Campus,
which will provide future students with the best possible facilities. We hope that these improved
facilities will make your term at MCAST more enjoyable, and a memorable one. We hope that your
time spent at MCAST will be a time which, when looking back, you will heartily treasure.
For students who were with us already, welcome back, and for the newcomers, I am sure that you will
settle in quickly to make your experience with us a pleasant one. Use your time well!
Ing. Ray Vassallo
Institute Director

Facilities and Services for Students
Use of Computers and Internet for Research – Electrical and Electronics Engineering

The Institute of Engineering and Transport - Electrical and Electronics Engineering has several
laboratories, most of which are equipped with computers and state-of-the-art equipment. It is
understandable that the upkeep of this equipment is of the utmost importance, not only because of
its high cost but also because of the large number of students that use our facilities. Computers and
the internet on campus are to be used exclusively for academic purposes. Students cannot navigate
to objectionable sites, download programmes, music or play games. If specific programmes are
needed for your studies, please contact your lecturers for guidance.
All electrical/electronic equipment must be used in accordance with the guidance given by lecturers.
When in doubt, please ask for guidance so as to avoid damage to equipment and possible safety
hazards for yourself, and for others.

The Centre for Maritime Studies Library

Besides the use of the Main library Located on the Main Campus in Paola, Centre for Maritime Studies
students also benefit from the use of the Maritime Institute Library.
The CMS Library’s opening hours are: Monday, Wednesday and Friday between 08:00–13:00.
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Communication
Mechanical Engineering Administration - Student Hours

Mechanical Engineering students are to note that students may contact the Administrative staff
during the student hours: 10:00–11:00 and 14:00–15:00.

Moodle – Electrical and Electronics Engineering

Several lecturers at the Institute of Engineering and Transport, IEEE, make use of Moodle in order to
facilitate communication with students regarding the delivery of units/tutorials/further support on
the unit content. It is in the interest of the student to regularly check the Moodle website, especially
when this is indicated by the lecturer.

Facebook Group – Building and Construction Engineering

The Institute of Engineering and Transport - IBCE Facebook Group is another means through which
IBCE interacts with students and staff. The main aim of this group is to bring students and staff closer
to each other, giving them the opportunity to share experiences and express their opinion about
life at the Institute. The Facebook group can be a further learning experience through the sharing of
videos and articles which are relevant to your studies.
URL: https://www.facebook.com/groups/165354663787/?fref=ts

Institute’s Regulations
Apart from the main College regulations listed in the earlier sections within this publication, students
at the Institute of Engineering and Transport are to take note of, and respect, the following:

Code of Conduct – Centre for Maritime Studies

On the first day of joining the Centre for Maritime Studies, new students are given the Code of
Conduct. The Code of Conduct is explained to all new students, and they also sign for receiving a copy.
All students will be expected to abide by this code of conduct throughout their stay at the Centre.

Restricted Areas

Students are not allowed to enter the following rooms and areas:
• Access to roof top
• Staff toilets
• Caretaker rooms
• Computer laboratories and staff rooms (if unattended)
• Football pitch – Electrical and Electronics Engineering
• GMDSS and Simulator Room – Centre for Maritime Studies
• Other zones marked as restricted areas.

Health and Safety – Electrical and Electronics Engineering

Electrical and Electronics Engineering students are to note that isolation transformers are used as
safety devices to minimise the risk of electric shock, and must be used when working on live circuits,
as directed by the lecturer (unless Earthing procedures are being tested). Such sockets are clearly
labelled.

First Aid – Electrical and Electronics Engineering

A list of qualified first aiders is published on the notice boards and inside the laboratories. It is
important that students familiarise themselves with the names of the first aiders.
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INSTITUTE SPECIFIC INFORMATION
INSTITUTE OF INFORMATION
AND COMMUNICATION TECHNOLOGY

Welcome – Institute Director
Dear Students,
Welcome and congratulations on your acceptance to the MCAST Institute of ICT. You are now part of
the ICT revolution shaping tomorrow’s society.
This handbook is designed to acquaint you with the College regulations, your rights, the policies, and
the resources available at the Institute. We believe that your experience will be more enjoyable and
rewarding if you take the time to read through this booklet.
I look forward to meeting many of you on campus during formal and informal functions. Please feel
free to get in touch with the administration and with lecturing staff members, to discuss any issues of
concern to you, or just to get acquainted.
I wish you every success in your studies. This can only be achieved through proper planning and by
investing adequate time and effort.
Mr. Conrad Vassallo
Institute Director

Institute’s Mission Statement
To provide opportunities to students to enhance their skills and employability in the ICT field by
working in close collaboration with the local and foreign ICT Industry and by providing open, holistic
and vocational education and training aimed at meeting and exceeding industry demands.

