	

Recruitment Agency Agreement

Between:							(hereafter “the institute”

And:								(hereafter “the Agent”)

Contact Person:							Date: 

Location

Terms of Agreement

This agreement continues from the date of signing until cancelled in writing by one of the two signatories, and the terms of the agreement may be changed only by mutual written consent. Fourteen days’ notice to the other party is required for such changes or cancellation to come into effect.

1. Services to be provided

A. The institute will provide the following services to the Agent:
	
1) Full documentation in respect of the institute its programme prescriptions and fees, facilities, enrolment procedures and acceptance criteria, including updates when information previously provided is superseded.

2) Materials which the Agent may use in promoting the institute to prospective students.

3) Full and timely information in respect of the enrolment process for students recruited by the Agent.

4) Regular information on the progress of students recruited by the Agent for study at the institute if so requested, by the Agent in writing, provided that such disclosure does not breach the Privacy Act 2020.

B. The Institute will provide the following services to students recruited by the Agent for study at the Institute.
	
1) Industry tuition as described in the programme outline.

2) All reasonable assistance regarding health and safety while enrolled at the Institute.

3) Pastoral care for the student as required under the Education (Pastoral Care of Tertiary and International Learners) Code of Practice 2021

C. The Agent will provide the following services to the Institute:
	
1) The Agent will have sufficient knowledge of the programmes offered and the Terms and Conditions of Enrolment in order to represent the Institute in a professional manner and be able to provide this information to potential students.

2) The Agent must be sufficiently familiar with the requirements of Immigration New Zealand to provide assistance to students on student visa issues, as may be required. The agent must also declare if they help the student with the visa process on the visa application form.

3) Unless organised by the Institute, the Agent shall ensure that students have adequate personal, medical and travel insurance cover for the duration of their enrolment at the Institute.

4) The Agent shall not claim authority to make any payments on behalf of the Institute, or to make any agreements except with prospective students for programmes which the Agent is authorised to offer.

5) The Agent shall advise the Institute of any particulars of the student’s personal circumstances which might affect the Institute’s willingness to enrol the student, including health and behavioural issues and the student’s records at previous study institutions.

6) The Institute reserves the right to accept students from other Agents. The Institute reserves all responsibilities relating to students’ academic progress at the Institute and the Agent is not entitled to request changes of programme or level of study.

D. The Agent will provide the following services to the student (if applicable)
	
1) If organising payment of programme and administration fees to the Institute on behalf of the student, payment will be in accordance with the deadline for payment set out by the Institute in its Terms and Conditions.

2) If organising payment, be responsible for all bank fees, including transfer fees and currency conversion charges, which may be associated with payment of fees to the Institute; no part of the bank fees may be deducted from the amount due to the Institute.

3) Provide the student assistance with identifying the appropriate accommodation for their time of study in New Zealand by liaising with the accommodation provider.

4) If providing assistance with a student visa, follow the requirements of clause 1(C) (2)

2. Commission Arrangement
	
The Institute will pay to the Agent a commission for each student recruited by the Agent for study as follows:

1) The Institute will pay commission to the Agent only if the Agent advises the Institute of the student’s intention to enrol more than one day (24 hours) before the enrolment application is received.

2) The Institute will pay to the Agent ……% of tuition fees for the programme(s) in which the student enrols.

3) The Agent, if paying on behalf of the student, must pay to the Institute the full amount of the tuition fees for the programme(s) in which the student wishes to enrol, in order to confirm the student’s place in that programme. The Agent may not withhold the commission from the payment of fees.

4) The commission will be paid ……….. working days after the start of the student’s period of study or ………. working days after the institute has received the payment from the Public Trust, whichever is the later.

5) No commission shall be paid on non-tuition fees, including enrolment, programme materials, homestay placement fees or homestay fees.

6) The Agent, if paying on behalf of the student, shall pay all taxes on the commission and all bank fees associated with the payment of the student’s fees to the Institute and the commission to the Agent.

3. Scope of the Agreement
	
	The Agent is not authorised to offer variations to the Institute’s fee and programme schedules, and the Agent must meet any discounts which he chooses to offer to students. Any charges which the Agent wishes to make to students must be consistent with responsible local practice in the Agent’s area and the amount and purpose of such charges must be made clear to the student.

	The Agent consents to Immigration New Zealand releasing the following information, if requested by the institute.
		
· Agent performance data, based on total student visa application volumes.
· This data can be global performance, or market specific and cover any data range.
· The performance data will include, where possible/relevant, reasons for decline decisions.
· INZ will also disclose any instances of fraud or misrepresentation by the agent, regarding any applicants that they have represented.

4. Code of Practice
	
The Agent must be familiar with the requirements set out in the Education (Pastoral Care of Tertiary and International Learners) Code of Practice 2021and agree to abide by the requirements of the Code as it affects their role to recruit international students. The Code can be accessed on the NZQA website www.nzqa.govt.nz/providers-partners/caring-for-international-students/

The code has been translated into various languages and is accessible on the website.

“……………… will terminate any contract with an agent if there is evidence that the agent has been involved in any serious, deliberate and ongoing conduct that is false, misleading, deceptive or in breach of the law or have jeopardised the signatory’s compliance with the code” 


I have read, understood and agree to abide by all the conditions and requirements for recruiting international students for the ………………………...


Signed 						Signed:

						

For the Institute					For the Agent 

Name:
Position:
Company Name: 

	           
