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AGENT’S AGREEMENT

This agreement is between The Bournemouth and Poole College, The Lansdowne, Bournemouth, BH1 3JJ, telephone 00 44 1202 205161, fax 00 44 1202 205991, email international@bpc.ac.uk hereinafter referred to as The College and:

Company:
…………………………………………………………………………………………………………………..

Address:
…………………………………………………………………………………………………………………..

………………………………………………………………………………………………………………………………………

Contact Name:
……………………………………………Position……………………………………………………………

Tel:
……………………….
Fax:
……………………………….
Email: ……………………………………….

Web site:  …………………………………………………………………………………………………………………………

Hereinafter referred to as the Agent.

The agreement provides for a non-exclusive agency arrangement for the following geographical area(s):

……………………………………………………………………………………………………………..…………………….....

TERMS OF THE AGREEMENT

The terms of the agreement are as follows:

1. This agreement sets out the basic rules on which the co-operation is based.

2. This agreement will be reviewed annually to monitor performance and may be subject to alteration or cancellation at such times.

3. An Agent cannot undertake any work on behalf of The College, until both parties have signed an agreement, and an agency accreditation certificate has been issued to the Agent.

4. The College undertakes to:

· provide all publicity materials in reasonable quantities as and when necessary

· provide a range of support services including on-line information on new courses, changes to courses, special offers, changes to UK Border Agency (UKBA) Tier 4 Rules and Regulations etc.

· visit the agents’ home market on a regular basis

· where possible support agents’ workshops/seminars for student recruitment

5. The Agent undertakes to:

i. Promote and sell the College’s range of courses, customised training and consultancy services and in so doing:

a. Select suitable students for the courses.

b. Accurately and honestly represent and portray The College and its courses.

c. Market and sell the courses at the published price contained within the promotional literature of The College (or the local currency equivalent) in accordance with The College’s policy.  Where exceptions apply they will be with the prior permission of The College.

d. Place a College entry in their brochure or other publicity material.  Ensure that The College logo is used on the Agent publicity materials with prior approval of The College (copies of The College logo are available free of charge from the International office).
e.
Not unreasonably withhold from The College fees owing on any student account.

f.
Give prior notification of marketing opportunities and organisational help when The College 
visits the Agent’s home market.

g.
Provide assistance if requested, with the translation of brochures and other publicity material, 
booking accommodation, seminars and other administrative arrangements in advance of visits.  
All translations to be authorised by the International Operations Department prior to publication.
ii. Use business contacts to promote the courses, customised training and consultancy services of The College to companies and government departments.

iii. Determine as fully as possible the training and consultancy requirements of clients for transmission to The College for a quotation.

iv. I/We acknowledge that as an Agent of The College I/we will be responsible for the payment of Income Tax and National Insurance contributions on all payments received in respect of this Agents contract (applies to UK based agents only).



h.  
To be aware of current visa regulations applying to non-EU/EEA students

6. Applications

Applications must be made on The College’s International Students Application for Admission Form.  We aim to confirm bookings by fax, email or post within five working days provided they are accompanied by the necessary documents (see International Students Application form). The Agent’s name or company stamp must be clearly shown on the application form in the section headed ‘Where did you first hear about The Bournemouth & Poole College’.  Without this commission may be withheld.  An Application/Payment letter will then be issued followed by a Confirmation of Acceptance of Studies (CAS) ID number when full tuition fees have been received by The College.
The Agent is authorised to hold the £100 non-refundable deposit on behalf of The College but will be required to forward this to The College in the event that the student withdraws after the Application/Payment letter has been issued.  In certain circumstances it may be required that the Agent forwards the £100 non-refundable deposit to The College with the International Application form.

All payments for English Language courses should be paid in full before commencement of the course.  For all other full-time courses, full payment of fees is payable 42 days before commencement of the course.  For late applications (after 42 days prior to commencement of the course), full payment of tuition fees should be sent with the International Application Form.
7. Agents Commission

Commission will be paid on tuition fees only and not on accommodation or transfer fees.  Commission is paid approximately one month after the start of the course providing that full tuition fees have been received.
Commission will only be paid on receipt of an invoice from the Agent, unless the Agent has paid net student fees.  Please note The College’s financial academic year runs from 1 August to 31 July each year.  All invoices for payment of commission must reach The College by 15 July to be included in our financial accounts.  Failure to do so may result in loss of commission.  
Commission is calculated on tuition fees at the rate of:
English Language Courses:
· 25% commission payable for all students
AS/A Level, Vocational and Access/International Access Courses:
· 20% commission payable for all students
Commission on English Language, AS/A Level, Vocational and Access/International Access Courses is paid on the first period of study only.
Higher Education Courses:
· 10% commission is paid on any Higher Education (HE) courses, Foundation Degrees and Diplomas in Higher Education. Only payable on production of a College International Students Application for Admission Form fully completed and a copy of the student’s completed UCAS form.  Commission is paid on the first period of study only.
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Commission is payable to an Agent for the first period of study.   In order to avoid confusion, if a student applies directly to The College as a result of the Agent’s work, the student’s initial enquiry MUST identify the agent responsible.  The initial identification is the responsibility of the Agent.  Failure to do so may result in non-payment of commission.

8. Payment of Fees

Payment of fees is due on receipt of The College’s Application/Payment letter, which shows the amount of tuition fees payable by the student.

Alternatively, the student may choose to pay their fees directly to The College.  In this case the Agent will receive the commission payment once the full fees have been received, the student has commenced the course and the agent sends to The College their commission payment request in the form of an invoice.

Payments are to be sent in £ sterling by bank-to-bank transfer (BACS), cheque or bank draft made out to The College, or Credit Card (Visa/Mastercard only).  All bank charges are to be paid by the Agent or student.

College bank details are:
HSBC, 242 High Street North, Poole, Dorset, BH15 1DZ, United Kingdom.
Sort code:  40-37-36
Account No:  01289187  Swift Code:  MIDLGB2111P                     

IBAN No:  GB19MIDL40373601289187
Payment of fees must be received at least 42 days prior to a student commencing studies.
9. Cancellation and Refunds

A full refund will only be made if The College cancels the course.  If the student/Agent can provide a copy of the visa refusal decision to enter the UK then a full refund, less the £100 non-refundable deposit, will be made.

Where payment has been made through an Agent, any refund will be made via the Agent.

10. College Regulations (please refer the student to our refund policy stated on The College’s International Student Application Form)

It is a condition of enrolment that the student agrees to accept and abide by The College Regulations, failure to do so may result in disciplinary action being taken. It is the responsibility of the Agent to inform the student of these conditions prior to application.

Agents must comply with the policies laid out in The College’s Regulations.  In the event of a dispute over College Regulations the matter will be adjudicated by the Director of International.
The College does not accept any liability for advice given by the Agent, which is in contravention of The College’s guidelines.

The College reserves the right to terminate the agreement immediately in writing if the Agent does not comply with any of the terms specified above.


Signed on behalf of The College:





Date:	…………………………………………





Signature:  ……………………………………





Name:  …………………………………………





Title:  …………………………………………..








Signed on behalf of the agent:





Date:  ……………………………………………





Signature:  ……………………………………..





Name:  ………………………………………….





Position:  ……………………………………….
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