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Change history

Change 155/2021 of 28.10.2021 Release of Maltese version as a separate document with same number
- no revision change

Previous Change (84/2021)

e Extracted document from MOP Chapter 1 and transferred to a new stand-alone chapter

(Chapter 15)
e Allinstances referring to the Deputy Principal Responsible for the Grievance Office have been

changed to refer to Senior Grievance Officer

Instructions for document users with access to College Website

All MCAST employees can access current, controlled and approved documents via the College intranet site
https://intranet.mcast.edu.mt

Document users are encouraged NOT to retain printed a hard copy of this document. If however a hard copy
of this document is required the user is to confirm the current revision.

Continuous Improvement

Procedures are meant to be fliving’ documents that need to be implemented and maintained. If the procedure
does not reflect the current, correct work practice, it needs to be updated!
Contact your Deputy Principal or QA Office on Ext 7121 today!

In the case of a conflict in the interpretation between the Manual of Procedures and the Collective
Agreement(s), the Collective Agreement(s) shall prevail.
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1.1. Politika tal-Uffi¢¢ju tal-liment tal-MCAST

1.1.1.

1.1.2.

1.1.3.

1.1.4.

1.1.5.

1.1.6.

[I-Kullegg Malti tal-Arti, Xjenza u Teknologija (MCAST) jahdem bis-shih sabiex jassigura li
[-membri kollha tal-komunita, inkluzi studenti u impjegati full-time u part-time, jahdmu
fambjent san fejn jistghu jghixu flimkien immexxija minn valuri sodi ta' inkluzjoni u rispett
fid-dawl tad-diversita socjali u kulturali.

F’kull komunita, hemm lok ghal nuqqas ta' gbil, meta individwi jew gruppi jhossu I-bzonn i
jwasslu I-vu¢i taghhom fuq opinjoni differenti, decizjonijiet ta’ tilwim jew meta ma jagsmux I-
istess ideat tal-komunita minhabba nuqqas ta’ kunfidenza fihom infushom sabiex jiksbu d-
drittijiet taghhom. Il-kunflitti jistghu jwasslu ghal hafna problemi ohra, inkluzi aktar
obbligazzjonijiet, pubbli¢ita negattiva, u |-possibilita ta’ kawzi legali. Attitudni pozittiva tghin
biex jigu trattati t-thassib u I-ilmenti u biex titkattar kultura sana fuq il-Kampus tal-MCAST,
fejn I-istudenti u I-impjegati jgawdu spirtu ahjar ta’ komunita, aktar armonjuza u awtentika.

L-ghan tat-twaqqif tal-‘Uffic¢ju tal-liment’ tal-MCAST huwa li jindirizza kwistjonijiet bhal dawn.
Dan I-uffi¢éju ghandu r-rwol li jassisti lill-istudenti u I-impjegati tal-MCAST sabiex jagsmu u
jiksbu parir dwar it-thassib u I-ilmenti taghhom. Fuqg kollox, I-Uffic¢ju tal-liment jaghraf i
jippromwovi u jiffacilita kultura ta’ djalogu sincier fil-kisba ta’ soluzzjoni fejn ikun hemm
nuqqgas ta’ gbil. Kull meta jkun mehtieg, is-Senior Grievance Officer responsabbli ghall-
Uffic¢ju tal-liment, jiggwida lil min iressaq l-ilment u lill-parti I-ohra biex jaslu ghal rizoluzzjoni
informali ghas-sodisfazzjon ta’ dawk kollha koncernati. F’kazijiet ta’ natura aktar serja, min
iressag l-ilment huwa, intitolat li jaghzel procedura formali tal-ilment, fejn is-Senior Grievance
Officer responsabbli ghall-Uffi¢¢ju tal-ilment, jinvestiga l-ilment sakemm tintlahaq soluzzjoni
gusta.

