WELCOME TO THE MALTA FA
You are a respected member of this organisation because you love the
game and you possess skills off the pitch. But what you may not know
is that you belong here because the team-mates who placed their
trust in you believe that you share the same vision and core values as
we do. This is very important as these values define who we are and
help us attain our goals.
Your commitment towards this collective effort is essential for the
Malta FA to move forward. We strive to create an environment where
our staff have the skills and the confidence to fulfil their potential
while making a positive contribution to the Malta FA. Your
commitment is valued and in return, we are committed to providing
you with opportunities in terms of personal development and career
progression.
As we continue to move ahead during these challenging but exciting
times, we strive to remain motivated, forward-looking and responsive
to the needs of our employees. We equally hold our employees to the
highest standards of ethics and exemplary conduct to ensure a
healthy and collaborative environment. There is no room for
negativity as we are willing to work with like-minded people who are
excited about coming to work every day.
We have a common goal - to develop on and off the field of play
Welcome to the Team

Bjorn Vassallo
President

Angelo Chetcuti
General Secretary
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1. Introduction
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1.1 Objective
The objective of these Internal Organisation Regulations is to maintain
and consolidate the good relations between the Malta
Football Association (Malta FA), as an employer, and its employees by
providing the latter with information on the general conditions of
employment.

1.2 Scope
These policies and procedures, intended for all full–time and part-time
employees, are based on the shared recognition that the Malta FA is
dynamic and unique due to the nature of its activities. This
dynamism is also reflected in its human resources policies,
procedures and systems in the best interests of both the Malta FA
and its employees.
These regulations are an integral part of each employee’s individual
contract of employment and supplements the agreements
reached therein. In accordance with their scope of application and
regulatory area, all clauses remain subject to any mandatory legal
provisions and any other directives and guidelines issued by the
Malta FA. Any agreements that deviate from these directives shall
only be valid if they are in written form.
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1.3 About us
Our Vision
Football as a source of pride, joy and inspiration for the whole nation.

Mission
The Malta Football Association is committed to growing and improving
the game of football and the people in it at all levels; fostering a
positive social change to embrace a sporting culture; championing
national pride and unity as we strive to achieve high standards and
inspire people.

Our core values
Dynamic
We are proactive and passionate in delivering the highest standards
of performance.
Socially Responsible
we are inclusive and open to all, regardless of gender, ability, age,
religion, sexual orientation, politics or race.
Trustworthy
we are open, honest and shall strive to instil trust in our institution
and competitions in a manner that reflects the highest standards of
integrity.
KNOW THEM. LIVE THEM. RESPECT THEM daily.
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1.4 How we look

1.5 Key contacts & information

Head Office Reception

Technical Centre Reception

23386000

23386350

info@mfa.com.mt
HR Department

Security Office 24/7

hr@mfa.com.mt

99312173

Malta FA Online Directory
https://maltafa.sharepoint.com/

1.6 Online systems
Technology is central to our operations. All employees have access to
the Malta FA online systems (COMET, info.mfa.com.mt, directory
etc) which contain all the information necessary to assist you in your
daily work.
The
online
systems
are
accessible
through https://maltafa.sharepoint.com/ . We suggest you save it as a
favourite or bookmark.
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2. Our Culture
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2.1 Teamwork and Communication
The Malta FA is only as good as its people. A team functions at its best
when the players understand their role, show a sound work ethic and
pull in the same direction as their team-mates.
Teamwork. The Malta FA chose you because we believe that you
share our vision and core values. We share and discuss our ideas
openly, freely and without fear. We ask for and accept input because
we want to work efficiently and collectively as a team.
Communication is essential for the smooth running of any team.
Regular meetings within each department are recommended in
addition to a monthly a staff roundtable meeting to discuss the
projects of every sector, in the process facilitating communication.

2.2 Red Card to discrimination
We are committed to providing equal opportunities without
discrimination, upholding the values of respect and tolerance.

2.3 Football is played at all hours
Our core business is football and football is played outside normal
working hours. We expect all our employees to be flexible in the
knowledge that their working hours are guided by the requirements
of the Association. Moreover, employees are expected to give their
contribution when asked to serve on the Malta FA boards and
committees. Please refer to section 5.2 for information about the
working hours.
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2.4 We are football…
Training is highly encouraged! Keep your body
mind healthy!

and

The Malta FA will endeavour to motivate and help its employees to
actively embrace its culture of personal development, on and off the
pitch.
Talk to HR about our

training schemes!
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3. Responsibility
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3.1 Respect
a) Employees shall treat stakeholders and colleagues with respect,
and contribute towards a positive working environment.
b) Employees shall protect the interests of the Malta FA at all times
and carry out the responsibilities and tasks entrusted to them
diligently and conscientiously. Confidentiality is a must.
c) Employees shall not offend the dignity of a person or group of
persons through contemptuous, discriminatory or denigratory
words or actions concerning ethnicity, race, colour, culture,
language, religion, politics, gender or any other reason.

