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SUBJECT:

Use of Agents to Recruit International Students

The campuses are engaged in a range of activities that promote global experiences
because all graduates must be prepared to function professionally in a multinational/multicultural work environment. To this end, recruiting and enrolling qualified
international students is one strategy commonly used to provide all students valuable experiences
that address this reality. However, recruiting and enrolling international students raise sets of
issues that need to be recognized and addressed.
In this regard, the system has promoted campuses to place plans that address key issues
and that take into consideration the resources and other specifics of that university. International
student recruiting can be expensive, so each BOR university should identify cost effective
methods that yield results including the establishment of intra-system partnerships.
One particularly effective method of recruiting international students is to work with
international recruiting companies and with individual agents. The practice of using agents in
other countries is commonplace and, in some countries, it is the only accepted protocol.
Estimates on the number of students who use agents vary dramatically from country to country.
The highest use is found in Asia, the Middle East, Eastern Europe and Latin America.
International applicants seeking university admission in the US pay agents to guide them
through the process. Agents also perform cultural liaison duties specific to the country in which
they work. Some agents charge fees to the university, while others charge fees to applicants. This
method may appear to be expensive on the surface, but it can be cost-effective.
The attached document includes guidelines for working with agents and recruiting
companies in general (see Attachment I). It is based on research of best practices and
recommendations of professional organizations in the US, including NAFSA, AIRC, and
AACRAO. NAFSA and AIRC specialize in international education endeavors and AACRAO
has a division of its organization that specializes in international credential evaluation and other
international education issues. These are member-driven professional organizations based in the
US which set professional standards in international education. Other organizations and
publications were reviewed for specific content, such as document verification practices.
(Continued)
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While these guidelines based on best practices will be followed, it is well recognized that
risk exists. The well-publicized problems at Dickinson State University are but one recent
example. The campuses have agreed that as they begin working in this environment, limits will
be established to ensure processes and procedures. In addition, campuses recognize that there
will be issues that arise as contracts are established and these will be reviewed with Board staff.
These guidelines will continue to be updated and revised on a regular basis. The primary
goal of this document is to ensure that universities in the South Dakota Regental system will
exercise due diligence and utilize best practices when working with independent, international
recruiting entities.
There’s one other issue the Council will be asked to address. Recently Board staff met
with the group of international student/study abroad advisors. This group recommended that
they be formalized as a discipline council-like group to give them standing within the system and
at their home campus.
Members of the Council should be prepared to discuss this and to recommend next steps.
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Working with Agents and Recruiters in Recruiting International Students
South Dakota Board of Regents (BOR) Universities
The guidelines outlined in this document are to be used as a framework to evaluate proposals for
working with education agents/agencies and recruiting companies to recruit international students.
Northern State University proffered a document on the benefits and challenges of working with agents,
which provides a comprehensive overview of the process. Portions of that document are included in
these guidelines.
Annual enrollment growth is a goal and expectation of each university in the BOR system. Recruiting
qualified international students is only one segment of that overall goal. Each university should develop
a comprehensive international recruiting plan that includes multiple methods of recruiting and takes
into consideration the resources and other specifics of that university. International student recruiting
can be expensive, so each BOR university should identify cost effective methods that yield results.
One method of recruiting international students is to work with international recruiting companies and
individual agents. Some agents charge fees to the university, others charge fees to applicants. This
method may appear to be expensive on the surface, but it can be cost-effective. The practice of using
agents in other countries is commonplace and in some countries, protocol. International applicants
seeking university admission in the US pay agents to guide them through the process. Agents also
perform cultural liaison duties specific to the country in which they work. Estimates on the number of
students who use agents vary dramatically from country to country. The highest use rates are in
countries in Asia, the Middle East, Eastern Europe and Latin America.
This document includes guidelines for working with agents and recruiting companies in general. It is
based on research of best practices and recommendations of professional organizations in the US,
including NAFSA, AIRC, and AACRAO. NAFSA and AIRC specialize in international education endeavors
and AACRAO has a division of its organization that specializes in international credential evaluation and
other international education issues. All three are member-driven professional organizations based in
the US and set professional standards in international education. Other organizations and publications
were reviewed for specific content, such as document verification practices.
These guidelines will continue to be updated and revised on a regular basis. Unique situations arise and
need to be addressed in a timely manner. The primary goal of this document is to ensure that
universities in the South Dakota Regental system will exercise due diligence and utilize best practices
when working with independent, international recruiting entities. If any improprieties arise on the part
of the recruiting entity, the university will address the impropriety in a timely and decisive manner.
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Working with Agents and Recruiters in Recruiting International Students
South Dakota Board of Regents (BOR) Universities
Document contents
Guidelines for working with Agents and Recruiters to recruit international students
 Selecting a reputable agent/agency with which to partner
 University responsibilities
 Etc.
Appendix A:
Appendix B:
Appendix C:
Appendix D:

Professional associations and resources
Sample contractual agreement and code of ethics
Document requirements to prevent fraud
AIRC standards summary and full manual

Selecting a reputable agent/agency with which to partner
When considering the use of agents/agencies, each university must select those that meet the unique
needs and interests of that institution. A critical review of the agent/agency will assist the university in
determining appropriate fit. This document is a tool to guide that process.
Identifying appropriate agents/agencies may be done in a variety of ways, including personal contacts,
referrals from other universities, agent fairs/events, etc. EducationUSA and the US Commercial Service
also provide opportunities for collaborations and services. Alumni may provide referrals as well.
Selecting agents/agencies (vetting process)
Information provided by agent/agency
 What types of students does the agent recruit?
o undergraduate only
o graduate only
o program-specific
o all
 Professional affiliation
 Track record (should include application to matriculation yield, academic success, retention
rates, etc.)
 Site visit to university
 Other universities the agent represents
 Student references
Information gained through other sources
 Professional affiliation (confirm, verify)
 Alumni in the area
 Reference check – standardized form (university partners)
 Site visit to agent/agency (staff, faculty, alumni)
Professional organizations – in US and abroad (Appendix A)
Guideline: Is the agent or agency certified by AIRC?
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Working with Agents and Recruiters in Recruiting International Students
South Dakota Board of Regents (BOR) Universities
Required documentation: AIRC certification and membership
Guideline: If not certified by AIRC, does the country or region have a professional association for
education agents? Is there more than one professional organization? Is the
agent/agency a member in good standing or accredited by that association? Known
professional associations are listed in Appendix A
Required documentation: Determined by professional association
Ethical standards/integrity of agents
Guideline: Do the professional standards of that organization/country meet or exceed the
ethical standards/expectations established by the South Dakota system and based on
AIRC standards? (see Appendix D)
Agent payment structure (if any)
Agents often charge a fee to guide the applicant through the application process. They may
provide other services as well. If the agent is charging the applicant a fee, then the agent
should not attempt to charge the university a fee. This practice of “double -dipping” is
not in the best interests of the applicants or the universities.
If the university chooses to pay the agent to recruit applicants specifically for that university, the
payment structure will be determined according to best practices within the industry
and will be established by the university.
Contractual structure
A Contractual template is included in Appendix B and includes payment options
The Code of Ethics is also included in Appendix B and will be included as an attachment to all
contractual agreements
If a university has chooses an agent/agency or representative with which to partner, both parties will
have continuing responsibilities. The contractual obligation is just one step to a partnership that will
benefit both parties.
University responsibilities
First and foremost: universities make all admission decisions. Agents do not have the authority to tell
applicants they are admitted unless the university notifies the agent that a specific student has been
admitted.
Specify expectations for applicants
Academic program details
Admission requirements
Document submission process and verification
English requirements
Financial requirements
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Working with Agents and Recruiters in Recruiting International Students
South Dakota Board of Regents (BOR) Universities
Provide information
Costs – tuition, fees, living expenses, etc.
Campus services
Housing and Dining Services options and rules
Campus and community culture
On campus work availability
Develop tracking and evaluation mechanisms for applicants and agencies in conjunction with
the agent/agency or representative
Hold agents accountable to contractual obligations and ethical standards (Appendix B)
Agent responsibilities
Provide accurate information to applicants
Must be based on university-specific information, not general information
Follow ethical guidelines (example in Appendix B)
Develop tracking mechanisms for applicants the agent/agency or representative represents in
conjunction with the University
Benefits for the use of agents/agency or representative
Agents able to navigate bureaucratic systems (both abroad and in the US)
Cost effective
Able to provide culture-specific information to university
Reaching parents and family members through a native to the culture
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Working with Agents and Recruiters in Recruiting International Students
South Dakota Board of Regents (BOR) Universities
Appendix A:

Professional associations and resources

Professional associations and resources in the US and abroad
 AIRC (American International Recruitment Council) http://www.airc-education.org/Home.htm
 QEAC (Qualified Education Agent Counsellors) http://www.pieronline.org/qeac/
 TIECA (Thai International Education Consultants Association)
http://www.tieca.com/thai/index.php
 ECAN (Educational Consultancy Association of Nepal) http://www.ecan.org.np/
 AAIEP (American Association of Intensive English Programs) Standards for Marketing and
Recruiting http://www.aaiep.org/about/standards#marketing
 The Australian Government’s Education Services for Overseas Students (ESOS)
http://aei.dest.gov.au/AEI/ESOS/Default.htm
 The British Council’s Guide to Good Practice http://www.britishcouncil.org/eumd-services.htm
 China Education Association for International Exchange http://www.ceaie.edu.cn/
 Commission on English Language Program Accreditation (CEA)’s Recruiting Standards
http://www.cea-accredit.org/about-cea/standards.html
 The Federation of Education and Language Consultant Associations http://www.felca.org
 Global Student Mobility Data (IIE’s Open Doors and Project Atlas) http://www.iienetwork.org
 ELS – American Education Centers’ Journal of International student
http://www.elsaec.com/partner_materials.shtml
 NAFSA: Association of International Educators http://www.nafsa.org/ (Note: NAFSA is not an
accrediting agency, but NAFSA is dedicated to ethical recruitment of students)
o NAFSA’s Statement of Ethical Principles
o “Recruiting’s Brave New World”: an article from the November/December 2009 issue of
International Educator magazine
http://www.nafsa.org/_/File/_/novdec09_recruiting.pdf
o Guide to International Student Recruitment, 2nd edition; Edited by Linda Heaney
 AACRAO (American Association of Collegiate Registrars and Admissions Officers)
www.aacrao.org
 WES (World Education Services) is a not-for-profit organization specializing in foreign credential
evaluation www.wes.org
 ECE (Educational Credential Evaluators, Inc.) is a foreign credential evaluation services
www.ece.org
 NACES (National Association of Credential Evaluation Services) www.naces.org
Additional organizations and resources will be added as they are identified

Spring 2013

ATTACHMENT I

7

Working with Agents and Recruiters in Recruiting International Students
South Dakota Board of Regents (BOR) Universities
Appendix B:

Sample contractual agreement and code of ethics

Sample contractual agreement and Code of Ethics
Each document contains highlighted items that should be customized for each university in the system
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REPRESENTATIVE AGREEMENT
Whereas, Name of University (hereinafter called “SD UNIV”) desires to increase its international
student enrollment, and whereas Name of Company (hereinafter called “Representative”) provides
international student recruitment services, the parties hereto agree as follows:
1. Purpose of the Agreement
(a) The Representative is formally accepted as a representative of SD UNIV for the purpose of
providing program information and recruiting prospective students for SD UNIV. The
Representative is specifically authorized to represent SD UNIV graduate and undergraduate
programs (collectively, said programs are hereinafter called “Academic Programs”).
(b) This is a non-exclusive agreement and SD UNIV can appoint other Representatives as it so
chooses in respect of any country or area.
2. Responsibilities of the Representative
2.1 The Representative shall provide the following consultation, recruitment and marketing services to
SD UNIV:
(a) promote SD UNIV Academic Programs to ensure that the quality and value of attending SD
UNIV is widely advertised to prospective students throughout [country];
(b) find suitable prospective students to undertake SD UNIV Academic Programs;
(c) assist prospective students to become SD UNIV students,
(d) provide reports or information requested by SD UNIV or required by this Agreement; and,
(e) offer other services necessary to ensure the overall success of students recruited by the
Representative to SD UNIV, including but not limited to general advice and counsel and
troubleshooting of student problems.
2.2 In performing said services, the Representative must:
(a) promote SD UNIV Academic Programs with integrity and accuracy and recruit students in an
honest, ethical and responsible manner, complying with SD UNIV’s Code of Ethics for
International Agents hereby attached;
(b) provide prospective students with complete and accurate information about the admission
requirements of SD UNIV Academic Programs. This can only be done by reference to the
material provided by SD UNIV and, when not available, through direct communication with
SD UNIV personnel;
(c) assist prospective students in completing and submitting all required application documents
and fees, assuring their quality and completeness, and to ensure that official transcripts are
submitted in the appropriate manner to SD UNIV;
(d) in conjunction with SD UNIV, provide a tracking mechanism for each applicant, which may
take various forms including, but not limited to: a cover letter for each application; a stamp
on the application with the Representative’s institutional seal; or a list of students the
Representative is recruiting for SD UNIV;
(e) provide to SD UNIV each student’s permanent address and email (other than those of the
Representative);
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(f) provide annual reports to SD UNIV on the operation of this agreement or as otherwise
requested from time to time;
(g) maintain all required licenses for operation as a recruitment agency;
(h) advise applicants on procedures for obtaining a passport and visa;
(i) provide SD UNIV with market intelligence about the recruitment of students in [country];
(j) only undertake promotional and marketing activities that are connected to or make
reference to SD UNIV that are expressly authorized by SD UNIV;
(k) comply with all relevant Laws;
(l) take no action that will result in SD UNIV’s non-compliance with any U.S. laws or regulations
or any local or national laws or regulations of [country];
(m) charge fees that are reasonable and customary for the services provided ( use option 1 or 2
in the attachment);
(n) maintain the confidentiality, integrity, and security of prospective and accepted students’
records and communications. Representative shall secure permission of the individuals
before sharing information with others outside of the organization;
(o) provide counseling to students, including a pre-departure orientation which prepares them
for cultural and lifestyle differences in the United States before students depart the home
country;
(p) provide services in a nondiscriminatory manner on the basis of race, sex, sexual orientation,
religion, age, disability, national origin or marital status.
2.3 The Representative is NOT permitted to:
(a) lead students to believe that SD UNIV will only accept applications submitted through the
Representative;
(b) commit SD UNIV to accept any prospective student into an Academic Program and must not
make representations to the contrary;
(c) make explicit promises to students regarding the time required for degree completion;
(d) promise students that they will be granted visas;
(e) use SD UNIV’s name or any registered or unregistered trademark or logotype of SD UNIV
without the prior written consent of SD UNIV. Promotional materials published by SD UNIV
may be distributed without prior approval of SD UNIV as long as this agreement is in effect;
(f) promise students that they will receive a scholarship, assistantship, on campus employment,
or any other type of financial remuneration.
3. SD UNIV shall:
(a) provide the Representative with a reasonable of SD UNIV promotional, informational, and
application materials free of charge and in appropriate quantities for distribution to
prospective students;
(b) reserve the right to review and approve all materials developed independently by the
Representative and procedures used by the Representative relating to this agreement;
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(c) reserve complete and final authority over the admission of students to the SD UNIV;
(d) process applications of prospective students recruited by the Representative pursuant to
current SD UNIV admission requirements and communicate admissions decisions in a timely
manner, generally within 7 -10 days of the decision;
(e) review prospective students’ information and issue I-20 documents in accordance with
applicable immigration regulations.
3.1 This Agreement shall be reviewed every second year. This agreement can be extended only through
subsequent written agreements executed by both SD UNIV and the Representative.
4. Independent Contractor
The Representative is an independent contractor and not an employee of SD UNIV. SD UNIV is not
responsible for the Representative’s business expenses, salary, insurance, worker’s compensation
insurance, or the payment of any taxes.
5. Termination of the Agreement
5.1 This agreement may be terminated by either party with a sixty (60) day written notification of intent
of termination.
5.2 SD UNIV can terminate this Agreement at any time and with immediate effect by giving notice to the
Representative if the Representative breaches any provision of this Agreement.
5.3 If terminated, the Representative will:
(a) immediately cease to use any advertising, promotional or other material supplied by SD
UNIV.
6. University Representative
To ensure continuity and clarity of communications, the Representative shall work with the designated
representative in the International Students and Scholars office.
7. Entirety of Agreement
The parties agree that this is the entire agreement between SD UNIV and the Representative with no
agreements, contracts, or promises otherwise, written or oral, relating hereto. Any change or
modification in this agreement or the terms or conditions stated herein must be in writing and executed
by both SD UNIV and the Representative.

SD UNIV

Name of Company

________________________________

__________________________________

[Contact Name]

[Contact Name]

[Contact Title]

[Contact Title]

Date: ___________________________

Date: _____________________________
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Attachment – Representative Fees
Option 1
The Representative will collect a fee from the applicant for services provided. SD UNIV will not pay
Representative a fee.