Kullilment ipprezentat lill-‘Uffi¢cju tal-liment’ skont il-pro¢edura formali, ghandu jsir bil-miktub.
Pro¢edura wahda biss tal-ilment tista’ tigi uzata ghall-istess ilment. L-Uffi¢¢ju tal-liment huwa
totalment impenjat ghall-investigazzjoni ta’ kwalunkwe ilment b’mod imparzjali, filwaqt li
tinghata prijorita lill-komunikazzjoni tar-rakkomandazzjonijiet mill-Uffic¢ju tal-liment. Dan
ghandu jsehh f'perjodu realistiku ta’ Zzmien matul il-proc¢ess.

L-ghan ta’ din il-politika huwa li tizgura li I-problemi fost il-komunita tal-MCAST jigu ttrattati f
wagthom, b’mod gust u b’mod konsistenti. Tezisti pro¢edura biex tiffacilita t-trasparenza tal-
process kollu. Id-dispozizzjoni tal-proceduri ttejjeb it-trasparenza tal-process kollu. L-
Uffie¢ju tal-liment jipprovdi appogg addizzjonali lill-membri vulnerabbli tal-MCAST Ii jistghu
jehtiegu aktar gwida fi¢-¢irkustanzi individwali taghhom.

Huwa I-Principal li jiehu d-decizjoni finali fi kwistjonijiet dixxiplinari jew dwar terminazzjoni tal-
impjieg.

1.2. L-limenti fi hdan MCAST

1.2.1.

1.2.2.

L-Ufficcju tal-llment tal-MCAST jipprovdi s-servizzi tieghu lill-istudenti u I-impjegati tal-
MCAST li huma rregistrati bhala full-time jew part-time. L-ghan generali huwa li jippromwovi
u jissalvagwardja |-benesseri taghhom b'mod attiv billi jittrattaw I-ilmenti taghhom u joffru
pariri gusti u adegwati biex jghinu sabiex jintlahaq ftehim sodisfa¢enti ghall-benefi¢cju ta’
dawk kollha koncernati.

L-impjegati u l-istudenti tal-MCAST jistghu jikkuntattjaw lill-Uffic¢ju tal-liment tal-MCAST bit-
telefon (23987130) jew ittra elettronika (sandra.cortis@mcast.edu.mt) jew billi jzuru [-Uffi¢¢ju
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tal-llment fil-bini Reno C Borg, Ammnistrazzjoni, fil-Pjan Terran. Il-lagghat kollha jehtiegu Ii,
min ikun gieghed iwassal I-ilment jaghmel appuntament mas-Senior Grievance Officer
responsabbli ghall-Uffi¢c¢ju tal-liment tal-MCAST.

1.2.3. ll-politika u |-pro¢edura tal-llment tal-MCAST ghandhom hames principji bazici:

(a) ir-rispett shih ghad-dinjita umana ta’ dawk kollha kkon¢ernati,

(b) it-trattament tal-liment tant I-iktar kunfidenzjalita stretta,

(c) il-prijorita moghtija lill-ftehim milhuq permezz ta’ pro¢eduri informali,

(d) it-trasparenza tal-komunikazzjoni u,

(e) id-dritt lil min gieghed iwassal I-ilment, ikun akkumpanjat minn persuna ohra tal-ghazla
tieghu/taghha waqt is-sessjonijiet tas-smigh tal-ilment.

1.2.4. Irrispettivament mill-eta taghhom, dawk li jwasslu I-ilment, jistghu jaghzlu li jkollhom persuna
ohra tal-ghazla taghhom takkumpanjahom wagqt il-pro¢edura tal-Uffi¢¢ju tal-liment.

1.2.5. L-ilmenti generalment huma trattati fl-Uffic¢ju tal-liment tal-MCAST jew fuq il-main kampus
jew fis-satellite institutes tal-MCAST.

1.2.6. liment huwa kkunsidrat bhala espressjoni uffi¢jali tal-llment li jista’ jigi solvut (a)permezz ta’
diskussjoni bejn il-partijiet kon¢ernati, (b) bejn il-partijiet bl-ghajnuna tal-assistenza tas-Senior
Grievance Officer, jew, (c) permezz tal-Pro¢edura formali tal-liment.