Facilities and Services for Students
Use of Computers and Internet for Research

The Institute of ICT has a number of Computer Labs which are equipped with networked PCs, as well as
dedicated labs used for multimedia, hardware and networking practice. The Labs are complemented
by a Study Room, where students can avail themselves of additional computers, as well as an area
designated for personal laptop use.
The Study Room is open daily between 08:00-13:00, and between 14:00-16:30.

Communication
Administration Student Hours

Students are encouraged to contact the Institute Administration between 09:00-12:00 and
13:00-16:00, should they have any difficulties.
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Institute Website

The Institute website http://ict.mcast.edu.mt is the central repository for all Student Information,
News, Job Vacancies, Student Projects and other Events related to the ICT industry, and MCAST, in
general.

Moodle

The Institute makes use of the Moodle eLearning platform at http://moodle.mcast.edu.mt.
Students are able to log into their Moodle account and view course material as they require, including
slides and any information/notes as given out in class.
The Institute of ICT makes use of an electronic system to manage and track assignments, known as
the ATS (Assignment Tracking System), at http://ict.mcast.edu.mt/atsstudent. Assessment results will
be posted on the ATS electronically. Each student will have access to this system, allowing them to
view results.

Institute’s Regulations
Apart from the main College regulations listed in the earlier sections within this publication, students
at the Institute of Information and Communication Technology are to take note of, and respect, the
following:

Use of Equipment

The following actions will lead to disciplinary action against the student:

•
•
•
•
•
•
•

Banging on keyboards
Tampering with equipment, including cords and plug-ins
Personalising computers by installing screen savers
Changing the desktop background
Changing the video and audio settings
Adding, changing or moving icons around on the desktop
Playing games on PCs, whether in a lab/classroom or in the study room.

Viruses, Hacking, and Malicious Software

Unauthorized tampering, deleting, manipulating or damaging of files is strictly prohibited. and
Disciplinary action shall be taken against any student caught intentionally infecting computers with
viruses.
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INSTITUTE SPECIFIC INFORMATION
GOZO CAMPUS

Welcome – Gozo Campus Director
Dear Students,
Welcome on board at MCAST.
I am pleased that you have chosen to join the MCAST family by taking up one of the vocational
programmes offered at the Gozo Campus. The training programme which you have enrolled in, will
either lead you to employment, or to higher level studies in Gozo and/or Malta. In either case, you will
be thoroughly prepared for your next step, whichever that may be.
Together with the dedicated staff complement at the Gozo Campus, we will do our utmost to make
your years here a successful investment for your future career, as well as an enjoyable learning
experience.
Ing. Godwin Grech
Institute Director

The MCAST Gozo Campus
Through its Gozo Campus at Għajnsielem, MCAST offers excellent alternative vocational education
and training (VET) options to Gozitan school-leavers, in its vest of further and higher education
College. The Campus also fulfils MCAST’s role of community college for re-skilling and up-skilling the
Gozitan community in general.
In the 2018/19 MCAST prospectus, the Gozo Campus is offering a selection of twenty-six full-time day
courses, ranging from MQF/EQF Levels 1 to 6, from the MCAST Foundation, Technical and University
Colleges, and covering a broad spectrum of vocational disciplines.
We offer:
•
•
•
•
•
•
•

Business courses (including accounting and financial services)
ICT courses (leading to specialization in software development, multimedia software development,
end-user support, or computer systems and networks)
Mechanical Engineering Courses
Electrical Engineering Courses
Building and Construction Engineering courses (including carpentry, welding, fabrication and
draughtsmanship courses)
Community Services courses (hairdressing, health and social care, early childhood education and
inclusive education), as well as
Health sciences courses.

Some of these training programmes lead the students directly to employment, while others lead to
further studies in Gozo, and/or Malta.
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In addition, the Gozo Campus also offers the MCAST Certificate in Vocational Skills, formerly known as
the Pathway to Independent Living course, for students with mild to moderate intellectual difficulties.
Concurrently, the Gozo Campus offers a number of part-time courses, in the evening, or during
weekends, on a commercial basis. A number of ad hoc courses are run along the year, in response to
training needs that emerge, including in the transport sector.
MCAST training programmes delivered in Gozo, fulfil the same quality assurance standards that
are applicable to the same programmes delivered at the respective MCAST Institutes in Malta. This
ensures that Gozitan students benefit from the same quality of service, available to their Maltese
peers at the Malta-based Institutes, on their own home ground.

