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Purpose

The purpose of this policy and procedure is to ensure a consistent, open and transparent approach to the monitoring of
Education Agents and to make clear the grounds on which an agreement will be terminated. ASMI requires that education
agents act ethically and accurately represent ASMI's offerings, consistent with the Standards for Registered Training
Organisations (RTOs) 2025, Clause 4.1, and relevant provisions of the National Code

Scope

Any person/organisation who is formally engaged by Australian Skills Management Institute (ASMI) to promote its
courses with the intention of recruiting students for ASMI shall be required to be approved by the Chief Executive Officer
(CEO) of ASMI who shall initiate an Agent Agreement. The CEO shall ensure all monitoring processes and termination
conditions are included in the agreement in accordance with the National Code of Practice for Providers of Education
and Training to Overseas Students 2018 (National Code).

Monitoring Agent Activities

To ensure that ASMI is using reputable agents, ASMI will initiate a monitoring procedure with all active agents.
Prospective agents must provide names and contact details of two referees. Referees’ reports will be checked and
assessed by the CEO or delegate.

All education agents must submit a report of their activities once every six months. This report is to outline the
promotional activities that have been undertaken on behalf of ASMI and include any students that have been contacted
or recruited to enrol with ASMI (e-mail will suffice). This report will cover:

i) current practices

ii) ensure current marketing materials are being used

ii) any issues or concerns

iv) all agent material and relevant documents will be reviewed periodically and updated accordingly.

This report will be taken and kept in the agents file. Contact with the agent will be made via email every six months
and will be noted when a review is undertaken by ASMI.

Where the monitoring of agents indicates a deficiency or non-compliance with legislation or the National Code, training
and/or the provision of additional information in relation to the expectations of ASMI will be provided.

ASMI will undertake monitoring of the education agent periodically, the actual methods/procedures for monitoring
performance may include but is not limited to:

i) visits to education agent’s offices and face-to-face meetings where feasible
i) telephone/teleconference meetings
iii) documented comments taken when speaking or visiting the agent

iv) regular reports from the agent
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v) feedback from students recruited by the agent

vi) surveys of students and/or parents of students recruited by the agents
vii) surveys of agents

viii) performance benchmarks included in the Education Agent Agreement

ix) spot checks by ASMI, e.g. observing the agent at work at Education Expos, website audits (use of logo and other
marketing materials)

x) quality of students (completion rates, number of students reported to Department of Home Affairs
xi) conversion rates of successful enrolments from letters of offer
xii) recommendations from within the industry
xiii) informal feedback from industry colleagues.
Ongoing monitoring may result in ASMI terminating an agent’s appointment in circumstances where:
i) ASMI has reasonable grounds for believing that an agent may have been engaged in unprofessional conduct;
ii) the agent has consistently underperformed; in relation to the number of referred enrolments;
ii) the agent has misrepresented ASMI and the courses and services it offers;
iv) the agent has not been compliant with relevant legislation and regulations; and/or
v) an agent has not been compliant with the terms and conditions of the agreement.
ASMI will periodically analyse:
i) the number of student applications and their quality and completeness;
ii) the conversion rate of student applications to CoEs;
i) the incidence of visa rejection; and
iv) the conversion rate of CoEs to actual enrolments.

The overall performance of each agent will be audited annually, approximately one month before the expiry/renewal
date of the agreement. ASMI will evaluate the agent’s performance, including:

i) the agent's compliance with the authorised agent agreement;

i) the number of students the agent has recruited and the conversion rate of student applications to CoEs, the visa
rejection rate, and the conversion rate from CoEs to actual enrolments;

iii) the reasons, where relevant, for applications from potential students not proceeding to final enrolments;
iv) information from students or third parties regarding the agent;
v) the quality, accuracy and currency of information and advice provided by the agent to students; and

vi) the overall quality and value of the appointment to ASMI.

Termination of Agreement

Should ASMI at any time become aware of an agent being negligent, careless or incompetent or of having engaged in
false, misleading or unethical advertising and recruitment practices, including practices that could harm the reputation
of ASMI and/or the integrity of the Australian education and training system, ASMI shall take immediate corrective and
preventative action, where:
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i) preventative action could include training sessions for agents and ensuring they have all the material they need
to represent the provider accurately and professionally;

ii) corrective action may include providing additional information/material or targeted training in, for example, the
expectations of the provider; and

ii) corrective action may also include termination of the agreement with the education agent, and ASMI will assist
the registering body with any investigations into the conduct of the education agent.

Where the above practice(s) by an agent is identified the CEO of ASMI is responsible for ensuring there is a change of
the practices causing concern through counselling the agent or for terminating the agreement. Any counselling or
termination of agreements shall be documented within the agent file.

ASMI may immediately terminate the agreement by notice in writing to the agent if the agent fails to remedy or
adequately address any breach of the agreement within 14 days after being given notice in writing requiring the breach
to be remedied or adequately addressed by the agent, or in the event of substantial breach without any previous notice.

Additionally, ASMI can immediately terminate the agreement and with immediate effect in the event that:
i) the agent commits an act of bankruptcy, or

i) ASMI becomes aware of the agent being engaged in false, misleading or unethical advertising and recruitment
practices, including practices that could harm the integrity of Australian education and training, or if it reasonably
suspects dishonest practices by the agent.

ASMI will terminate the agreement with an agent if ASMI becomes aware of, or reasonably suspects, the engagement
by that agent or an employee or sub-contractor of that agent in unethical conduct as set out in National Code Standard
4.3. Where an individual employee or sub-contractor of the agent was responsible for the unethical conduct, and the
agent has terminated the relationship with that individual employee or sub-contractor, termination of the Education
Agent Agreement is not required as set out in National Code Standard 4.4. The agent must terminate any agreement
with an employee or subcontractor if the agent becomes aware of, or reasonably suspects, dishonest practices, including
the deliberate attempt to recruit a student where this clearly confiicts with the obligations of registered providers under
National Code Standard 7 (transfer between registered providers, whereby a receiving registered provider must not
knowingly enrol the student wishing to transfer from another registered provider's course prior to the student completing
six months of his or her principal course of study) or any of the other dishonest practices outlined above.

Upon termination of this agreement, the agent must:

i) submit all applications and fees from prospective students received up to the termination, and

ii) immediately cease using any advertising, promotional or other material supplied by ASMI and return all material
by registered mail or a reputable courier.

Where an agreement with an education agent is terminated or suspended, ASMI will notify any affected students as
soon as practicable and provide information on ongoing support or alternative points of contact.

All commission payments owing to a agent whose agreement is terminated or not renewed from fee payments made by
their clients prior to the expiry date of their agreement will be honoured.

If an authorised agreement is terminated on the basis demonstrated or reasonable suspected unethical, unprofessional
and/or criminal behaviour, the CEO will immediately cease payment of agent commission fees which would otherwise
become payable from the date of termination.

Related Documents

Policy and Procedures

P04 Educational Partnerships Policy and Procedure
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Document Amendments

Details ‘ Version Date

Initial document creation 1.0 13% March 2015
Procedure review and update to conform to new template 2.0 18" May 2018
Minor amendments to conform with the 2025 Standards for RTOs 3.0 27™ May 2025
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