1.2.7. L-Uffic¢ju tal-llment jittratta I-ilmenti kollha fwagthom, b’mod gust u b’kunfidenzjalita I-aktar
stretta.

1.2.8. ll-procedura formali tal-ilment hija generalment mqgassma fuq dawn il-passi konsekuttivi:

(a) I-impenn inizjali biex jinghalaq ilment permezz ta’ rizoluzzjoni informali;

(b) I-ghazla li wiehed imur ghal pro¢edura formali tal-iment meta ma tintlahagx
soluzzjoni permezz ta’ procedura informali;

(c) is-sessjonijiet ta’ smigh tal-iiment formali mmexxija fi spirtu ta’ djalogu u
rikonciljazzjoni bejn il-partijiet involuti;

(d) l-opinjoni finali tas-Senior Grievance Officer, li mbaghad tigi pprezentata lill-Prin¢pal
tal-MCAST & CEO ghall-approvazzjoni tieghu jew mod iehor u

(e) min iwassal I-ilment huwa intitolat li jaghmel appell.

1.2.9. Meta jkun evidenti li I-impjegat u / jew student tal-MCAST irid jirrikorri ghall-proceduri tal-
ilment formali, min gieghed iwassal I-ilment irid jimla formola Formali ghal Pro¢edura tal-
liIment Student/Impjegat tal-MCAST bid-dettalji rilevanti kollha. In-nugqgas tad-dettalji u I-firma
fuq din il-formola jistghu jdewmu bla bzonn il-pro¢ess ta’ kif ikun indirizzat I-ilment.

1.2.10. Is-Senior Grievance Officer tirreferi minnufih kull ilment i huwa relatat direttament
maghha, lill- Prin¢ipal u CEO tal-MCAST.

1.2.11. Il-President tal-MCAST jew ir-rapprezentant tieghu huwa ¢-Chairperson tal-Bord tal-
Appelli dwar I-llmenti. Il-President tal-MCAST, bhala Chairperson tal-Bord tal-Appelli dwar
I-llment tal-MCAST, jista’ jaghzel membru mid-Deputati Principali tal-MCAST jew mill-Bord
tal-Gvernaturi tal-MCAST fejn bl-ebda mod I-individwu ma jkun involut fl-ilment.

1.2.12. L-investigazzjoni tal-ilmenti kollha u I-Opinjoni Finali tas-Senior Grievance Officer
tikkunsidra r-regolamenti, il-proceduri u I-politika tal-MCAST, legizlazzjoni lokali jekk u meta
applikabbli, bhall-GDPR u I-Att dwar I-Edukazzjoni.
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1.2.13. Meta I-Uffic¢ju ghall-liment jir¢ievi ilment, is-Senior Grievance Officer tirrikonoxxi li tkun
ir¢ieviet l-ilment. Dan ir-rikonoxximent jinkludi wkoll in-Numru Uniku ta’ Referenza (URN)
allokat ghall-ilment, li jikkonsisti fis-sena kalendarja f¢ifri, sing u n-numru tal-ilment
f'sekwenza ta’ sottomissjoni.

1.2.14. Id-dejta bazika kollha ta’ min idahhal I-ilment tkun irregistrata fir-Registru tal-URNSs.

1.2.15. Kullilment li jinvolvi direttament lis-Senior Grievance Officer ghandu jigi riferut lill- Principal
u CEO tal-MCAST. Min iressaq I-ilment ghandu jkun infurmat dwar din il-bidla.

1.2.16. Qabel kull forma ta’ investigazzjoni rigward kwalunkwe ilment ipprezentat lill-Uffi¢¢ju tal-
liment tal-MCAST, is-Senior Grievance Officer tibghat bl-email kopja tal-Politika u I-
Pro¢edura tal-Uffic¢ju tal-llment lil min ikun gieghed iwassal I-ilment. Is-Senior Grievance
Officer tistieden lil min iressaq I-ilment lill-ilmentatur ghal-laggha ta’ kjarifika biex jigi zgurat li
jkun hemm ftehim ¢ar u miftiehem b’mod komuni tal-allegat ilment.