Option 2
SD UNIV shall pay the Representative according to best practices within the industry
(a) negotiated terms specific to each university
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SD UNIV
Code of Ethics for International Representatives
This Code of Ethics expresses the ethical principles and values of SD UNIV as it relates to the standard of
conduct in professional matters required of Representatives of SD UNIV with regard to placing wellqualified students at the University. By reference and attachment, this Code is being incorporated into
all Contractual Agreements entered into with SD UNIV and international student recruiting entities. Any
violation of the Code is a material breach of the Agreement and immediate grounds for termination of
the Agreement by the University. It serves to provide assurance to prospective students, their parents,
and/or sponsors that all Representatives of the University engaged in international student recruiting
have agreed to abide by this Code and that violation of the Code has serious consequences. All
Representatives are encouraged to meet both the letter and the spirit of this Code and, should they
have any questions whatsoever as to its interpretation, are asked hereby to raise this matter by the
most expedient means to SD UNIV.
SD UNIV is a member in good standing of NAFSA and adheres to NAFSA’s Statement of Ethical Principles.
These principles are listed below, with specific expectations under each of the tenets following the
statement.
*****
NAFSA’s Statement of Ethical Principles
Integrity
We will manifest the highest level of integrity in all our professional undertakings, dealing with others
honestly and fairly, abiding by our commitments, and always acting in a manner that merits trust and
confidence others have placed in us.
Respect for the Law
We will follow all applicable laws and regulations and carefully and reflectively advise students and
scholars regarding those laws and regulations. We will seek out appropriate guidance and advice
when regulations appear contradictory, ambiguous, or confusing or when a situation is beyond our
role or competency.
Quality
We will strive constantly to provide high quality and educationally valuable programs and services.
We regularly will evaluate and review our work in order to improve those programs and services and
will seek out and adopt exemplary practices.
Competence
We will undertake our work with the highest levels of competence and professionalism, regularly
seeking and acquiring the training and knowledge necessary to do so. Our commitment to professional
competence will extend to exercising thorough oversight of external programs and placements.
Through careful planning and the development and implementation of appropriate policies, we will do
our utmost to ensure the safety, security, and success of students, staff, faculty, and scholars.
Diversity
In both word and deed we will respect the dignity and worth of all people and be properly attentive
and responsive to the beliefs and cultural commitments of others. In the planning, development, and
implementation of programs and services we will engage respectfully with the diversity of peoples
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and perspectives. We will strive to ensure that our programs reflect the diversity of our institutions
and their educational goals.
Transparency
We will demonstrate the appropriate level of transparency in dealings with individuals and
organizations. In collaborations with other institutions and individuals we will proceed on the bases of
equality and mutuality. Transactions with external providers of programs and services will be
conducted professionally, always keeping the welfare of students foremost, and disclosing any potential
conflicts of interests. We will provide faculty, staff, students and scholars with the information they
need to make good decisions about program participation and to facilitate their adjustment to the
locales and cultures where they will study or work.
Access
In planning, developing, and implementing our programs we will strive to ensure that they are
accessible to all qualified individuals, doing our utmost to guarantee that international education is
available to all who desire it and can benefit from it.
Responsiveness
We will maintain open and readily accessible communication with individuals in our programs and
services and with our institutional partners. This includes providing students with the appropriate
level of support based on age, experience, language ability, and placement.
Holding these principles constantly in mind, we will work to extend and improve international
education in all its forms and at all levels, including advocating for programs, policies, regulations, and
laws that reflect these principles. Additionally, we will work aggressively for the realization of these
principles in our personal and professional conduct, throughout our institutions, and in organizations
with which we affiliate.
*****
Principles as they apply to the Agreement with SD UNIV
In all professional matters relating to the recruiting and placement of qualified international students at
SD UNIV, companies and their Representatives shall follow, both explicitly and implicitly, the ethical
principles contained in the Code;
Integrity
In all professional matters relating to the recruiting and placement of qualified international
students at SD UNIV, companies and their Representatives shall:
1. Conduct themselves with integrity (which implies honesty, fair dealing, and truthfulness)
and in a manner that will reflect positively on the image of the University and the students it
serves;
2. Provide accurate, complete, current, and unbiased information and not knowingly
disseminate false, incomplete, or misleading information;
3. Maintain the confidentiality, integrity, and security of student records and all
communication with students;
4. Not engage in acts that constitute fraud, cheating, harassment, or misuse of power;
5. Act in the best interest of the applicant as well as SD UNIV and shall offer advice and provide
information to applicants, and where appropriate, their parents or sponsors, in a manner
consistent with this principle;
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6. Verify that documents provided by applicants in association with their application to the
University are legitimate and have been properly notarized or attested as to authenticity,
and that transcripts are submitted in the appropriate manner as specified by the SD UNIV;
Respect for the Law
In all professional matters relating to the recruiting and placement of qualified international
students at SD UNIV, companies and their Representatives shall:
1. Not submit an application on behalf of any person to SD UNIV for which there is any reason
or reasons to believe that the applicant is merely interested in fleeing from the home
country to the United States;
2. Otherwise conduct business in such a way as to comply fully with all laws and ethical tenets
consistent with this Code of Ethics and other good and appropriate business practices.
Quality
In all professional matters relating to the recruiting and placement of qualified international
students at SD UNIV, companies and their Representatives shall:
1. Verify that documents provided by applicants in association with their application to the
University are legitimate and have been properly notarized or attested as to authenticity,
and that transcripts are submitted in the appropriate manner as specified by SD UNIV;
2. Represent accurately to the University the prospective student’s academic record,
preparation, and information regarding the financial capacity of the student to attend the
SD UNIV;
Competence
In all professional matters relating to the recruiting and placement of qualified international
students at SD UNIV, companies and their Representatives shall:
1. Clearly and accurately provide information about the University in regard to admission
requirements, academic program offerings, student services, student activities and
organizations, housing, meals, scholarships, internships, job placements, and other related
matters as well as costs associated with attending SD UNIV, including, but not limited to,
tuition and fees, meal plans, and housing
2. Provide valid and reliable information as to the acquisition of student visas and the terms
and conditions of such visas;
3. Make promises or guarantees to prospective students and, as appropriate, their parents or
sponsors only when such promises and guarantees are backed fully by facts that ensure that
these promises or guarantees will be achieved;
Transparency
In all professional matters relating to the recruiting and placement of qualified international
students at SD UNIV, companies and their Representatives shall:
1. Disclose any and all fees that may be charged to the applicant or the applicant’s sponsor
prior to the delivery of services for which said fees are to be paid;
2. Disclose any and all fees that may be charged to the university, if applicable;
3. Uphold consumer protection principles including the consumer’s right to be informed, right
to choose, right to safety, and the right to be heard;

ATTACHMENT I

15

Access
In all professional matters relating to the recruiting and placement of qualified international
students at SD UNIV, companies and their Representatives shall:
1. Not discriminate with regard to race, color, national origin, ethnicity, sex, religion, sexual
orientation, marital status, age, political opinion, immigration status, or disability;
Responsiveness
In all professional matters relating to the recruiting and placement of qualified international
students at SD UNIV, companies and their Representatives shall:
1. Respond to all questions fairly, equitably, professionally, and in a timely fashion;
2. Fulfill, in a timely and complete fashion, all promises and obligations made to students, and
where appropriate, their parents or sponsors as well as the University and other related
parties;

Note: SD UNIV’s Code of Ethics is adapted from the Code of Ethics drafted by the University of North
Alabama and Ohio University and is based on the principles outlined in the NAFSA Code of Ethics.
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Working with Agents and Recruiters in Recruiting International Students
South Dakota Board of Regents (BOR) Universities
Appendix C: Document requirements to prevent fraud
This section includes the AACRAO article mentioned below in its entirety
All official documents should be submitted in a manner consistent with US standards to the extent
possible. Educational systems in other countries usually operate in a different fashion than the US.
The Article “Fighting Domestic and International Fraud in the Admissions and Registrar’s Offices”,
authored by Ann M. Koenig and Edward Devlin in AACRAO’s College & University Journal, (Vol. 88, No. 1,
Summer, 2012, pp. 18-33) provides a good foundational process for document review sand verification.
P. 21-22
“Our best protection against fraud is a solid knowledge-base among our foreign credential analysts and
a strong network of information-sharing about document fraud and verification successes. Best practice
in international admissions and foreign academic record review calls for:







training and continuing professional development for foreign transcript evaluators…;
clear communication to applicants about the documentation required for admission;
careful review and research of the documents that are submitted;
requests for verification of suspicious documents;
appropriate follow-up when verification is received from the issuing institution or educational
authority;
the sharing of success stories in the verification process.”

