
P O L I C Y  A N D  P R O C E D U R E 

O N  T U T O R / S U P E R V I S O R 

A L L O C AT I O N S  F O R  L O N G 

E S S AY S  A N D  D I S S E R TAT I O N S

CODE: P069

Section: Academia 

Policy Owner: Academic Research and Publications Board

Procedure Owner: Chief Operations Officer – Academia and IT Department

Last Reviewed: October 2022



I N S T I T U T E  O F  T O U R I S M  S T U D I E S

Page 2 of 3

The below policy and procedure concern those students who are submitting their 
Draft Proposal Form to the ARPB.
1.	 Prior to submitting the draft proposal, the students are first expected to carry 

out research according to the title of their long essay or dissertation, and to 
brainstorm ideas preferably with a an academic/qualified expert at ITS or 
outside ITS.

2.	 The students will be provided with a database list of tutors/supervisors. This 
can be obtained from VLE under Research and Innovation. The students can 
also select an external academic for tutoring as long as the person has the 
necessary qualifications and is approved by the ARPB.

3.	 The students shall submit a Draft Proposal Form, set up by ARPB, preferably 
indicating their first and second preferred choice of tutor/supervisor for all 
long essays and dissertations. This Draft Proposal Form shall be sent on the 
stipulated deadline date to arpb.proposals@its.edu.mt.

4.	 Following receipt of the Draft Proposal Forms, the chair of the ARPB will record 
the information accordingly in a tracking sheet.

5.	 The chair of the ARPB shall then look at the first preferred choice of tutor/
supervisor on the submitted Draft Proposal Forms and check the possibility of 
the requested allocation, as academics should not be assigned tutorship duties 
for more than three students, as per the collective agreement with MUT.

6.	 However, in cases where the first preferred tutor/supervisor would have already 
been allocated to three students, the chair of the ARPB can still contact said 
tutor/supervisor and enquire whether they would like to tutor/supervise 
additional students. 

7.	 If the first preferred tutor/supervisor accepts to tutor/supervise additional 
students, the chair of the ARPB can then allocate the first preferred tutor/
supervisor requested by the student.

8.	 If the first preferred tutor/supervisor does not accept to tutor/supervise 
additional students, the chair of the ARPB shall then allocate the second 
preferred choice requested by the student. However, should the second 
preferred tutor/supervisor be already allocated to three other students, the 
chair of ARPB shall then allocate a suitable tutor/supervisor according to the 
expertise on the topic chosen by the student, and provided that said tutor/
supervisor would have not been already allocated to three other students.

9.	 If the students do not include any first and/or second preferred tutors/
supervisors in their Draft Proposal Form, the chair of the ARPB shall also 
allocate a suitable tutor/supervisor according to the expertise on the topic 
chosen by the student and provided that said tutor/supervisor would have not 
been already allocated to three other students.

10.	Should the students not be pleased with the allocated tutor/supervisor, they 
can appeal the allocation to the chair of the ARPB and give justified reasons. 

11.	 In any case, the final decision to allocate tutors/supervisors rests on the chair 
of the ARPB.

12.	The chair of the ARPB shall then forward the Draft Proposal Form of the student 
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to an ARPB member to review and check for amendments. Any requested 
amendments shall be officially sent via email to both the student and the newly 
allocated tutor/supervisor.

13.	The students shall then send the Final Proposal Form to  arpb.proposals@its.
edu.mt. Following receipt, the chair of the ARPB shall record the information 
accordingly and resend the form to the same ARPB member for approval or 
otherwise. The ARPB member shall then officially communicate approval or 
otherwise of the Final Proposal Form via email to the students. Should the 
Final Proposal Form be approved, the ARPB member shall also communicate 
the stipulated deadline dates for the draft and final submissions to both the 
students and their respective allocated tutor/supervisor.

14.	Following correction by both the tutor/supervisor and the appointed second 
reader, all coordinators shall be sent a list of the students whose Final Proposal 
Form has been accepted, alongside the name and surname of their respective 
allocated tutor/supervisor and the title of their long essay or dissertation. This 
will be done for mark collection purposes as per the Policy and Procedure on 
Corrections of Long Essays and Dissertations.


