Notes for Agents
Friends Abroad is pleased to offer commission for the introduction of students to “registered Agents”.

Any overseas organisation wishing to receive commission in respect of students being introduced to Friends Abroad should firstly complete and return the relevent form to become a “resgistered agent.”

“Registered agents” are responsible for:
· Assisting the student to select the most appropriate programme.

· Marketing the programmes offered by Friends Abroad.

· Marketing the services of Friends Abroad as a small and friendly organisation with the aim of providing a complete study/culture programme for students between the ages of 16 & 25.

· Obtaining any information required by Friends Abroad to alle effective administration of the students placement on the programme.

· Assuring students/parents/guardians that Friends Abroad will provide complete welfare while the student in on the programme.

· Complete liaision with the student’s family/guardian where required.

· Collection of finances from the applicant and onward submission to Friends Abroad within set timescales.

Agents are responsible for submitting the following to Friends Abroad:
· Fully completed and signed application.

· Standard deposit of £250.  This deposit is non-refundable once Friends Abroad have secured a suitable college placement (where applicable) and accommodation with a qualified host family.
· 4 recent passport photos of the student.

· Copies of school grades where college study is included within the programme.

· Original written report from the students English tutor where college study is included within the programme.

Friends Abroad shall process the application.  Upon successful acceptance with a local qualified host family and placement at a suitable college,  Friends Abroad shall invoice the “registered agent” for any outstanding monies, any additional documentation required for the effective administration of the students visit and any joining information such as flight timings.
Should Friends Abroad be unable to place a student on the selected programme and alternative date or programme shall be offered.  Friends Abroad shall return the deposit in full should the substitute programme/date be rejected.

Friends Abroad is happy to accept a provisional application by way of email from a “registered agent”.

The “registered agent” should satisfy him/hersel that the student is fully insured to cover any losses while in the care of Friends Abroad.  There will be no refund of fees should the student return home for non-medical reason in which case refunds are at the descetion of Friends Abroad.

Friends Abroad reserve the right to expel any student from the programme following a breach of terms and consditions within the programme.  Friends Abroad contract to update the “registered agent” in respect of any behaviour concerns at the earliest possible convenience.  It will be the “registered agent’s” duty to contact the parents/guardian.

Friends abroad shall contact the Parent/Guardian direct only in the case of a health and safety concern.

The “registered agent” should be satisfied that any required visas are obtained and provide Friends Abroad with copy documentation in respect of both the Visa and passport.
Please contact Friends Abroad for details of commission rates.