3.2 Work ethic
a) Employees shall perform all their tasks in an objective, neutral
and independent manner and to the best of their abilities, in
accordance with the Malta FA Statutes, regulations, directives
and decisions;
b) Employees shall undertake reasonable steps to acquire and
nurture all the skills needed to perform his/her function,
including sound knowledge of the corresponding regulations,
policies and procedures and other manuals issued by the Malta
FA from time to time;
c) Employees shall endeavour to take part in seminars, courses
and/or workshops organised by the Malta FA administration.
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3.3 Social Media and Email Etiquette Guidelines
In the media as well as in social media posts, employees are to refrain
from expressing partisan opinions, promote political views, endorse
candidates, make offensive or disparaging comments, and share, like
or perform any action that may be linked to or may tarnish the Malta
FA’s reputation. If you receive a request to give an interview or
comments to the media related to your role within the Malta FA,
please direct such requests to the Communications department. No
staff member is to engage in Social Media as a representative of or on
behalf of the Malta FA without the written consent of the Association.
If any employee, contractor or sub-contractor of the Malta FA is
directed by the Association to contribute to or participate in any form
of media-related work, they should act in a professional manner at all
times and in the best interst of the Malta FA.
Email Etiquette Guidelines; Refer to Annex 3 – Extract from the Malta
Football Association Code of Ethics, 2021 Edition

3.4 Financial interest and gift policy
A. Employees shall not be involved in any form of corruption or
bribery, nor urge or incite others to do so in order to gain an
advantage for themselves or third parties;
B. Employees shall not participate, directly or indirectly, in betting
or similar activities relating to football matches, and not have
any direct or indirect financial interest in such activities.
C. If offered, employees may accept an appropriate gift which is
given by a third party as a token of appreciation or service
rendered without further expectations (maximum value of
€200). If you feel that the value of the gift is excessive or intended
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to make you feel indebted towards that person or organisation,
it should be politely refused and subsequently reported to the
HR Department.

3.5 Government & Political Institutions
Employees shall remain politically neutral when liaising with
government institutions, national and international organisations,
associations and groupings. Employees who are either approached or
show an interest to participate in a political forum are to obtain
approval from the General Secretary through the HR Department.

3.6 Duty of Loyalty & Confidentiality
Employees shall protect the interests of the Malta FA at all times and
carry out the work entrusted to them diligently and conscientiously.
Every employee is obliged to maintain absolute confidentiality with
regard to facts, processes and information that may come to his/her
attention during his/her work. This responsibility (loyalty and
confidentiality) applies during the duration of the employment with
the Malta FA as well as after the termination of his/her employment
and for an indefinite period.
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3.7 Protection of Data
a) The Data Protection Act includes provisions to ensure that
organisations protect the personal data of their employees. The
Act aims to prevent unauthorised access and requires proper
steps to be taken to safeguard personal data when it is
processed by the Malta FA or on its behalf.
b) Exercise caution when sharing personal data to any other user.
c) A person/s who is not part of the Malta FA should NOT be given
access to the Malta FA database(s) – manual or computerised –
without the written agreement of the General Secretary.
d) Personal data shall not be kept for a period that is longer than
necessary, having regard to the purpose for which such data is
processed. Accordingly, personal data shall only be kept for
those periods determined from time to time as approved by the
General Secretary.
e) Any breach of the Data Protection Act by employees will be
considered as serious misconduct and may lead to disciplinary
action. In case that further guidance is required, employees are
encouraged to consult the HR Department.

3.8 Intellectual property rights
All intellectual property rights, including copyright pertaining to the
results of work, research, papers, design and technical studies that the
employee produces or is involved with during the performance of his
activities and the fulfilment of his contractual duties, shall belong
exclusively to the Malta FA.
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3.9 Handling of valuables
Every employee who is entrusted with the safekeeping and/or
distribution of value-in-kind items and all forms of Malta FA valuables
is obliged to take all the necessary measures to ensure that the items
are stored in an appropriate and secure repository.