The article goes on with step-by-step approaches for a document review and verification. The entire
article is included in this appendix.
Additional authoritative information on credential evaluation is available through credential evaluation
companies, such as WES and ECE. Both of these companies are approved by BOR universities for
transcript evaluations. Other organizations, such as AACRAO, provide valuable information on this topic
as well. Additionally, specific country information is available from EducationUSA offices throughout the
world. This valuable resource from the federal government is available to all universities at no charge.
They can validate the method in which documents are issued in a particular country.
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FIGHTING
'Domestic and International

in the eAdmissions and Registrar5 Offices
-

The ·education sector is no stranger to fraud,
unfortunately. This article provides best practice
guidance in recognizing and dealing with fraud, with
emphasis on domestic and international academic
credential fraud. It includes practical approaches to
academic document review and verification. Success
in fighting fraud requires becoming informed,
consulting reliable resources, practicing due
diligence, establishing effective policies, and acting
quickly and consistently.
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n the sphere of education, fraud does exist. Although we, as educators and education administrators, prefer to think that our sector is safe from
fraud and misrepresentation, the reality is that
fraud involving your institution · has occurred, is
about to occur or is in progress. Fraud in education can take many forms among students, instructors,
administrators and other members of the institutional
community. It can include cheating, plagiarism, academic
and professional misconduct, misuse of the institution's
name, misrepresentation of the institution and credential
fraud. Recently AACRAO has published several resources
on fraud as it relates to the admissions and enrollment
management environment, including the Guide to Bogus

Institutions and Documents (wo6), Accreditation Mills
(2007) and Counterfeit Diplomas and Transcripts (wo8) .
Another highly recommended resource is Degree Mills:
the Billion-Dollar Industry That Has Sold over a Million
Fake Diplomas (wos) by Allen Ezell and John Bear. An
updated edition of this reference guide is due to be published in early 2.013. Several other web-based resources are
included in the list at the end of this article.

M.
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KOEN I G & EDWARD DEVLIN

This article identifies some of the common types of
fraud encountered in the admissions and registrar's offices
and presents suggestions for best practices in admissions
and student record review processes. The goal is to help
your institution become proactive about fraud and develop procedures and policies to minimize the incidence
of fraud in your environment and protect the integrity of
your institution.

TYPES OF DOCUMENT FRAUD
The most common types of document-related fraud seen
by the admissions and registrar's offices are incomplete or
misleading applications for admissions; altered or fabricated academic docun1entation; intentionally misleading
English translations; counterfeit transcripts and documents from real educational institutions; documentation
from fictitious or bogus universities or colleges that sell
"degrees" (so-called diploma or degree mills) and documents from bogus accreditation bodies that often operate
in tandem with degree mills. Other offices on campus that
require students, faculty or administration to present academic credentials, such as the human resources department
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or research and development units, might also encounter
problems with document fraud, including misleading, incomplete or fraudulent resumes.

MISREPRESENTATION OF THE INSTITUTION AS FRAUD
Every vendor that sells your institution's name on fake
documents is misrepresenting your institution and degrading the value of its reputation. But misrepresentation extends beyond the sphere of fraudulent documents.
Other examples include the unauthorized use of an institution's or organization's materials, products and services;
false advertising that implies the involvement or endorsement of an institution; unscrupulous recruiting agents
gaining unwarranted financial benefits from an instimtion's international smdent applications, and bogus entities such as degrees mills and accreditation mills including
an institution's name in lists of its members, associates, etc.
without the instimtion's knowledge or consent. Registrars
and admissions officers are sometimes shocked to discover
such cases of misrepresentation.

THE CAUSES OF DOCUMENT FRAUD AND ITS GROWTH
The value of any product reflects the demand for that product. In an environment in which education or a degree is
seen as a product, the market value of education increases
as demand grows. When access to education is limited or
removed, or when authentic academic documentation is
not available, an opportunity for fraud is created.
We usually think of such things as natural disasters, war,
political crises, economic disasters and social upheaval as
conditions that can limit access to education or authentic educational documentation. We must keep abreast of
current events so that we can give informed and careful
consideration to applications from individuals who have
been affected by such conditions. The list of countries and
regions experiencing disruptive conditions changes with
world events. As international professionals, we need to
be familiar with resources that can confirm information
about these types of conditions and give suggestions as to
how to handle these cases.
However, we must also pay careful attention to other
factors that create an opportunity for fraud. One common
example is countries or regions with high rates of corruption or very complex bureaucratic systems that make it difficult for the average person to navigate. Other factors may
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relate to an individual student's academic history: for example, a student with outstanding education-related debt
who cannot get official transcripts; an applicant who has
completed coursework requirements but not other types
of additional graduation requirements; an applicant to a
graduate program who may have insufficient undergraduate coursework in a particular discipline or an insufficient
grade average to be eligible for the program; an executive
who has advanced professionally without commensurate
formal education. All of these situations might lead an
individual to resort to presenting fraudulent credentials.
The thread that connects all of these scenarios is the desire to gain access to ed ucation. Academic credentials have
become a commodity in the world market. The proliferation of fraudulent documents has, of course, been fueled
by the development of the Internet and e-commerce. Be
it counterfeit transcripts from real institutions, "replacement" transcripts and diplomas from replica services or
"novelty" degrees from degree mills "accredited" by bogus
accreditors, it is the "commerce" in e-commerce that drives
the growth of this industry. Degrees= dollars (or any
other currency in the world). What "sells" in this milieu
is the name recognition and reputation of your institution and every other school whose name or logo appears
on fraudulent documentation, or that becomes a victim of
this type of fraud.

HIGH SCHOOL DOCUMENTS AND FRAUD
Fraud in education is not limited to the higher educa-·
tion sector. The answer to the frequently-asked question
of whether fraud in higher education also applies to the
high school level is, unfortunately, a resounding "yes." Although it appears that less fraud is connected with high
school level documentation, when it comes to the benefits
that one can gain from presenting fraudulent high school
transcripts, "diplomas= dollars" remains the standard.
Consider the case of any individual who has not actually
completed secondary or high school in the United States
or abroad, thus being shut out from many types of jobs or
education/training programs. Or the person who has completed secondary school in a different country, but is constantly asked for a "high school diploma or GED" by people
in the United States and is not aware of the existence of
foreign credential evaluators. Or the high school athlete
who possesses talent in his/her sport, but does not have the
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academic ability for college admission. Imagine the possible results of one of these scenarios when the individual
discovers the possibility of buying a "high sch~ol diploma"
or "GED" online. It may seem far-fetched or desperate to
those of us who work at the level of higher education, but
high school documentation has a "market value," too.

WHY DUE DILIGENCE IS ESSENTIAL
There are many flags that might alert an international admissions officer to the possibility of fraudulent, altered or
misleadingly-translated documents, including academic
records, test results, letters of recommendation and financial documents. So why is due diligence essential? Why
should an institution bother to request verification of suspicious documents? Why is it not enough to think that
"the document is probably OK," or that surely the international applicant will not get a visa if the visa officer is
suspicious about the document too? What is the harm in
admitting a student with altered documents? The answers
fall into three categories: ethical, legal and practical.

Ethical Considerations
The ethical imperative is simple enough. If a school admits students on the basis of suspicious or incomplete
documentation, while denying admission to students who
submit authentic documents, the institution is supporting
and rewarding fraud. Good practice and simple fairness
require that a school take care to ensure that its admission
and transfer credit practices reward only real achievement
for all applicants, international and domestic.

Legal Considerations
The legal issue is also straightforward. Institutions that receive state and/ or federal funding, as well as those certified
to accept international students, have entered into legal
agreements with legal obligations. Not practicing due diligence is a clear violation of the public trust granted by state
government support, as well as the partnership with the u.s.
government that the institution has undertaken by applying
for and receiving the right to admit international students.

Practical Reasons
The ramifications of ignoring due diligence are also rather
clear-cut, although the interpretations may be more subtle
and have long-lasting consequences for the reputation of
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an individual institution. On a macro level, if an institution admits international students based on suspicious or
incomplete documents, the reputation of u.s. higher education suffers worldwide. The same warning applies more
obviously to an individual institution. It is common practice in many countries to sell and buy bogus documents,
from marksheets and transcripts to complete degree dossiers, including u.s. immigration forms. One single illgotten 1-20 form from a u .s. institution that is not alert to
document fraud can be reproduced and sold indefinitely.
That institution's reputation is then tarnished. The reputation of an institution as an "easy mark" for questionable
application documents is a hard one to repair. Once this
reputation is public, excellent students will stay away.
Weak ones will apply, fraudulently or not. Additionally,
once word gets out about lax admissions standards, the
number of fraudulent applications will skyrocket. The
campus then has fraudsters in its midst and must deal with
the consequences. Given the resource limitations these
days, it is wiser to do a careful review during the admissions process than to have to manage problems created by
fraudsters once they are on campus.

GOOD PRAOICE IS THE KEY
To safeguard the authenticity of our institutions, as well
as to continue to attract quality international students
who contribute to the vitality, diversity and quality of u.s.
higher education, it is imperative that we follow principles
of best practice in the admission of international students.
This means that international admissions professionals
should have the training and resources they need to make
sound professional judgments about the documents that
applicants submit, that they receive the encouragement
and support of enrollment managers to research and seek
verification of questionable documents and that they share
the results of the verification process with their colleagues.
There is too much at stake to disregard or fall short on our
responsibilities in this area.

