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Agent Checklist 

 

Formal agreement in place signed by both parties? 
 

 

Does the agreement set out: 

• Expectations of each party 

• Details of the roles and responsibilities of each party 

• Obligations of each party 

• (Commission) payment criteria 

• Criteria for measuring success 

• Process of review – how do you assess competency? 

• Termination process 

• The legal jurisdiction (should normally be the English Courts (or 

equivalent). 

 

 

Does the agreement allow: 

• Provision of course information (only) 

• Help with an application to the educator 

• Help with a visa application 

• Assistance with accommodation / travel / guardian etc. 

 

 

Agent duties to: 

• Act in good faith 

• Not delegate to a third party 

• Avoid conflicts of interest 

• Not be subject to bribes 

• Not make secret profit from their position 

• Account to the educator for any benefits received. 

 

 

Have you considered local laws? Is the agent operating lawfully according to the 
laws of their place of business? Are they a properly registered business? What is 
the impact on the educator? 
 

 

Are any indemnities required? 
 

 

What is the duration of the agreement?   
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Who pays any additional costs / expenses? (EG printing of marketing material)  
Clarity on Intellectual Property – IE logos (and similar) can only be used in an 
agreed manner. 
 

 

Need to advise the school (and that the agreement may be invalidated) if: 

• Ownership of the agency changes 

• The agency accrues debts 

• The agency does not maintain its licences to operate 

• The agency gets into debt 

• Any criminal activity. 

 

Is there a requirement to visit the institution in the UK? 
 

 

How does the school ensure the agent is operating ethically and responsibly? 
 

 

Due diligence in selecting an agent: 
 

• Registered in their country of operation 

• Accredited by British Council 

• References from other clients 

• Knowledge and understanding of the UK education market 

• Knowledge and understanding of the UK visa requirements 

• What training do they run / receive? 

• How do they keep up to date? 

• Have you verified information provided by the agent? 

• Have you visited their offices? 

• Checked their website? 

• Staff numbers, turnover, allocation of duties within the agency 

• Agency client base – how do they find students? Joint attendance at 

recruitment fairs? 

• Agency specialism (e.g., sport; art and design etc). 

 

 

Have you incorporated the British Council Guide to good practice for agents into 
the contract (even if the agent is not registered with the British Council)? 
 

 

What training are you going to provide the agent? 
 

 

What support do you provide the agent? 
 

 

Do you get feedback on agent performance from the students or parents? 
 

 

Annual audit to ensure: 

• Agent activity is at the expected level 
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• Working practices are consistent with the agreement / British Council 

guidelines 

• Return on investment is worthwhile 

• Continuous due diligence regarding: support; training; performance 

review, etc. 

 

Is a risk assessment necessary? 

• Financial risk – is it worth it? 

• Reputational risk, including mis selling / misrepresentation; dishonesty; 

fraud 

• Legal and regulatory risk, including bribery; UKVI regulations; local laws. 

 

 

What are the KPIs? (EG student advice; visa refusal rate; conversion rate etc). 
 

 

Mystery shopper approach? 
 

 

British Council ethical Framework for agent relationships: 

• Integrity - being straightforward and honest in all professional and 
business dealings;  

• Objectivity - not allowing professional judgment to be compromised by 
bias or conflict of interest;  

• Professional competence and due care - maintaining professional 
knowledge and professional service, and acting diligently;  

• Transparency - declaring conflicts of interest to all clients, especially when 
service fees are charged to both the education provider and the 
prospective student;  

• Confidentiality - respecting and preserving the confidentiality of personal 
information acquired and not releasing such information to third parties 
without proper authority;  

• Professional behaviour – acting in accordance with relevant laws and 
regulations and dealing with clients competently, diligently and fairly; and  

• Professionalism and purpose - acting in a manner that will serve the 
interests of clients and the wider society even at the expense of self-
interest; recognising that dedication to these principles is the means by 
which the profession can earn the trust and confidence of stakeholder 
groups (individual clients, the public, business and government).  

 

 

Students are at the centre of the agency strategy 
 

 

 