3.10 Discrimination & Harassment Policy
The Malta FA does not discriminate against staff on the basis of age,
disability, gender reassignment, marital or civil partner status,
pregnancy or maternity, race, colour, nationality, ethnic or national
origin, religion or belief, sex or sexual orientation.
All Malta FA staff shall work together to ensure that the mutual
interests of the organisation and its staff are safeguarded.
Each employee has a personal responsibility to help in creating an
environment free of discrimination and harassment. This can be
achieved through awareness and sensitivity towards others, by
following guidance in these Internal Organisation Regulations, by
ensuring that the standards of conduct (both their own and those of
their colleagues) do not cause offence, and by reporting conduct that
is inconsistent with this policy to the HR Department. Employees’
duties under this policy will extend to work-social events and dealings
outside of the workplace if they are considered by the Malta FA to fall
within the course of the employees’ employment.
The dignity of all employees shall be respected, and the management
and staff of the Malta FA shall not indulge in offensive or harmful
behaviour, with the aim of ensuring a pleasant and collegial work
environment.
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All employees have a right to work in an environment free of the
demoralising and degrading effects of offensive or improper conduct.
Harassment, sexual harassment and bullying of any kind and
especially that based on race, gender, religion or creed, sexual
orientation, gender, gender identity, disability, or other such personal
characteristic, are entirely inconsistent with the organisation’s drive
towards providing a respectful, professional and dignified workplace
and will not be tolerated, whether committed by or against a manager,
co-worker, client, supplier or visitor.
Furthermore, any form of harassment and/or bullying is not only
prohibited but actively tracked and eliminated. The highest attention
and confidentiality will be given in addressing discrimination and
harassment issues to ensure effective prevention.

3.11 Procedure
Any employee who believes that he/she is being subjected to
discrimination or harassment or has observed/received a complaint
regarding such behaviour, should report the matter to the HR
Department directly.
The Malta FA will promptly investigate claims and allegations of
harassment or discrimination and based on the outcome of the
investigation, will take appropriate corrective action to the fullest
extent permitted by local legislation. Full confidentiality will be
respected at all times.
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4. Working Environment
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4.1 Equal Opportunities
The Malta FA is committed to a policy of equal opportunity in all
aspects of employment. This policy applies to all employees and job
applicants. All employees have an obligation to respect and act in
accordance with the policy.
The HR Department has a general responsibility to ensure that all
Malta FA policies conform with the equal-opportunity commitment. All
heads of department and managers have a specific responsibility to
make sure that decisions affecting individuals are taken on nondiscriminatory grounds while ensuring that this policy statement is
disseminated at all levels throughout the Malta FA.
Operating methods and selection criteria will be regularly reviewed
and monitored to ensure that individuals are selected, trained,
promoted and treated on the basis of merit and ability.
The Malta FA is committed to complying with all laws, regulations and
directives on equal opportunities and these shall prevail whenever
they conflict with the provisions of these Internal Organisation
Regulations.

4.2 Recruitment Policy
The Malta FA implements a professional approach to recruitment and
selection which helps to attract and appoint individuals with the right
competences and attributes to fulfil our aims and support our
business goals. All appointments should be based on the principle of
merit, experience, qualifications and job requirements.
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When new vacancies and posts arise, due consideration shall be given
to filling such vacancies from among serving employees. The process
of filling vacant posts through internal applications is to be concluded
within a reasonable period. The Malta FA reserves the right to issue a
direct public call or to headhunt competent individuals.

4.3 Dress code
Malta FA employees are to dress appropriately at all times. The
conventional “business casual” dress code shall apply. Fridays are to
be regarded as “Sporty Fridays”, meaning sporting apparel may be
worn. However, business casual is expected to be worn on a Sporty
Friday if the situation demands it (e.g. for meetings with external
partners or recruitment interviews).
Any employee in Malta FA uniform should pay particular attention to
wear the uniform appropriately. If wearing the uniform outside the
organisation’s premises, one is to understand that your actions will
reflect upon the Malta FA – thus we ask you not to take this lightly.

4.4 Personal Hygiene
All employees should maintain a high level of personal hygiene.
Following the onset of the COVID-19 pandemic, the minimum
requirement is that everyone should be aware of the importance of
basic hygiene.
The Malta FA will ensure that workplace hygiene and cleanliness is
achieved to the necessary standard.
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4.5 Health and Safety
The Malta FA is fully committed to providing and maintaining a healthy
and safe working environment, without risk to the employees’ health
and wellbeing. The Malta FA encourages its employees to set a high
safety standard and to foster an attitude which accepts good safety
practices as normal. All employees must take all reasonable steps to
prevent accidents and never sacrifice safety for expedience. Our goal
is to eliminate or minimize hazards that can cause accidents.
Employees who encounter any hazards should report to the Estate
Management Department.
In pursuance of this policy, the Malta FA has a Safety Officer to advise
the Association on all matters relating to health, safety and welfare,
and to oversee its implementation.

4.6 Misuse of Drugs and Alcohol
The Malta FA is a sports organisation which, by its very nature,
champions healthy and active living. The Malta FA is actively working
to maintain a healthy and productive work environment. Misuse of
alcohol, prohibited substances or selling, manufacturing, distributing,
possessing, using or being under the influence of illegal/legal drugs or
other substance abuse which renders employees unfit for duty, is
prohibited in the workplace and/or while performing work-related
duties.
In certain circumstances, the Malta FA may also take disciplinary
action if there is evidence that such an offence has been committed
after working hours. The Malta FA has the right to pursue such action,
where appropriate, to protect its reputation, or where the trust and
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confidence in the employee has been significantly undermined.
Such actions are considered a serious breach of conduct and will be
subject to strict disciplinary measures.