DOCUMENT REVIEW AND VERIFICATION
Our best protection against fraud is a solid knowledgebase among our foreign credential analysts and a strong
network of information-sharing about document fraud
and verification successes. Best practice in international
admissions and foreign academic record review calls for:
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• training and continuing professional development
for foreign transcript evaluators, so that they are
knowledgeable and up-to-date about country educational systems, documentation practices and events
that impact on international education;
• clear communication to applicants about the documentation required for admission;
• careful review and research of the documents that
are submitted;
• requests for verification of suspicious documents ;
• appropriate follow-up when verification is received
from the issuing institution or educational authority; and
• the sharing ofsuccess stories in the verification process.
The International Evaluator's Profile

Too often the job of reviewing foreign transcripts is given
to an inexperienced front-line person. Perhaps nobody in
the office is familiar with documents from other countries.
Sometimes a "fear factor " associated with documents in
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strange envelopes written in foreign languages exists. International credential analysts need to be experienced,
engaged, detail-oriented individuals who are given the resources required to develop their expertise. They are the
first line of protection in the battle against fraud.
Take a Methodical, Consistent
Approach to Document Review

The following outline presents a step-by-step approach to
best practice in assembling, reviewing, researching and
seeking verification of documents. Following these practical
guidelines will help safeguard your institution against fraud.
Step 1: Assemble the documentatiQn in the
application file and assess its completeness.

• Learn where to find accurate information on country
educational systems, names of credentials awarded and
the documentation practices in the countries from
which you most often see applicants-how are documents issued, in what format, in what language, what is
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the procedure for students to obtain official documentation, etc.

a Establish

guidelines for the documentation required
for a complete application file, including English translations and the use of translations in the evaluation
process. Evaluations should never be based on English
translations alone. See below for more on the use of
English translations.

a Develop a procedure for cases in which

the required

documentation is not available.

a Inform

prospective applicants of documentation requirements and procedures as early in the process as
possible. Be proactive and include this information on
Web sites and all printed information.

a Inform

prospective applicants of the method(s) for
submitting application materials and timelines or deadlines in the process.

a Develop a procedure to follow when an applicant submits incomplete or unacceptable documentation. How
and when is the applicant informed of this procedure?
a Are any of the above points negotiable? Under what
circumstances?
a In applicant information, clearly define the consequences to the applicant if incomplete, untrue or falsified information or documentation is submitted.
a Communicate all of the requirements, procedures and
timelines clearly. The keys to actually receiving complete application files that include all the necessary
documentation are to know what you need to receive
and then communicate to applicants what is required in
a precise, clear manner. Using indigenous terminology
for the foreign academic documentation is very helpful.

Step 2: Obtain reliable resources to help
you review the documentation.

a Determine what you will

need to research about the
documents in the file, and assemble your research tools.
a Resources include publications and information on
educational systems, maps, foreign language dictionaries, periodical articles, documents and information
provided by previous applicants, etc. You can find information about the availability of such materials from
professional associations like AACRAO, conference and
workshop materials, online tools, etc. Do not forget that
experienced colleagues are also an excellent resource.
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a Update

and expand your resource collection. As
new resources become available, educational systems
change, and technology expands, your research needs
to change and grow.

Step 3: Using your resources, review and
analyze the documents received.
8 Arrange the documents in chronological order.

a Confirm the origin of every document. Is it an original,
copy or duplicate? How did the documentation get to
your institution and into the applicant/student's file? Is
this pathway appropriate for the country involved and
the type of document?

a Review the biographical data provided by the applicant
and compare with the "story" told by the documents.
Pay attention to detail (location, age, level of education,
quality of performance, test results, military service,
employment history, etc.).
a Locate and confirm key information on the documents,
using your resources: name and type of document; biographical information about student; name, location,
recognition status, type and level of the institution;
level, type and length of program or courses shown on
the documents; dates of attendance and graduation or
completion dates.
a If there is a course or subject listing, do the courses correspond to the field of study in which the student was
enrolled, and were courses completed? Compare assessment or grade results with information about the country /institution's grading scale. Does the document show
credits, units or other relative weighting of courses? Are
they appropriate for that country/institution?
a If the document is presented with an English translation, check the accuracy of the translation by comparing it to other documents from the same country or
institution. See below for more on the use of English
translations.
a Pay attention to the format of the document as well as
the contents. Does the layout of the document match
confirmed sample documents shown in resources or in
your files, including size of paper, typeface fonts, placement of text, signatures, stamps/seals, date, photograph,
etc.? Are the lines of text aligned correctly? Are borders
consistent with those seen on verified sample documents? Does the document appear to be unaltered?
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FIGURE 1. Case 1: Suspicious Document

.AJ:e there any noticeable changes to the document,
such as erasures, handwritten alterations, deletions or
covering of text? Is there any information missing from
the document that should be there? Is there information on the document that should not be there? .AJ:e
words spelled correctly in the native language?

Step 4: Handling discrepancies, problems,
omissions, inconsistencies, etc.
• Have "another set of eyes" review the document and
your resource materials with you. Ask colleagues who
are knowledgeable about the particular country, institution or field of study to review the document with you_
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£1 FIGURE 1. Case 2: Official Authentic Transcript

• If the problem cannot be resolved by checking resources
and with input &om colleagues, request verification of
the documents.

individual who had submitted the suspicious document
ever having been enrolled at their institution.
Step 1: Prepare a verification request.

A STEP·BY·STEP APPROACH TO VERIFICATION
The following steps are guiding principles for verifying
questionable documents. To accompany these steps, we
have included examples of suspicious documents received
for evaluation by AACRAO International Education
Services. Figure I, Case I (page 24) illustrates an altered
transcript from the University of Tirana, Albania. The
student's name shown in the opening paragraph does not
match the name shown in the closing paragraph. Figure 2,
Case 2 (on this page) shows an authenticated transcript issued by Cutting University College, Liberia, in the 198os,
while Figure 3, Case 2 (page 27) is a counterfeit transcript
purportedly issued by the same institution. In both cases,
the institutions confirmed that they had no record of the

• Using reliable resources, identify the office to which
the verification request should be sent, locate the appropriate contact information for this office or person
and consider the most effective way to send the verification request (postal service, courier service, fax, email,
telephone, etc.).
• Formulate the request for verification. It is helpful to
develop a standard form or letter to request verification. Some suggestions:
..,. Determine whether the letter should be written in
English or another language, or both, to get a response as soon as possible. If in a language other than
English, prepare the request in English first and have
it translated by a reliable translator, such as a faculty
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or staff member. Send the request both in English
and the other language .
..,.. Clearly state "Request for Verification" in the opening of the request letter.
..,.. Introduce yourself, your institution and the reason
you are requestingverification (student has applied for
admission at your institution; student has requested
transfer credit based on these documents; etc.).
..,.. Include the student/applicant's name and date of
birth or other identifying information for the institution. If the documents include a student identification number from that institution, include that in
the letter.
..,.. Be clear and specific about what information you
need to receive from the verifier. For example, if the
document is not authentic, what further information do you want to know?
..,.. Include a copy of the documentation. If there are discrepancies in the document, highlight them.
..,.. If your institution has applicants sign a form authorizing release of information from the individual's
file(s) at previous institutions, include a copy of that
as well. In many countries, student information is
the property of the institution, not the student. But
in cases in which student information is protected by
privacy laws, such an authorization may be required.
..,.. Specify a date by which you need a response, if you
have a specific time frame, the format in which aresponse would be acceptable (for example, must be
in writing) and the language in which you need to
receive the response .
..,.. Include your contact information for the response.
..,.. Request confidentiality. This information is not to
be shared with the student or anyone else.
..,.. Thank the reader and offer to assist in the future or
send informational material from your institution.

Step 2: Keep a record of verification requests.
• Once you have sent the verification request, put a copy
of it in the applicant's file.
• Also start a "Verification Requests" file for copies of request letters with attached copies of the questionable
documents. Cross-reference the files so that you can
easily retrieve the applicant's file when the response is
received.
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Step 3: Follow up appropriately
when a reply is received.
The receipt of a verification letter is one of the most thrilling experiences in the international admissions office.
There are many countries from which it is difficult to get
verification due to factors that we in the u.s. higher education community may take for granted-limited financial,
human and technological resources; differences in recordkeeping systems; corruption; or disruptions in civil life
because of natural disasters or warfare. Despite the best intentions of our colleagues abroad, we cannot always count
on their cooperation in a procedure that is part of the standard of professional practice in educational administration
in the United States. Thus receiving a response to a verification request is the first step in the resolution of a tense and
difficult situation involving the institution and the student.
• Assess the response:
..,.. Does the information provided adequately answer
the evaluator's concerns about the authenticity of
the document? Is it conclusive?
..,.. If the information provided is not conclusive, what
further action needs to be taken? Will another round
of correspondence be fruitful? To whom should it be
addressed? What other avenues can be pursued if it
seems that further contact with the verifying authority would not be productive?
..,.. What if a verification fee is requested? Some educational authorities have begun assessing a fee for verification, particularly in areas where resources are limited
or a large number of verification requests are received.
How does the evaluator handle such a situation?
• Take appropriate action. If the documents are verified
as being fraudulent, follow-up should be immediate,
according to established procedures and guidelines for
the consequences to applicants who submit falsified
documents. These policies should be defined and communicated to staff and applicants well before this stage
of the admissions review process. See below for more
on establishing policies and procedures.

