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Passed 
Check?

ARM to inform 
agent that they 
have not been 
successful.

Yes

No

Bournemouth University (BU) Agent Selection and Onboarding Process

Passed 
Check?

Any other 
information 
required

ARM to inform 
agent that they 
have not been 
successful.

ARM to ask 
agent for any 
additional 
information 
to consider

No

Yes

No

Yes

New 
Information 
received passed 
checked?

No

Yes

Agent reference 
satisfactory?

Send approval 
form along with 
all other agent 
information to 
HoR to approve.

Agent approved 
for onboarding?

BU International to send agent agreement 
template to sign after the following checks:
- Do we have all due dilligence documents and 
business license?
- Has the procurement SSW and liability 
waiver form been completed and approved by 
the procurement team?
- What is the expected value of the 
agreement?
- Check with legal team if a CAF is required in 
addition to the agreement.

Yes

No

No

YesForm checked by Agent 
Relations Manager (ARM) or 
Regional Manager (RM) to 
confirm if the application 
needs to proceed to the next 
step. ARM to conduct an 
initial verification on the 
agent and also consider:

- Do we need any 
representatives in the 
territory proposed?
- How established is the 
agent?
- What type of agent are they 
and how will they support 
our recruitment strategy?
- Will their recruitment 
impact our existing network 
of agent?
- Have they already sent us 
any students?
- Do they specialise in any 
particular fiels/subject or 
offer access to a new 
emerging market?
- Any risk to be considered 
with this agent?
- Are they British Council 
Certified or have any other 
certification?

Send Prospective Agent 
Questionnaire to complete 
and return to 
kgopall@bournemouth.ac.uk

Send Prospective Agent 
Questionnaire to complete 
and return to 
kgopall@bournemouth.ac.uk

ARM to liaise with Regional 
Manager (RM) and Head of 
Recruitment to review completed 
agent questionnaire and decide if 
we wish to proceed with 
recruiting the agent.

Send agent's referee BU 
agent reference form to 
complete and proceed 
with due dilligece checks.

Arrange first pre-
appointment meeting with 
agent to discuss any 
questions off the Prospective 
Agent Questinnaire and 
understand their future plans 
for BU.

Yes

ARM with the assistance 
of RM to complete due 
dilligence approval 
form  and seek appoval 
from the Procurement 
Team.

ARM with the assistance 
of RM to complete due 
dilligence approval 
form  and seek appoval 
from the Procurement 
Team.

Add agent or any sub-agent 
details to:
- Agent database 
- Newsletter distributions list
- BU website
- Admisison's list

Create an agent folder on 
SharePoint and store all 
agent documents such as 
signed agreement, 
business license, due 
dilligence checklist, 
reference form, agent 
questionannire, etc.. 

Provide agent 
access ICEF 
Train your 
agents.

Send agent Certificate of 
Representation

Complete new finance 
supplier form and confirm 
with finance that the agent 
account has been set up for 
payment.

End of selection and 
onboarding process

Complete the Agent 
Pre-Selection and 

Onboarding Tracker

Arrange for appointment meeting with agent to confirm 
approval, discuss expectations around below areas and fill in 
the Agent Appointment Planning Template:

- Introductions to key contacts at BU
- General overview of BU
- Course programme/subject areas and priorities
- How much support will the agent need?
- When and how often will training be given?
- Set targets for the academic year - student numbers, visa 
rejections, student experience, quality of applications etc..
- How will they promote BU?
- Social media marketing
- Review points
- Commission payment process and any bonus schemes
- Adherence to National Code of Ethics
- Expectations around the management of sub-agents if 
applicable
- Management of fradulent applications

BU International to proceed to 
setting up agent on SITS including 
branch office details and providing 
access to BU Agent Portal once 
agreement is signed by both 
parties. Enroly to be made aware of 
new agent details for set-up. UKVI 
to be notified within 20 days of 
setting up the new agent.

Training to include:
- BU introduction and key selling points
- Application process both for 
undergraduate and postgarduate students.
- Market specific entry criteria including 
English language qualifications.
- Scholarship details
- Tagging process
- Agent Qality Framework
-Enroly , CAS Shield
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