4.7 Smoking policy
The Malta FA sites are to be considered as non-smoking zones with
the exception of specifically designated smoking areas.

4.8 Security on Premises
All visitors to the premises are to be accompanied by a Malta FA
employee. No person should be left to wander around
unaccompanied on the premises.

4.9 Physical Fitness
The Malta FA encourages its staff to make use of its sporting facilities.
Please contact the HR Department in order to book use of the Malta
FA sporting facilities.
In addition, a collaboration between the 24/7 Fitness Club and the
Malta FA entitles the use of facilities by all staff free of charge. The free
subscription is valid from 1st July till the end of June of the following
year, and is to be renewed every year through the HR Department.
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4.10 Staff development
The right training is important for a team to reach its goals. At the
Malta FA, meeting the developmental needs of its employees is of
utmost importance. To reach this aim, the Association continuously
promotes and provides its employees with training opportunities that
will enhance their abilities and individual skills for the benefit of the
Association and their career.
The HR Department shall organise various inhouse courses to assist
the Malta FA staff’s personal development. Moreover, the Malta FA
supports employees expanding their academic qualifications through
the following programmes (Also refer to Annex 1):
Subsidy to staff employed by the Malta FA applying for courses
organised by the Technical Centre:
Full-time coaches

50% subsidy

Part-time coaches

35% subsidy

Other Full/Part-time employees

25% subsidy

Other recognised academic
qualifications

An employee can make a request for
funding up to a maximum of 75% of the
total cost of the respective course
applied for and/or a number of paid
study leave to attend the respective
course.

Moreover, the Malta FA shall incorporate additional programmes,
some even during the working day, that help foster a positive
wellness culture for both body and mind.
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5. Working conditions
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5.1 Access
Access to the Malta FA premises during and/or outside of normal
business hours will be by way of the access control reader or by any
other means provided.
The time-reporting (clock punching) processes must be adhered to
according to the instructions set by the management or HR from time
to time. Any changes will be communicated through the appropriate
channels.

5.2 Working hours
The Malta FA normal working hours are weekdays from 9.00am to
5.00pm but given that our core business is football and football is
played outside normal working hours, all employees are expected to
be flexible with their working hours guided by the exigencies of the
Association. Break times are flexible as long as employees cover an
average of eight (8) hours a work daily.

5.3 Sick Leave
a) Employees shall be entitled to the following sick leave in every
calendar year:
b) Fifteen (15) working days on full pay; and
c) Fifteen (15) working days on half pay.
d) Payment of the above-mentioned sickness benefits shall be
subject to the following conditions:1. Employees who are unable to report for work due to
sickness are to inform the Association as per established
procedure by not later than one (1) hour prior to the official
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2.

3.

4.

5.

6.

commencement of their working time by calling and
reporting their absence at the Malta FA 24/7 security office
(mobile number +356 99312173). They should also notify
their direct superior.
Payments for the above-mentioned periods shall be
subject to deductions proportionately of the amount of
any benefits to which such employees may be entitled
under the Social Security Act, 1987 or any other statutory
modification or re-enactment of these acts for the time
being in force.
All sick leave applications must be covered by a medical
certificate. Reports of sick leave not certified by a medical
doctor will be considered as absence without
leave. Hence, the employee will be subject to disciplinary
action and no payments will be effected for this absence.
Employees must report at the Security Office and to their
direct superior with the certified days of sick by not later
than close of business on the day the employee reported
sick.
The Association reserves the right to send the Association’s
doctor to visit those employees reporting sick. Whenever
the Association’s doctor visits an employee at the specified
address, the medical certificate issued by the Association’s
doctor will be the only medical certificate recognised by the
Association. The employee is obliged to give correct details
as to where the Doctor is to visit, otherwise the employee
will be subject to disciplinary action. During sick leave, the
employee is to remain at the specified residence given by
the employee. If the employee is not found at the
respective residence, the payment for sick leave will be
withheld and the employee will be liable to disciplinary
action.
In the eventuality that the employee needs to leave his/her
residence due to medical reasons, he/she must inform the
HR Department.
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e) Employees on sick leave for a period exceeding five (5) working
days must report sick on a weekly basis until the end of their sick
leave.
f) Any absence due to sickness of more than four hours in a day
will count as one day's absence.
g) In the case where an employee has to attend an outpatient
Medical Clinic/Hospital appointment for any treatment or
medical examination, the absence shall be considered as Sick
Leave, as long as the necessity for such treatment is confirmed
by the doctor or by the Medical Clinic/Hospital authorities. The
time spent away from work would necessitate certification by
the appropriate medical authority. This clause applies to
appointments which can only be done at Medical Clinic/Hospital
during working hours and the employees are to inform the
Association at least three (3) days in advance.