Gozo Campus’s Regulations
Apart from the main College regulations listed in the earlier sections within this publication, students
at the MCAST Gozo Campus are to take note of, and respect, the following:

Restricted Areas

Students are not allowed to enter the following rooms and areas:
•
•
•
•
•
•

Access to roof area/s
Staff toilets and toilets of the other gender
Staff kitchenette
Janitor’s rooms
Computer labs and staff rooms (if unattended)
Offices (in the absence of administrative staff )

Smoking Regulations

Due to the health risks related to passive smoking, smoking is not allowed in any MCAST
building. Students, employees and visitors are also prohibited from smoking near exterior entrances,
open windows, and any outdoor air-intakes. Smoking is only allowed outside the main gate.
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APPENDIX A:
MCAST ACADEMIC YEAR
CALENDAR 2018/19

2018
3rd September

Beginning of Academic Year

24th – 28th September

Induction Week for all Students

1st October

Start of Lectures (Semester 1)

9th – 11th October

Campus Days

December

Graduation Ceremonies

14th December

No Lectures

24th December – 2nd January

Christmas Recess

2019
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3rd January

Semester 1 – Continuation

January

Graduation Ceremonies

1st February

End of Semester 1

4th February

Beginning of Semester 2

February

Graduation Ceremonies

18th March

No Lectures

17th– 24th April

Easter Recess

25th April

Semester 2 – Continuation

5th July

End of Semester 2

8th July – 30th August

Summer Recess

APPENDIX B:
MCAST ADMINISTRATION
AND SUPPORT SERVICES
CONTACT DETAILS

Mr Frederick Schembri

frederick.schembri@mcast.edu.mt

President of the Board of Governors
Prof. Joachim James Calleja

james.calleja@mcast.edu.mt

Principal and Chief Executive Officer
Ms Jacqueline Grima

2398 7317

Personal Assistant to the Principal
and CEO and the President
of the Board of Governors

jacqueline.grima@mcast.edu.mt

Ing. Vincent Maione

vince.maione@mcast.edu.mt

Vice Principal
Ms Grace Barbara

2398 7226

Personal Assistant to the Vice Principal

grace.barbara@mcast.edu.mt

Mr Anthony Saliba

2398 7502

Deputy Principal

anthony.saliba@mcast.edu.mt

Mr Ronald Curmi

2398 7111

Registrar

registrar@mcast.edu.mt

Mr John Vella

2398 7128

Deputy Registrar – Administrative

john.vella@mcast.edu.mt

Mr Josef Buttigieg

josef.buttigieg@mcast.edu.mt

Deputy Registrar – Academic
Ing Pierre Dalmas

2398 7121

Director, Quality Assurance

pierre.dalmas@mcast.edu.mt
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Dr Nadia Vassallo

2398 7517

Director, Curriculum

nadia.maria.vassallo@mcast.edu.mt

Learning Support Unit

2398 7514/7518
lsu@mcast.edu.mt

Inclusive Education Unit

2398 7127
Inclusiveducation@mcast.edu.mt
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Mr Mario Pace

2398 7141

Director, Data Information and Management

mario.pace@mcast.edu.mt

Ing Louis Aquilina

2398 7142

Director, Partnership and International Office

louis.aquilina@mcast.edu.mt

Mr John Bartolo

2398 7134

Director, Student Outreach Services and Events

john.bartolo@mcast.edu.mt

Dr Rose Falzon

2398 7187

Director, Student Support Services

rose.falzon@mcast.edu.mt

Ms Marthese Vassallo

2398 7133

Senior Counsellor

marthese.vassallo@mcast.edu.mt

Mr Eric Flask

2398 7333

Director, Research, Innovation
and Entrepreneurship

eric.flask@mcast.edu.mt

Mr Martin Borg

2398 7152

Director, Apprenticeship
and Work Based Learning

martin.borg@mcast.edu.mt

Mr Laurence Zerafa

2398 7502

Librarian

laurence.zerafa@mcast.edu.mt

Ms. Christine Cachia

2398 7200

Director, Communications

christine.cachia@mcast.edu.mt

Mr Peter Micallef

2398 7405

Health and Safety Manager

peter.micallef@mcast.edu.mt

MCAST Chaplaincy

9989 2278

Fr. Antoine Farrugia SDB

chaplaincy@mcast.edu.mt

Library and Learning Resource Centre

2398 7500
llrc@mcast.edu.mt

Student Liaison Office

2398 7310
marina.sceberras@mcast.edu.mt

Child Care Services

2398 7161/7370
jane.schembri@mcast.edu.mt

Student Information Centre

2398 7100/7137
information@mcast.edu.mt

Career Guidance and Personal Guidance
Vocational Guidance

2398 7135/7136
career.guidance@mcast.edu.mt

Personal Counselling

2398 7129/7133
counsellors@mcast.edu.mt

Student Support Services

2398 7115/7129/7133/7157/7165/7186/
7189

Main Campus

(Admin): 2398 7188
counsellors@mcast.edu.mt

Gozo Campus

2398 7665/7666/7667
studentsupport-gozocampus@mcast.edu.mt

		
MCAST International Office

2398 7220 /2398 7219
international@mcast.edu.mt
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APPENDIX C:
INSTITUTE ADMINISTRATION
AND ACADEMIC STAFF
CONTACT DETAILS