1.2.17. Is-Senior Grievance Officer ghandha d-diskrezzjoni li taghti parir lill-ilmentatur biex
iwaqgaf I-ilment f'kaz li l-allegat ilment ma jkollux provi ta’ sostenn jew meta jkun stabbilit
b’mod ¢ar li I-ilment allegat m’ghandux bazi biex jiggustifika I-investigazzjoni tieghu, jew
fkazijiet meta I-ilment huwa null u ‘frivolu’ lil hinn minn kull dubju ragonevoli.

1.2.18. Meta, fil-laggha inizjali bejn is-Senior Grievance Officer u I-ilmentatur jirrizulta, li dak li
gieghed jigi rrappurtat huwa kwistjoni li tehtieg parir jew appogg professjonali estern, is-
Senior Grievance Officer tindika u tissuggerixxi t-trig ‘il quddiem ghall-benesseri ta’ min
iressaq l-ilment.

1.2.19. Is-Senior Grievance Officer tinforma lill-parti /partijiet li kontrihom ikun indirizzat I-ilment.

1.2.20. Meta jirrizulta li I-ilment diga jkun gieghed jigi investigat minn xi hadd fl-MCAST stess jew
minn korp kompetenti iehor barra mill-MCAST, bhal grati, is-Senior Grievance Officer
tissospendi l-investigazzjoni tal-Uffic¢ju tal-liment u tinforma lil min iressaq I-ilment dwar
decizjoni bhal din.

1.2.21. Meta jkun stabbilit li min iressaq I-ilment jixtieq jaghzel il-proc¢edura formali tal-ilment, is-
Senior Grievance Officer tibghat il-Formola tal-Pro¢edura tal-liment lill-ilmentatur, fejn I-
individwu huwa mistenni jirritornaha fl-Uffic¢ju tal-llment tal-MCAST mimlija, kif indikat u kif
suppost.

1.2.22. Is-Senior Grievance Officer tal-MCAST izzomm rekord tad-dokumenti, lagghat u
korrispondenza kollha relatata ma’ kull ilment. Kopja tad-dokumentazzjoni kollha hija
replikata u mizmuma fexternal hard disk.

1.2.23. Is-Senior Grievance Officer tfassal ir-Rapport tal-Opinjoni Finali. Ladarba dan jigi konkluz,
jintbaghat lill-Prin¢ipal u CEO tal-MCAST ghall-approvazzjoni finali tieghu, emendi suggeriti
jew rifjut shih.

1.2.24. Wara t-tlestija tar-Rapport tal-Opinjoni Finali, is-Senior Grievance Officer tiltaga’ mal-
Principal u CEO tal-MCAST sabiex tic¢ara kwalunkwe kwistjoni rigward I-ilment gabel titiehed
decizjoni mill-Principal u CEO tal-MCAST. II-Prin¢ipal u CEO tal-MCAST jiffirma I-
approvazzjoni tieghu fit-tagsima B tar-Rapport tal-Opinjoni Finali tal-Uffic¢ju tal-liment.
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1.2.25. Is-Senior Grievance Officer tinforma bil-miktub lil min iressagq I-ilment dwar ir-rizultat tieghu

/ taghha.

1.2.26. Min iressaq I-ilment, jekk ikun jixtieq, jista’ jappella kontra I-Opinjoni Finali tal-Uffi¢¢ju tal-
llment billi jinforma
tieghu/taghha li jikkontesta/tikkontesta I-Opinjoni Finali.

immedjatament lill-Prin¢ipal u CEO tal-MCAST dwar [-intenzjoni

1.2.27. Fi kwalunkwe appell, is-Senior Grievance Officer b’'mod awtomatiku tibghat is-sejbiet u I-
konkluzjonijiet kollha taghha li¢-Chairperson tal-Bord tal-Appelli ghall-liment.
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