5.4 Public Holidays
a) Employees are entitled to all those Public Holidays as listed in
the National Holidays and other Public Holidays Act.
b) These Public Holidays shall be regulated by those conditions that
the Government may publish from time to time.

5.5 Annual Paid Leave
a) Employees are entitled to the legislated days leave per calendar
year, provided that the full-time employees, who have been in
employment for less than one year, shall be entitled to such part
of the said annual leave in proportion to the number of months
in employment.
b) Annual leave shall be applied for through the Malta FA HR
Software or by any other means provided by the Company three
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c)
d)

e)

f)

g)

h)

(3) days in advance and shall be granted according to the
exigencies of work and authorised by the direct superior. If
more than five (5) days leave are to be taken, the employee
needs to apply three (3) weeks in advance.
Leave cancellation may be authorised at the discretion of the
management.
The annual leave should be requested and fully used within the
calendar year to which it applies. Accumulation of annual leave
from one year to another will not be permitted. However,
employees may be allowed to transfer a maximum of five (5)
days to the next calendar year. Any unused leave at the end of
the calendar year in excess of five (5) days will be forfeited.
Special requests to transfer additional leave in excess of five (5)
days from one calendar year to another in special/extraordinary
circumstances, may be considered upon written applications for
such concessions.
Only in the event that an application for leave is refused due to
the exigencies of the company and work commitments, the
employee will be allowed to carry forward leave to the following
year according to law.
The Association has the right to highlight certain days as holiday
days which the employees must take from their vacation leave
entitlement.
During the year, the Malta FA hosts a number of football events
which effectively require all the Association resources to be
focused on such activities. These include the organisation and
delivery of National Teams matches, high-profile domestic
matches and major corporate events such as General
Assemblies. In light of this, any leave or out-of-office requests
will be considered only in exceptional circumstances. Such dates
will be notified to all employees in advance.
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5.6 Urgent Family Leave
a) Full time employees may utilise sixteen (16) hours of their annual
leave entitlement for the purpose of urgent family matters.
b) Urgent family leave is granted in the following circumstances:
I. Accidents to members of the immediate family;
II. Sudden illness or sickness of any member of the
immediate family requiring the assistance or presence of
the employee;
III. Situations requiring their presence during births and/or
deaths of the immediate family.
c) In such circumstances, the employee has to inform their direct
superior of the necessity of such leave as soon as possible.
d) The provisions of LN 296/2003 apply.

5.7 Special Leave
a) Bereavement Leave: In the event of death of the employee’s
spouse, children, brothers, sisters, or parents, he/she shall be
given two (2) working days bereavement leave without loss of
pay. Such leave is to be availed of immediately on bereavement.
b) Marriage Leave: Employees shall be granted three (3) working
days special leave with pay on their marriage.
c) Birth of Child: In the event of the birth of a child to the wife of
an employee, the employee shall be allowed five (5) working
days special leave with pay to be availed of within four (4) weeks
on birth. Such leave is to be availed of immediately.
d) Maternity Leave: Female employees will be granted such
special leave as provided for by current Legislation.
e) Adoption: Full-time employees are entitled to 18 weeks’
adoption leave when they adopt a child. Employees are entitled
to their full salary for the first 14 weeks of adoption leave. Should
such employees fail to report for work after the 18 weeks have
passed, or in the event that they return to work but then resign
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f)

g)
h)

i)

j)

k)

l)

or abandon their job without justification within six months from
having returned to work, they will be obliged to pay back the
salary received during special leave. These six months must
involve actual attendance at work and this obligation cannot be
satisfied if the employee concerned takes any other form of
leave during these six months.
Eligible employees are to apply in writing four (4) weeks before
stopping work in preparation for the adoption and submit the
necessary documentation as proof of adoption to the
Management.
IVF Leave: Employees will be granted such special leave as
stipulated in current Legislation.
Jury Service: If an employee is summoned to act as Juror,
he/she will be allowed the necessary time off, without loss of
pay, to attend the courts. Documentation must be provided to
cover such special leave.
Attending Medical Treatment: When an employee is attending
medical treatment to the National Injuries Board in connection
with injury sustained and reported whilst on duty, the employee
will be given leave with pay as necessary after producing the
necessary certificates.
Blood Donation: If an employee is called upon to donate blood
in an emergency the employee will be granted up to 4 hours
special leave with pay. The employee should present
documentary evidence verifying that blood was donated.
Police Witness: An employee shall be granted the necessary
time-off when he/she is required by the competent Authorities
to assist in investigations connected with the Company or its
activities provided that the employee is not the subject of such
investigations. The employee is to produce an official document
proving the request by the Authorities.
Any special leave referred to above is to be availed of by the
employee concerned immediately when the employee qualifies
for it, otherwise it will be forfeited.
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5.8 Parental Leave
a) An employee who has been in continuous employment for at
least 12 months may request in writing to be granted unpaid
parental leave in case of birth, adoption, fostering or legal
custody of a child to enable him/her to take care of that child for
a period of four months until the child has attained the age of
eight years. Parental leave can be availed of in established
periods of one month each.
b) If it emerges that employees on parental leave are abusing this
benefit, the Association may withdraw its approval for such leave
without giving any notice.
c) This entitlement is regulated by the current respective
legislation.

