PROSPECTIVE AGENT APPLICATION


	Company name
	

	Other registered business name (if applicable)
	

	Company Owner (for contract)

Title/Position

	

	Can you confirm that you are legally able/licensed to deliver the services we are contracting you for?
	

	Company registration Number (to send a copy of your certificate of registration)
	

	Year Established
	

	Please list the countries and geographical areas that you are active in
	

	Main business Address (for contract)

	

	Telephone
	

	Email
	

	Website
	

	Alternative contact name 
Title (Dr/Prof/Mr/Mrs/Ms)
	

	Title/Position
	

	Telephone
	

	Email
	

	Can you confirm if you have been involved in any significant prosecutions and what was the outcome?
	

	If Yes, please detail
	

	What do you do to minimise the environmental impact of your business operations?
	

	What measures do you have in place to provide a safe environment for your workers? Such as, Display Screen Equipment assessments for workers, regular building inspections, clear fire evacuation procedures with regular drills, constant first aid provision with trained first aiders.

	

	DETAILS OF BRANCH OFFICES                   

	City
	

	Country
	

	Date established
	

	No of staff
	

	
	

	City
	

	Country
	

	Date established
	

	No of staff
	

	
	

	City
	

	Country
	

	Date established
	

	No of staff
	

	*Add more if required

	

	SUBSIDIARIES* – a company that is owned or controlled by a parent company
Such as Facebook, Instagram and WhatsApp are subsidiary companies of Meta

	Do you or your company own, or are involved in, any subsidiary companies?’  If yes, please list

	Provider Name
	

	Years contracted 
	

	Students recruited
	

	
	

	Provider Name
	

	Years contracted 
	

	Students recruited
	

	
	

	Provider Name
	

	Years contracted 
	

	Students recruited
	

	*Add more if required
	

	
	

	DETAILS OF SECTOR TRAINING

	Have you attended any British Council or other training events in country? 
	

	Are you on a British Council list of agents for your country? 
	

	List staff that have been trained
	

	Staff Name
	

	Date certified
	

	Office Location
	

	
	

	Staff Name
	

	Date certified
	

	Office Location
	

	
	

	Staff Name
	

	Date certified
	

	Office Location
	

	
	

	Can you list other notable UK focussed training such as ICEF
	

	Can you describe how staff have been trained to understand the National Code of Ethical Practice for UK?
	

	Has your agency been found in breach of any of the standards of the National Code?
	

	SUB-AGENTS** a company that is independently contracted to work for another company

	Do you work with sub agents?
	

	How do you monitor your sub-agent staff training for British Council or ICEF 
	

	Please list the contact details of all sub-agents you work with:
	

	Company name
	

	Contact name
	

	Email address
	

	Webpage link
	

	*Add more if required
	


	MARKETING PRACTICE

	Why do you want to add BCU to your portfolio of universities that you represent?
	

	How will you sell BCU in the regions that you represent? And what support will you require?
	

	Can you upload or provide links of examples of marketing communication materials (including social media and web promotion)?
	

	Can you upload or provide links to photographs of promotional stands and office promotional areas?
	

	What services do you provide to your students? (Counselling, immigration advice, travel advice etc.)
	

	Are your services chargeable? 
	

	If Yes, how much?
	

	Which UK institutions are you currently working with? Please list all
	

	Number of students enrolled at UK Universities last academic year 
	

	Sept intake (Non foundation) (please include year)
	

	Jan intake (Non foundation) (please include year)
	

	Pathway Colleges and Foundation years (please include year)
	

	Number of students enrolled worldwide last academic year: Please list
	

	Please estimate the number of enrolments you would deliver for the forthcoming September and January intakes for BCU (exclude foundation and Pre-Masters students attending BCUIC)

	

	STUDENT QUALITY & EXPERIENCE 

	Do you have a documented process for managing student complaints? If yes, can you provide details
	

	Have you in place systems and protocols (including relevantly trained staff) to identify and avoid the submission of fraudulent or misleading student documents?
	

	What measures do you have in place to ensure that your IT and data is secure? How do ensure confidential personal info is not shared with third parties
	

	
	

	REFERENCES AND ADDITIONAL DOCUMENTS 

	Your referees should be someone at a university or college that you currently work with. One reference MUST be from a UK institution

	Name
	

	Job title
	

	Email address
	

	Telephone number
	

	In what capacity does this person know you?
	

	How long have you worked with this referee?
	



	Your referees should be someone at a university or college that you currently work with.

	Name
	

	Job title
	

	Email address
	

	Telephone number
	

	In what capacity does this person know you?
	

	How long have you worked with this referee?
	

	Any other relevant info about your company?
	

	
	

	
	

	DECLARATION
	

	I/We declare the information provided is true and correct to best of our knowledge and that we have written consent to put forward our referees 

Signature


Name


Date Signed






Definitions

Subsidiary – a company that is owned or controlled by a parent company
Such as Facebook, Instagram and WhatsApp are subsidiary companies of Meta

Sub-Agent – a company that is independently contracted to work for another company.