COMMUNICATING WITH APPLICANTS ABOUT
SUSPICIOUS DOCUMENTS AND VERIFICATION
Strategies for communicating with students or applicants
can range from saying nothing at all to the applicant; to
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informing the applicant that there
are concerns about the documents and asking for explanations
and/or assistance in getting verification or "better" docwnents;
to informing the applicant that
verification has been requested
and that nothing further will be
done until verification has been
received. Each case involving
suspicious docwnentation needs
to be reviewed on an individual
basis and handled with sensitivity specific to the circumstances
of the particular case. Working
with trusted resources, including
experienced colleagues who have
successfully navigated cases like
these, helps admissions officers
and evaluators to develop good
professional judgment about how
to handle cases involving suspicious docwnents.
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USE OF ENGLISH TRANSLATIONS
In order to do an accurate assessment of applicants' previous education, evaluators should insist
on receiving official docwnents
£1 FIGURE 3. Case 2: Counterfeit Transcript
in the original language in which
they are issued. English translations may be needed, and evaluators need to establish
is secondary to the question of how accurate it is. In some
guidelines on how English translations will be used in the
cases, a student, friend of the applicant or faculty member
evaluation process. Evaluation should always be based on
may be able to provide an English translation that is as acthe original credential in the language in which it is officurate as a translation done by a professional translator.
cially issued, never on an English translation alone.
The accuracy of the translation should be confirmed
Translations should be literal, complete, word-forby the use of reliable resources on the educational system
word representations of the language in the original docuof the country that show the names of institutions and
ments, prepared in the same format as the original, by a
credentials in the indigenous terminology. The evaluator
person familiar with both languages. If the evaluator is
should base the evaluation on the original document, usnot familiar with foreign languages, a professional English
ing the English translation only as a tool.
translation may be required. However, evaluators should
If the translation appears to be inaccurate or misleadkeep in mind that the most important feature of a translaing, then the applicant should be required to submit a
different, accurate translation. There is no reason why an
tion is accuracy in representing exactly what is written in
the foreign language. The issue of who does the translation
evaluator should hesitate to request an accurate English
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translation if one is needed. Likewise, evaluators should
not jump to conclusions about the authenticity of the original document, or the applicant's intentions, if the English
translation is not accurate. The translation is a tool to understanding the official document; any judgments about
the authenticity of an official document should be based
on the document itself, not on the English translation.

OFFICIAL DOCUMENTATION ISSUED IN ENGLISH
Some countries issue official documentation in English,
even though English might not be the main or official language of the country. In these cases, English translations
should not be accepted. Only the official document issued
by the institution in English should be considered official
for use in the United States.

COUNTERFEIT TRANSCRIPTS AND DIPLOMAS
Counterfeit academic documents are produced and sold
for the same reasons that counterfeit money exists. Education, or at least an educational credential, is "currency."
A counterfeit document can be manufactured by an individual for his or her own use or produced for sale to
others. In his book Counterfeit Diplomas and Transcripts
(2.0o8), fraud expert Allen Ezell presents information
on at least three dozen online vendors that sell counterfeit transcripts from real educational institutions in the
United States and around the world. The book also includes a list of at least eighty Web sites selling counterfeit
Russian and Ukrainian educational credentials and describes the large-scale counterfeit document industry in
the People's Republic of China. A table in the book shows
a comparison of the characteristics of a genuine University of Florida transcript with the features of counterfeit
University of Florida transcripts produced by three vendors of fake transcripts.
Vendors of counterfeit credentials may advertise the
documents as "replacements," "replicas" or "novelty" items
and issue disclaimers that they are not responsible for the
consequences of attempts by customers to present the documents as "real." Some use the wording "fake transcript"
and "fake diploma" throughout the text of their Web sites.
Often the Web sites include samples of the documents
available, testimonials about the quality and usefulness of
the documents and "special offers." Some indicate which
institutions' transcripts are not available; often they are
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schools who have taken some level of legal action against
the supplier, such as a "cease and desist" warning.
How can you protect your institution's documents
from becoming a victim of this type of fraud? A proactive
posture is paramount: awareness of the problem is crucial,
as well as vigilance in following a methodical approach to
document review that includes a spectrum of verification
procedures-from the use of standard resources to confirm information on transcripts, to written requests for
authentication if necessary.
How does one determine the authenticity of a document from a real educational institution in an environment
where potentially any institution's transcripts are for sale?
Sometimes it is very difficult to tell whether a document
is legitimate, especially when the fraudsters have stolen
authentic templates, or even bought them from unscrupulous employees of the issuing institution or authority.
To clear up any suspicions about a document, a request
for verification of the documentation should be addressed
to the issuing institution. For guidance on seeking verification of documents from an institution outside of the
United States, see the section on document review and
verification above.
To request verification of documentation purportedly
issued by a u.s. institution, contact the office of the registrar of the institution. The Family Educational Rights
and Privacy Act (FERPA), a set of federal laws protecting the privacy of students in the u.s., includes a provision that student data called "directory information" can
be disclosed to the public without specific authorization
from the student/former student, unless the individual
has requested that this information not be shared. This
directory information includes data such as the dates of
enrollment, level and mode of enrollment (undergraduate
or graduate, full-time or part-time), major and degree, including date of degree, if awarded. For details on FERPA,
see US. Department of Education, Family Educational
Rights and Privacy Act (wwwz..ed.gov/policy/gen/guid/
fpco/ferpa/), as well AACRAO's FERPA-related resources.

DEGREE MILLS, ACCREDITATION MILLS AND BOGUS
FOREIGN CREDENTIAL EVALUATION SERVICES
A "diploma mill" or "degree mill" is an entity that produces and sells documents that appear to be academic
credentials (diplomas, degrees, transcripts) from what ap-
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pear to be universities or colleges,
but in reality are academically
worthless documents from fictitious "educational institutions"
that represent inappropriately
little academic work or none at
all. These documents are meant to
give the impression of academic
achievement, but in actuality are
purchased papers that have no
academic value.
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Awareness of diploma mill
tlb~ic~
fraud is especially important for
reviewers of international student
records because many of these
entities purport to be "foreign
universities." Typically these entities claim to be a university in
a country outside of the United
States, while the operators themselves may be located in the u .s .,
El FIGURE 4. Case 3: Diploma Mill Degree, Sample 1
located in another country or have different parts of the process
located in different countries. For example, in their book
"degrees." It used to be more common for diploma mills
Degree Mills: The Billion-Dollar Industry That Has Sold
to speak disparagingly of accreditation, stating in their deOver a Million Fake Diplomas (Prometheus Books, 2.005),
scriptive materials that they did not need accreditation, did
John Bear and Allen Ezell outline a well-k nown diploma
not agree with the philosophy of accreditors or otherwise
mill ring called the "University Degree Program" (unP),
were somehow exempt from or above the notion of accreditation. It appears that in the last decade or so, diploma
an operation masterminded by a rabbi from New York,
with telemarketing done in Bucharest, Romania, mailmills have found that embracing the concept of accrediforwarding services in Ireland, diplomas printed in Israel,
tation can pay off. Some not only create their own bogus
and banking in Cyprus. The book lists three dozen known
accreditors to try to add to the appearance of legitimacy
of the "university," but also sell this bogus accreditation
fictitious "university" names used by the UDP. If one takes
to other bogus entities. Instead of decrying accreditation,
a comparative look at the documents from these "universities," one would see that they have the same format and
they have created ways to make it financially lucrative.
Some diploma mill operations are large fraud rings that
essentially the same content, except for differences in the
purchaser's name, the name and date of the "degree" and
also produce other types of fraudulent documents, such
course titles on the transcript, depending on the field of as driver's licenses, social security cards and other identification documents. Many offer associated "student ser"study." (See Figure 4, Case 3 for a copy of a bachelor's devices;' including transcript verification, foreign credential
gree diploma from the UDP entity "Sherwood University"
evaluation and even alumnae associations. By calling a
using the standard UDP degree template.) There have been
toll-free telephone number, the bogus documents can be
many spin-offs of this operation as former employees have
verified, the accreditation of the "university" confirmed
started their own diploma mill businesses.
and an evaluation of the "foreign transcript" showing that
Accreditation mills represent a related area of fraud.
the "degree" is equivalent to a u.s. degree received by the
Some diploma mills use claims of accreditation to sell their
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"graduate." These "services" are offered by the same people
who set up the fraudulent diploma operation.
This was the case with the St. Regis University diploma mill operation. The masterminds and agents behind this organization, who operated in Washington
State, Idaho and Arizona, created virtual "universities"
and even "high schools" claiming to offer distance education from Liberia and recognition by the Liberian Ministry of Education. They created a bogus Liberian embassy
Web site that showed that these "schools" were recognized and accredited by an equally-fictitious "National
Board of Education." This was accomplished by bribing
a Liberian embassy official in Washington, D.C. In addition, they offered many "student services" and had a
foreign credential evaluation service on board to give the
"degrees" u.s. degree equivalencies. It was the tenacity of
researchers such as Professor George Gollin of the University of Illinois and federal law enforcement agencies,
combined with the hubris of the operators, that brought
this outfit down.
How can the international transcript evaluator determine whether an institution is a real, recognized, legitimately-accredited educational institution that really
teaches and awards recognized educational credentials?
Understanding the way in which diploma mills work allows for recognition of these entities. Diploma mills operate in many of the same ways that other fraud operations
work-by imitating legitimate activity. Their goal is to look
like a real university. Here are some things to watch out for:
•Name: The "institution" has a distinguished or traditional sounding name, or a name similar to a wellknown or legitimate institution. (Is your institution's
name being used? Check the Internet regularly to see
how your school's name, or variations on it, appears.)
•Location: The "university" has a Web site bur no physical address, or there is conflicting information about a
physical location.
• Foreign: It gives the impression of being a "foreign" university, but may be operating from a completely different location. See comments above.
•Internet address: It may use "edu;' "ac" or "uk" in the
URL, giving the impression of being a u.s. or British
educational institution.
• Contact: No contact information is given on the Web
site. The only way to contact the "university" is by

e-mailing your contact information or providing it via
the Web site.