5.9 Employee participating in local and international
football matches/events as Supporting Staff during
normal working hours
Employees appointed as Supporting Staff both in local and
international matches/events during their working hours will be
granted special leave and will be entitled to 75% of the
established match fee paid when assigned for matches during the
core working hours (Reference 5.2). Employees have the option to
take Vacation Leave for the respective hours and are then paid the
respective full match fee.
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5.10 Employee participating in local and international
matches/events as a player or match officer/official
Employees appointed as a player or match officer/official (excluding
any direct appointment by the association or other appointments for
which the Association is compensated for the hours lost) both in local
and international matches/events, are entitled to a maximum of
fifteen (15) days per calendar year of special paid leave to cover their
absence from work. All absences directly related to the actual
duration of the specific event, such as travel days, are also to be
covered by such special paid leave.
Employees are to request
events at their earliest
written request to the
discretion of the General
Association.

special leave entitlements to attend such
possible opportunity by forwarding a
HR Department. Approval is at the
Secretary based on the exigencies of the

5.11 Out of Office
It is the employees’ responsibility to ensure that any absence from
work is registered and covered by the above approved leave policies.

5.12 Remuneration
Basic salaries plus any statutory payments are paid in arrears at the
end of each month. Payments for overtime for the current month are
paid in arrears at the end of the following month. Overtime payments
are paid according to the individual employment contract.
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5.13 Updating of Personal Data/Legal Status
It is of the utmost importance and solely within the employee’s
responsibility to ensure that the Association is formally notified of
changes in personal circumstances, especially that which results in
changes to personal or legal status (e.g.: contact numbers, address,
family status, tax status etc.) so that the Association can correctly
maintain its records. For payroll purposes, changes in tax and/or
marital status need to be communicated immediately to the HR
Department as these cannot be effected retrospectively.

5.14 Probation period
Upon recruitment, all employees (both on definite and indefinite
contracts) shall be considered to be on a probationary period as
stipulated by local legislation.

5.15 Notice Periods
The following notice periods apply in cases of employees leaving the
Association due to resignation or redundancy. Notice is not applicable
in cases of employees who are dismissed due to disciplinary matters.
Notice is considered to commence the first working day after
notification and is calculated on the employee’s continuous length of
service as per local legislation.
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5.16 Other Activities
Employees are expected to devote their full working time and
attention to their duties at the Association. It is the employee’s
obligation to inform the Association of any activity outside of working
hours. If it is deemed that such activity presents a conflict of interest
with one’s duties at the Association, the employee shall be informed
accordingly and s/he is expected to adhere to the Association’s
position. In determining whether an activity presents a conflict of
interest, the Association shall take the views of the employee.
Employees may be subject to disciplinary action should they fail to
inform the Association of engaging in external activities, particularly
where these may present a conflict of interest.

5.17 Obligation to observe rules
There is an obligation on the part of the employee to conduct
himself/herself in a disciplined and reasonable manner, to
observe the rules and regulations applicable to his/her place of
work, to carry out to the best of his/her ability the instructions of
his/her superiors and to perform his/her work to the required
standard of efficiency. Failure to fulfil any of the above is an offence
which may be subject to disciplinary action.

5.18 Offences
a) The Association may need to take disciplinary action whereby
the performance, behaviour or actions of employees are in
breach of Association policies and procedures or in case of
misconduct at the place of work.
b) The Association’s main aim is to prevent and correct any
offences, to ensure that they do not re-occur. The purpose of
this clause is to define the Association`s disciplinary
procedure to ensure that all employees are aware of what
behaviour is acceptable or not.
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The type of disciplinary action that may be taken by the Association
will vary according to the nature of the offence committed (as per
Annex 2).

5.19 Revisions
These Internal Organisation Regulations will be updated and revised
as and when required, and any changes made will be communicated
to all staff. The latest copy of these regulations is available from the
HR department. Employees are always encouraged to put forward any
questions or comments to the Management team should there be any
suggestions, clarifications or updates.

