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Policy Context 

Registration Manager Australian Skills Quality Authority (ASQA) 

Conditions of 
Registration 

2025 Standards for RTOs, Compliance Requirements, Credential Policy, and 
applicable ESOS / CRICOS requirements 

Codes and Standards 

National Code 2018 - Standard 1 (Marketing information and practices) and Standard 
4 (Education agents); 2025 Standards for RTOs - Outcome Standards 2.1, 2.5 and 4.4; 
Compliance Requirements and Credential Policy where relevant to international 
student recruitment, information, oversight and continuous improvement 

Legislation or Other 
Requirements 

National Vocational Education and Training Regulator Act 2011; Education Services 
for Overseas Students Act 2000; Migration Act 1958; Privacy Act 1988 

Related Documents 
Education Agent Agreement; Marketing and Advertising Policy and Procedure; 
Student Enrolment Policy and Procedure; Complaints and Appeals Policy and 
Procedure; Agent Register 
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1. Background 

MBC engages education agents to promote its courses to prospective overseas students and to support compliant 
student recruitment activities. 

Education agents represent MBC and, in practice, may be one of the first points of contact for prospective learners 
considering study in Australia. MBC therefore requires all appointed education agents to act ethically, honestly and 
in accordance with legislative and contractual obligations. 

 

2. Purpose 

The purpose of this policy and procedure is to set out how MBC engages, monitors and manages education agents 
so that recruitment activities are accurate, ethical and compliant. 

This policy also establishes the process for approving education agents, maintaining written agreements, 
monitoring performance, taking corrective action where required, and terminating arrangements where non-
compliance or unethical conduct is identified. 

This document supersedes and merges any separate MBC policy titled Agent Appointment, Monitoring and 
Management Policy and Procedure. 

 

3. Scope 

This policy and procedure applies to all MBC staff involved in international recruitment, admissions, marketing, 
student support, executive oversight, and to all education agents, sub-agents and representatives acting on behalf 
of MBC. 

 

4. Definitions 

Education agent 
A person or organisation, in or outside Australia, that recruits overseas students and 
refers them to MBC, and may provide marketing or education counselling services 
on behalf of MBC. 

PRISMS 
The Provider Registration and International Student Management System used to 
manage provider and overseas student information. 

Prospective learner A person considering enrolment in a course offered by MBC. 
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Student 
An enrolled learner of MBC, including an overseas student holding a student visa 
where relevant. 

 

5. Policy Statement 

MBC will only engage education agents under a written agreement and will maintain the details of appointed 
education agents in PRISMS as required. 

MBC will ensure that education agents are provided with accurate and current information about MBC’s approved 
courses, services, fees, admissions requirements and relevant student obligations. 

MBC will monitor education agents on an ongoing basis and will take corrective action, suspend activity, or 
terminate the relationship where an education agent or its staff, employees or subcontractors fail to comply with 
the Education Agent Agreement, ESOS requirements, migration requirements, or MBC policy. 

MBC will not knowingly accept students recruited by an education agent who is engaged in dishonest, false, 
misleading or unethical recruitment practices, or who is providing migration advice without proper authorisation 
under the Migration Act 1958. 

 

6. Agent Responsibilities 

Education agents engaged by MBC must promote MBC and its approved training products only in accordance with 
MBC’s written instructions and current approved marketing material. 

Education agents must act honestly and in good faith, avoid conflicts of interest, maintain confidentiality, and 
provide prospective students with accurate and current information. 

Education agents must understand the Australian international education system, relevant ESOS and migration 
obligations, and the Australian International Education and Training Agent Code of Ethics. 

Education agents must not access PRISMS or issue electronic Confirmations of Enrolment on behalf of MBC. 

 

7. Monitoring and Corrective Action 

MBC will review education agent performance regularly using agreed monitoring processes, including feedback, 
conversion data, student survey information, review of advertising, self-assessment and performance review 
records. 