Institute of Applied Sciences
Vacant

Institute of Applied Sciences,

Director		

MCAST Main Campus,

		

Corradino Hill,

		

Paola, PLA 9032.
2398 7369
ias@mcast.edu.mt

Institute of Applied Sciences
- Centre for Agriculture, Aquatics
and Animal Sciences
Mr Malcolm Borg
Deputy Director		
		
		

MCAST Centre for Agriculture,
Aquatics and Animal Sciences,
Triq Ħal Luqa,
Qormi, QRM 9075.
2125 7006
caaas@mcast.edu.mt

Institute for the Creative Arts
Vacant
Director
		

Institute for the Creative Arts,
Misraħ l-Għonoq, Tarġa Gap,
Mosta, MST 1735.
2398 7753
2143 3205
adi@mcast.edu.mt
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Institute of Business Management
and Commerce
Mr David Kenely

Institute of Business Management

Director		

and Commerce,

		

Block D, MCAST Main Campus,

		

Corradino Hill,

		

Paola, PLA 9032.
2398 7600
2398 7640
ibmcstudents@mcast.edu.mt

Institute of Community Services
Mr Philip Vella

Institute of Community Services,

Director		
		
		

MCAST Main Campus,
Corradino Hill,
Paola, PLA 9032.
2398 7550
2398 7590
ics@mcast.edu.mt

Institute of Information
and Communication Technology
Mr Conrad Vassallo

Institute of Information

Director		
		
		

and Communication Technology,
MCAST Main Campus,
Corradino Hill,
Paola, PLA 9032.
2398 7350
2398 7390
ict@mcast.edu.mt
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Institute of Engineering and Transport
Ing. Raymond F. Vassallo
Director
Ing. Stephen Sammut
Director Designate

Institute of Engineering and Transport
– Centre for Maritime Studies
Mr Eugenio Busuttil
Deputy Director		
		
		

Centre for Maritime Studies,
Villa Portelli,
Triq Patist Borda,
Kalkara, KKR 1211.
2398 7768
2180 9057
maritime@mcast.edu.mt

Institute of Engineering and Transport
– Mechanical Engineering
Mr Anthony Bartolo
Deputy Director		
		
		

Institute of Mechanical Engineering,
MCAST Main Campus,
Corradino Hill,
Paola, PLA 9032.
2398 7450
2398 7490
ime@mcast.edu.mt

Institute of Engineering and Transport
– Building and Construction Engineering
Ing. Godwin Caruana
Deputy Director		
		
		

Institute of Building and Construction 		
Engineering,
T/Ġ fi Triq il-Kbira,
Naxxar, NXR 1971.
2142 3626/3627
2142 3624
ibce@mcast.edu.mt
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Institute of Engineering and Transport
– Electrical and Electronics Engineering
Vacant
Deputy Director		
		
		
		

Institute of Electrical
and Electronics Engineering,
MCAST Main Campus,
Corradino Hill,
Paola, PLA 9032.
2398 7700
2398 7740
eei@mcast.edu.mt

Gozo Campus
Ing Godwin Grech
Director		

MCAST Gozo Campus,
J.F. De Chambrai Street,
Għajnsielem, GSM 1053.
2398 7665/6/7
gozocampus@mcast.edu.mt.
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APPENDIX D:
ASSESSMENT/EXAMINATION
STUDENT APPEALS FORM
(Doc 292, Rev D)
Note: Ask for a copy of this form from your Institute’s Administration or access and print the form via MCAST website. When
submitting the form you will be given back a signed copy of your form by the Institute Administration. You are required to
keep this signed copy as evidence of your submission. You are entitled to have a person of your own choice present during
the Appeals Board hearing sessions.
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APPENDIX E:

REQUEST FOR CONSIDERATION OF EXTENUATING CIRCUMSTANCES
FOR EXTENSION OF THE SUBMISSION DEADLINE OF HOME BASED
ASSIGNMENT FORM (Doc 104, Rev D)
NOTE: Ask for a copy of this form from your Institute’s Administration or access and print the form via MCAST website.
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APPENDIX F:

REQUEST FOR CONSIDERATION OF EXTENUATING
CIRCUMSTANCES FOR THE RESCHEDULING OF TIME
CONSTRAINED ASSIGNMENT (Examination) FORM
(Doc 106, Rev B
Note: Ask for a copy of this form from your Institute’s Administration or access and print the form via MCAST website.
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MALTA COLLEGE OF ARTS,
SCIENCE AND TECHNOLOGY
A: MCAST Main Campus,
Corradino Hill,
Paola, PLA 9032.
T: 2398 7100
W: www.mcast.edu.mt