5.20 Application
The work relationship between the Malta FA and its staff is regulated
by, in order of precedence, Maltese law and by any applicable
individual employment contract, followed by these regulations and by
any internal directives, all of which are assumed to be an integral part
of the employment relationship between the Malta FA and each of its
employees.
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5.21 Disciplinary Process in case of Breach of Conduct
Any employee who voluntarily or involuntarily commits offences
which infringe the Malta FA policies, procedures and any other workrelated misconduct will result in disciplinary action. The Association
will review each case on its own merits and will take disciplinary action
as deemed fit in accordance with the below process. Please refer to
Annex 2 for detailed information.
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Granting of subsidies for courses organised by the
Technical Centre
The Technical Centre in consultation with your office have agreed
that with immediate effect will be putting into operations the
following subsidies to employees of the Association that will be
undergoing courses organised by the Technical Centre.
The subsidies will be as follows:In the case of
a) Full Time Coaches employed with the Malta FA within the
Technical Centre and who have applied for the respective
course organised by the same Technical Centre, the FA will
grant them a 50% subsidy on the costs of the course;
b) Part Time Coaches employed with the Malta FA within the
Technical Centre and who have applied for the respective
course organised by the same Technical Centre, the FA will
grant them a 35% subsidy on the costs of the course;
c) Other Malta FA employees whether Full or Part Time and who
have applied for the respective course organised by the same
Technical Centre, the FA will grant them a 25% subsidy on the
costs of the course.
All employees benefitting from these subsidies could be requested
to provide lecturing/mentoring/supervisory duties within the coach
education programme or any other programme identified by the
Malta FA Technical Centre. This will be established upon approval
of the subsidy.
Interested employees would be required to make a formal request
in writing to the Malta FA General Secretary and copy the Technical
Director for the granting of a subsidy to undergo the specific
course in which the employee is interested.
The Association has the right to grant ad hoc assistance is so
approved by Top Management.
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Annex 1 - Staff Development - Sponsorship Agreements
At the Malta FA meeting the development needs of its employees is
amongst its major and long- term aims. To reach this aim it
continuously promotes and provide its employees with training
opportunities which will enhance their abilities and individual skills for
the benefit of the Association and their career.
An employee can make a request for the funding of a maximum of
75% of the total cost of the respective course applied for or/and a
number of paid study leave to attend the respective course.
Approval for both the funding of courses and study leave are at the
discretion of the General Secretary. Once the approval is given the
employee signs an undertaking binding herself/himself to serve the
Malta FA for a given period, as stated hereunder, from the date of
termination of her/his studies –

Duration of Paid Study Leave / Total cost paid by Malta
FA to finance study course

Period for
which the
beneficiary will
be bound to
serve

Up to 1 week duration or up to €500 expenses

3 months

Above 1 week and up to 1 month or up to €1000 expenses

6 months

Above 1 month and up to 3 months or up to €2000 expenses

9 months

Above 3 and up to 6 months or up to €3000 expenses

1 Years

Above 6 and up to 9 months or up to €4000 expenses

2 Years

Above 9 and up to 12 months or up to €6000 expenses

3 Years

Above 12 months or up to €8500 expenses

4 Years
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a) Calculation of the period for which the employee will be bound
to serve should be made as follows:
• Where fees are involved the period for binding should be
calculated on the total cost paid by Malta FA.
• Where salary only will be paid (Paid Study Leave) the period
for binding should be based on the duration of study leave
granted.
• Where expenses involve fees and study leave the binding
period shall be left at the discretion of the General
Secretary in consultation with the Human Resources
Director. It is understood that a reasonable agreement is
reached in these cases.
b) Requests for study sponsorships should be addressed to the
Human Resources Director and should include Course Name,
University/Institute Name, MQ Level, Duration of Course
including termination date.
c) On approval of the study sponsorship agreement the employee
is requested to sign a study sponsorship agreement as per
Appendix 1 attached.
Employees on a definite contract whose period requested to
serve is longer than the duration of the contract will be liable to
pay the Association the amount funded in proportion to the
duration of service rendered after the respectively completion of
the course/training, in the circumstances that the contract is not
renewed
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Annex 2 - Disciplinary Procedure
Any employee who voluntarily or involuntarily commits offences
which infringe the Malta FA policies, procedures and any other workrelated misconduct will result in disciplinary action. The Association
will review each case on its merits and will take disciplinary action as
deemed fit per the below process.
a) Offences leading to verbal warning – In case of Minor
Offences, such as but not limited, to failure to adhere to
Association Policies and Procedures and failure to achieve the
required standard of performance, these are normally
satisfied with a Verbal Warning and a note of the conversation
is kept on file
In case of three (3) repetitive Minor Offences leading to a Verbal
Warning, the third offence will lead to a Written Warning.
b) Offences Leading to Written Warning - When Serious
Offences occur, such as, but not limited to, gross negligence,
insubordination, persistent idleness, consistently performing
bad quality work, performing bad quality work leading to
damage or loss to the Association, unauthorised absence,
leaving the Association premises during working hours
without authorisation, the employee will be issued with a
Written Warning.
In case of a second Written Warning offence within a period of one (1)
year, the employee will be issued with a Final Written Warning which
remains valid for one (1) year. Should the Employee commit any other
offence within the one (1) year period, the employee may be liable to
dismissal. Repetitive similar offence/s within a period of six months
can lead to dismissal.
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c) Offences Leading to suspension or dismissal – In case of very
serious offences, including but not limited to those outlined
below, the Employee may be liable to either suspension
without pay or outright dismissal.
i.
ii.
iii.
iv.
v.
vi.
vii.

viii.