Where a breach, concern or risk is identified, MBC will investigate the matter, seek the agent’s response, 
determine the seriousness of the issue, and apply proportionate action. 

Corrective action may include a written warning, additional training, variation of agreement conditions, closer 
monitoring, or immediate termination in serious cases. 
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8. Publication of Appointed Agents 

MBC will maintain and publish a current list of appointed education agents on its website based on the Education 
Agent Agreements Register. 

 

9. Procedure 

Step Procedure Responsibility Reference 

1 
Provide information to potential education agents 
and issue the Education Agent Information Kit and 
application form. 

Marketing / Student 
Support 

New agent enquiry 

2 

Assess the application for completeness, request any 
additional information, contact referees where 
required, and evaluate the applicant’s experience, 
location, understanding of Australian requirements 
and suitability. 

Marketing / Student 
Support 

Agent application assessment 

3 
Forward the recommendation to the PEO / CEO for 
endorsement or refusal. If approved, prepare the 
Education Agent Agreement. 

Marketing / Student 
Support; PEO / CEO 

Approval process 

4 

Issue the agreement for signing, receive the 
executed copy, add the agent to the Agent Register, 
publish the approved agent details where required, 
and enter / maintain agent details in PRISMS. 

Marketing / Student 
Support 

Agent agreement and register 

5 
Provide induction to new agents covering courses, 
admissions, marketing material, student selection, 
and relevant National Code obligations. 

Marketing / Student 
Support 

Agent induction 

6 
Provide updated marketing and operational 
information to agents whenever changes occur and 
confirm obsolete material is withdrawn from use. 

Marketing / Student 
Support 

Marketing updates 

7 

Monitor agents at least every six months through 
meetings, conversion data, student feedback, self-
assessment, review of advertising and any 
complaints or compliance issues. 

Marketing / Student 
Support 

Monitoring cycle 
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8 

Where concerns arise, gather information, seek the 
agent’s response, assess whether the matter is a no 
breach, minor breach or major breach, and 
determine action. 

Marketing / Student 
Support; PEO / CEO 

Investigation and corrective 
action 

9 

Implement corrective action, increased monitoring, 
or terminate the agreement immediately where 
false, misleading or unethical conduct is identified. 
Keep all supporting records on the agent file. 

Management / 
Marketing / 
Administration 

Corrective action / termination 

Additional agent management controls may include: 

Education agents are generally appointed for a two-year term, subject to performance review and renewal. 

Any commission arrangement must be clearly specified in the Education Agent Agreement and will only be payable 
in accordance with the written agreement and approved invoicing requirements. 

MBC will not pay commission where a student applied directly to MBC, where the agent has breached the 
agreement, or where the agent has engaged in conduct detrimental to MBC. 

Monitoring tools and evidence examples may include: 

Monitoring Activity Example Evidence 

Six-monthly review meeting Meeting notes, agenda, action list 

Application quality review Admissions spreadsheet, conversion reports 

Student feedback on agent Survey results, complaint records, file notes 

Agent annual self-assessment Completed self-assessment form 

MBC performance review Agent performance review form 

Advertising review Website screenshots, brochures, social media review 
notes 

 

10. Continuous Improvement 

This policy and procedure supports ongoing review of education agent management practices. Management 
review may consider agent performance, student feedback, compliance findings, marketing issues, corrective 
actions, breach trends and any risks requiring action. 

 

11. Confidentiality and Privacy Statement 
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Information collected and maintained under this policy will be managed in accordance with MBC’s Privacy and 
Confidentiality Policy, records management requirements and applicable privacy legislation. 

 

12. Publication 

This policy and procedure, once approved, will be available to relevant staff through approved document locations 
and will be used during staff induction and agent management activities. Relevant information will also be 
communicated to education agents as required. 

 

13. Review Processes 

This policy and procedure will be reviewed at least annually, or earlier where legislative, regulatory or operational 
changes require amendment. 