Gross Misconduct
Repetitive offences for which a warning has already
been issued
Repetitive or gross insubordination to instructions from
superiors
Persistent idleness or negligence in carrying out duties
Stealing, bribery, fraud or willful damage from/or to
Association property
Using physical violence, threatening, harassment,
intimidation and/or assault
Misappropriation of items or goods which are the
property of the Association, its employees and or its
customers
Serious Criminal offences both within and outside the
Association premises that fall within the jurisdiction of
the Maltese Court of Justice whereby the employee is
found guilty.

The above is not an exhaustive list but is merely intended as a
guideline to explain the gravity of the actions committed in case
dismissal is being considered.
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Disciplinary Process
a) Reporting: Following the alleged commission of an offence, a
written report will be filed with the HR Department containing
the details of the case/misconduct.
b) Investigation and Charge: Once the report has been submitted,
an investigation into the circumstances of the case will be carried
out immediately and a Charge against the employee will be
issued by the HR Department. The Charge is to be issued within
reasonable time and in such a way so as not to prejudice
investigations for Management to ascertain that a valid case
does exist for the employee to be so charged.
The Charge shall be made in writing and shall contain a description of
the offence and a brief summary of the facts leading to that alleged
offence.
c) Contestation: The employee being served with such a Charge
will have five (5) working days within which to contest the
Charge. If the employee decides to contest the Charge, this
should be done in writing and delivered to the HR Department
within the afore-mentioned stipulated time period. Where the
employee does not contest such a Charge, he/she would be
deemed to have admitted the Charge.
d) Hearing: In the case of a Contestation of Charge being duly
received by the HR Department, the employee will be notified of
a date and time that a hearing in front of the Association’s
Disciplinary Board will be convened, at least five (5) working days
prior to the hearing date, when the employee will have the
opportunity to state his/her own case. If the employee so
chooses, he/she is free to be assisted by any third party of
his/her own choice. In case of an employee who does not
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present himself for the hearing a decision is still taken in his/her
absence.
e) Decision: The decision of the Association’s Disciplinary Board
shall be considered final.
f) Suspension of Work: An employee may be suspended by the
Association during the course of investigations and/or
disciplinary proceedings, and/or criminal proceedings, where, in
the Association’s opinion, his/her retention is in conflict with
his/her duties and responsibilities in the Association.
The period of suspension for alleged offences within the Association
will not exceed one (1) year. For alleged criminal offences within and
outside the Association there will be no such limit.
During the period of suspension for alleged offences within the
Association, the employee shall receive half of his/her salary. No pay
shall be given to employees suspended in connection with criminal
offences within and outside the Association.
If, at the conclusion of the investigations into alleged offences within
the Association, the employee is found not guilty of what he/she had
been suspended for, he/she will be fully reinstated in his/her former
post and refunded the pay withheld.
In the case of employees found not guilty of alleged criminal cases
outside the Association, the employee will be fully re-instated in
his/her former post but will not be refunded for the pay withheld.
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Annex 3 - E-Mail Etiquette Guidelines
Email is often used to communicate with other entities, partners and
other important contacts. Although a relatively informal medium,
employees should be aware that each email they send does affect the
Associations’ image and reputation.
It’s a good idea to follow rules of good email etiquette. Users must:

• It’s a good idea to follow rules of good email etiquette. Users must:
• Not forward on chain emails or ‘humorous’ messages. These clogs
up people’s in-boxes and some topics are not appropriate for the
workplace;
• Always use a meaningful subject line rather than leaving it blank or
using a single word like ‘hello’;
• Only use the ‘important message’ setting sparingly, for messages
that really are important;
• Never ask recipients to send a ‘message read’ receipt. Many people
find these annoying and not all email services support them;
• Do not use ALL CAPITAL LETTERS in messages or subject lines. This
can be perceived as impolite;
• Be sparing with group messages, only adding recipients who will
find the message genuinely relevant and useful;
• Use the ‘CC’ (carbon copy) field sparingly. If someone really needs to
receive a message, they should be included in the ‘to’ field;
• Use the ‘BCC’ (blind carbon copy) field to send group messages
where appropriate. It stops an email recipient seeing who else was
on the email.
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