•Accreditation or recognition: The Web site includes false,
misleading or meaningless claims of accreditation, recognition, affiliation, membership or other types of status that are meant to give the impression oflegitimacy,
but really mean nothing in the legitimate higher education community.
• Speedy degrees: The amount of time required to get the
"degree" is suspiciously fast. A large number of credits, or
the whole "degree;' might be given based on "life experience" only; "send us your resume and receive a degree."
• Costs: The Web site shows a price list or lump sum
prices for the various "degrees" and "transcripts." Different rates might be charged for including specific
courses, grades, majors, etc. on the transcript. Payment
may be acceptable by credit card or PayPal. There might
be special deals or discounts for buying immediately.
• Sample documents: The Web site shows samples of diplomas and transcripts.
• Network ofdiploma mills: Several "university" Web sites
may operate from the same computer or network. Researching IP addresses behind domain names, domain
registry information and other "behind the scenes"
computer information can yield valuable results in investigating a "university's" true identity.
• Support services: Diploma mills set up their own verification services available through a toll-free telephone
number; the people answering the phone to verify are
the same ones selling the degree. The entity might offer
foreign credential evaluation and "Apostille" services if
the institution purports to be foreign.
• Advertising: Print advertisements appear in well-respected publications, as well as in popular tabloids and
comic books. Electronic media have made worldwide
distribution easy and cheap and made it difficult to pin
down just where such activity originates.
Using a methodical approach to document review, as
outlined above, is essential to identifying whether the
documents presented are from a real, legitimate and appropriately-recognized institution. Research using official and reliable resources is crucial. Mindful of the ways
in which diploma mills operate, the evaluator first needs
to identify what country the institution purports to be
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operating in, then determine the legal body in that country that supervises higher education. Is it a national ministry of education, a commission or council for higher
education, or a provincial or state authority? Does this
legal body publish a list of recognized institutions? Does
the suspected diploma mill appear on the list of officially
recognized institutions? Once the appropriate authority has been identified, the evaluator should contact that
office to ask about the status of the institution in that
jurisdiction.

LEGAL ISSUES IN DEGREE FRAUD
"Aren't diploma mills illegal?" is a commonly-asked question.
The response is, "It depends." Diploma mills exploit
legal loopholes. Where laws are weak, vague, complex or
not enforced, diploma mills thrive. Some diploma mill
operations move around the United States and the world
to avoid legal trouble and/ or set up various parts of their
operations in different states/countries so as to make legal
prosecution difficult.
In the United States, the establishment of educational
institutions is regulated at the state level. Regulations vary
from state to state. Some states have no laws, or lax or
poorly-worded laws, while others have clear laws but little
enforcement. The number of states that regulate the use
of degrees is growing and now includes Alabama, Illinois,
Michigan, New Jersey, Oregon, South Dakota, Texas, Virginia and Washington. Oregon in particular is a model
of a state with clear laws, effective law enforcement and a
commitment to public information on degree fraud. The
Web site of the Oregon Office of Degree Authorization
(www.osac.state.or.us/oda/) has a section for information on diploma mills, including maps of the u.s . showing states with good and poor track records in controlling
diploma mill and degree fraud, a list of diploma mills and
an employer's guide to college degrees.
On the federal level diploma mill operations have been
prosecuted successfully on the basis of federal offenses
such as aiding and abetting, conspiracy, false identification, mail fraud, fraud by wire, obstruction of justice,
money laundering, criminal forfeiture, trademark violation and tax evasion.
In other countries education is regulated by law either
at the national level or at a sub-national level. Govern-
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ments oversee the establishment, funding, operation and
administration of educational institutions. Public institutions established by law or private institutions that have
the same legal standing as public institutions are "officially
recognized" institutions. Government entities bestow the
authorization to offer academic programs and awards.
Complex legal systems and cultures of corruption invite diploma mill fraud around the world. Some countries
or regions are noted for problems with diploma mill activity. Many examples of diploma mills operating from areas
outside of the United States that have no higher education
institutions or where higher education is not regulated exist, such as some Caribbean islands, some Pacific Islands
and some cantons of Switzerland. Two well-known examples of diploma mills hail from internationally unrecognized "self-declared autonomous" entities within
sovereign countries, the "Hutt River Province" in Australia and "The Principality of Seborga" in Italy. For identification and discussion of problem areas of the world, see
the section on degree mills in the Boston College Center
for International Higher Education's newsletter (www.
bc.edu/ content/be/ research/ cihe/ ihe.html ).

CONSIDERATIONS FOR POLICIES ON FRAUD
Be proactive. Proactive policies and clear, viable procedures can be effective tools in fighting fraud. If your institution does not have policies, or if existing policies are not
effective, not extensive enough, not current enough or not
backed up by effective procedures, the following are some
things to consider in establishing or adjusting policies on
handling cases involving fraud.
• Define "fraud." Identify the types of fraud to which
your institution is vulnerable and the various scenarios
in which fraud can play a part. Examine cases of fraud
that you have encountered or instances you have seen
or heard about from others. What could/ should have
been done to prevent the problem? What was learned
as a result?
• Identify the "market value" of your institution, particularly to international students. What is attractive
about your institution? Why would fraudsters want to
capitalize on your institution? What is the reputation
of your institution? Is it prestigious or an easy target?
• Review the policies of your institution on student and
faculty/administrator behavior (academic dishonesty,
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honor code, code of conduct, code of ethics). Are any of
these relevant to the type of fraud your office might see?
Identify the various offices or departments in your operating environment that should be involved in discussions about policies on handling fraud cases.
Work with your institution's legal counsel to become informed about appropriate federal, state, county and city
laws and ordinances for the cases you might encounter.
A procedure or protocol to be followed in fraud cases
should be clearly spelled out and communicated to all
those who might deal with such cases. Who does what?
What is the procedure, step-by-step? Should it be the
same in every case? Is there an appeal process if the applicant disputes the findings? What is the procedure
for that?
In addition to policies and procedures, another effective too_l in identifying and preventing fraud is a team to
coordinate anti-fraud efforts across the campus or organization: keep an eye on the "big picture," continuously
educate and inform, train others, proactively function
as "watchdogs" and monitor the Internet for usage of
the institution's name, assist with questions, prepare
cases for review and judgment, track results, review and
critique policy, etc.
Publish your institution's policies and procedures, as
well as the consequences for breaking the rules in clear,
concise, unambiguous language and in easily-accessible
locations (in application packets, in publications, on
the Web, etc.).
Incorporate a section in your application materials that
must be signed by the applicant, attesting to truthfulness, completeness and accuracy of information provided; the understanding that institutions issuing the
documents submitted may be contacted for authentication of the documents or further information relevant
to the student's education there; agreeing to abide by
relevant policies, regulations, etc. and accepting consequences if rules are broken.
Act quickly when a case of questionable documentation is uncovered. Address the situation immediately,
to squelch the flames that can quickly escalate into
a raging inferno. Be a confident and assertive first responder, with appropriate policies and procedures to

• Seek the advice of experienced, expert, neutral third
parties if you need help, in accordance with the guidance of your legal counsel. Only use trusted, informed
resources, keeping in mind that parties that produce or
use fraudulent degrees and transcripts may also operate
or use fraudulent verification, accreditation and foreign credential evaluation services, thus possibly having
duped other otherwise reputable institutions and services into recognizing their "degrees."
• Keep a log or record of cases involving fraud. Cross-reference information and notes between various files so
that data is easily retrievable. Note general information
in generic files and information specific to a particular
student or applicant in the individual's file. This recordkeeping is useful should the person ever apply again.
• Incorporate what you learn from each case into the
institution's response to such cases. Each scenario presents a different set of circumstances, with new twists
and perspectives. Review institutional policy regularly,
adjusting it as appropriate.
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and training sessions at numerous AACRAO and NAFSA conferences. His
publication contributions include many articles for AACRAO and NAFSA
publications. The author of the AACRAO publication Australia: Education
and Training and co-author/ editor of the 1992 PIER workshop reports on
Poland and the Czech/Siovak Federated Republics, he developed the first
model for the AACRAO EDGE {Electronic Database for Global Education).
Ed Devlin is a Life Member of NAFSA.
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Working with Agents and Recruiters in Recruiting International Students
South Dakota Board of Regents (BOR) Universities
Appendix D:

AIRC standards summary and full manual

AIRC standards summary
Standard 1:

Standard 2:

Standard 3:

Standard 4:

Organizational Effectiveness
 Mission and Purposes
 Governance and Ownership
 Effective Management
 Scope of Operation
 Financial integrity
Integrity of Recruitment Process
 Knowledge of the US Education System
 Advertising and marketing honesty
 Respect for intellectual property and use of authorized materials
 Accountability
 Conflicts of interest
 Transparency and integrity of services rendered
 Appropriateness & accuracy of services rendered
 Follows US immigration regulations
 Uses accurate institutional information
 Accurate nature of institution
 Accurate information on nature of degree
 Accurate information on transferability of credits
 Accurate information on travel options and expenses
 Serve legal “minors” appropriately
Student and Family Engagement Pre- and Post-Enrollment
 Pre-Enrollment
 Written contract
 Confidentiality of records
 Communication with family
 Promises and guarantees are valid
 Non-discrimination
 Post-Enrollment
 Keep individual student records at least 3 years
 Keep client satisfaction records at least 3 years
Institutional Engagement Pre- and Post-Recruitment
 Pre-Recruitment
 Written contract
 Regular contact with institutions
 Maintain confidentiality between institution and agency
 Provide accurate applicant records

Spring 2013
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Working with Agents and Recruiters in Recruiting International Students
South Dakota Board of Regents (BOR) Universities

Standard 5:

 Ensure integrity of documents submitted
 Follow prescribed institutional rules for document submission
 Post-Recruitment
 Keep client satisfaction records at least 3 years
Complaints Process
 Complaints process is clear and complaints are addressed in a timely manner
 Is liability for agent activities minimized?

Spring 2013
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Introduction	
  	
  
AIRC Mission Statement
The American International Recruitment Council works to safeguard the interests of both
international students and enrolling institutions through the promotion of ethical,
standards-based international recruitment strategies.
The American International Recruitment Council (AIRC) is a 501c3 non-profit Standards
Development Organization (SDO) controlled by United States accredited postsecondary
educational institutions and officially registered with the U.S. Department of Justice and
the Federal Trade Commission.
The purposes of the organization are to:

•

Develop standards of ethical practice pertaining to recruitment of international students to
American educational institutions, such standards address two constituencies: educational
institutions and student recruitment agents;

•

Develop best practices and training to assist overseas student recruitment agents and
institutions themselves to better serve both students seeking admission to American
educational institutions, and

•

Establish a framework through which participating agents can have their practices
certified. In addition, the organization may undertake other activities as are necessary to
accomplish its goals.

AIRC is a Standards Development organization, officially registered with the U.S. Department
of Justice and the Federal Trade Commission. 1
AIRC was incorporated in Washington, D.C. on June 16, 2008.
For additional information related to AIRC’s organization and activities, please visit: www.airceducation.org

1

Federal Register, vol. 47, p. 8811, 2009.
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Certification Services
AIRC is an organization of members dedicated to insuring that International Student
Recruitment agencies are providing a level of service that operates with integrity and is in
keeping with what is expected by U.S. accredited colleges, universities and related
postsecondary institutions.
Central to AIRC’s purposes is the Certification process whereby recruitment agencies are
reviewed on the basis of a set of Standards which appear in this Manual. AIRC Certification
attests to the quality determined upon an external review of a recruiting agency which meets the
AIRC Certification Standards for a designated period of time.
AIRC expects that institutional and agency members fulfill the highest professional expectations
of practice. Accordingly and in addition to the AIRC Certification Standards is the AIRC Policy
Statement, Rights and Responsibilities of AIRC Institutions and Agencies found in Appendix
A.
AIRC Certification is carried out by a Certification Board, the membership of which is appointed
by the AIRC Board of Directors and is derived from the institutional membership and related
organizations. A current listing of members of the AIRC Certification Board can be found at
www.airc-education.org. It is the primary responsibility of the Certification Board to determine
the Certification status of an applying recruitment agent after reviewing all relevant materials
related to the application of an agency for Certification, including but not limited to: letter of
intent, application form, due diligence report, third party testimony, the self-evaluation report
and the external review report. Through a variety of steps outlined in this Manual, the AIRC
Board of Directors approves a recruitment agency to undergo certification whereupon the
applicants are referred to the AIRC Certification Board which works independently of the AIRC
Board of Directors in determining the Certification status of an agency.
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The	
  AIRC	
  Certification	
  Process	
  
Overview
A core purpose of AIRC is its Certification process which is designed as an external quality
review of agencies which recruit international students to U.S. accredited colleges, universities
and other educational institutions. These institutions are accredited by institutional accrediting
bodies recognized by the U.S. Department of Education or The Council for Higher Education
Accreditation (CHEA).
AIRC follows best practice in external quality assurance. The AIRC Certification process is
carried out in two major segments: (1) Applicants undergoing certification and (2) Certification.
The Applicant segment is carried out by the AIRC Board of Directors and includes the:
•

Letter of Intent and Application Form

•

Due Diligence Report

The Certification segment is carried out independently by the AIRC Certification Board and
AIRC Certification Staff and includes a(n):
•

Self-Evaluation Report Utilizing the AIRC Certification Standards

•

External Review of the Recruitment Agency

•

Final Certification Decision
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The	
  Chronology	
  of	
  Steps	
  Toward	
  Certification	
  
Eligibility Criteria
AIRC Certification is intended for agencies (including organizations and companies), located
both inside and outside the U.S., which recruit international students to accredited postsecondary programs or institutions anywhere in the world and who either have already recruited
for U.S. programs or institutions or intend to do so.
For the purposes of AIRC membership and certification, an agency is defined as an organization,
company or association that recruits and places students into accredited colleges, universities and
other educational institutions on a commercial 'fee for service' basis. The term 'fee for services'
refers to any payment made by an institution or an individual student applicant to an agency for
services related to the counseling advice, application process and acceptance into a course or
program in an educational institution. Individuals that provide placement services but have not
established a company or individuals within an agency, including but not limited to shareholders,
owners, directors, counselors and other staff are not eligible for AIRC certification or
membership.
At the time of application for AIRC Certification, agencies are required to have been in the
student recruitment business for two years, and have a successful record of placing students in
accredited post-secondary programs or institutions. The date of first student placement must have
been at least 18 months before the AIRC application is made.
Agencies must have a record of placing at least 25 students total before applying for AIRC
certification. Agencies that are at least two years old but have placed between 25 and 50 students
in accredited post-secondary programs or institutions may apply for AIRC Certification, however
they may be awarded conditional certification until they have a more substantial record of
student placements.
Agencies which have a successful record (at least two years of placement of at least 25 students)
of placing students at U.S. accredited secondary schools only, and that intend to use this
experience for recruiting students for the U.S. post-secondary programs and institutions, are also
eligible to apply for AIRC certification.
A sub-agent is a person employed or contracted by the agency to transact the whole, or part of
the student recruitment process.
A franchisee is an individual or company which licenses the rights to use an agent company’s
trademarked name and business model to conduct business.
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Agencies that engage sub-agents for part of the recruitment process or agencies that franchise
their operations are eligible for certification. The agency applying for certification will be
accountable for actions of the sub-agents and franchisees and any others working on behalf of
the agency once AIRC certification is achieved.
The awarding of AIRC certification does not convey to sub-agents. Sub-agents may apply for
AIRC certification independently.
The awarding of AIRC certification does convey to a franchisee of the agency provided the
franchisee uses the agent company’s trademarked name and business model to conduct business.
An applicant agency is ineligible for certification if it or any principal or material owner thereof
has been convicted of fraud or has pleaded no contest or guilty in a criminal proceeding or has
been adjudged to have committed fraud in a civil proceeding within the last seven (7) years.

Applicants	
  Undergoing	
  Certification	
  
Letter of Intent and Application Form
Eligible agencies interested in undergoing the AIRC Certification process and becoming
members of AIRC are asked to contact AIRC through its website: http://www.airceducation.org/AIRC_Certification.htm. In addition to an outline of AIRC fees, the directions
related to a Letter of Intent and the completion of the AIRC Application Form are found at
this site.

Eligibility Vote
The AIRC Board of Directors bases its decision to advance an applicant to undergo certification
on an initial review of the financial stability and ethical reputation of the organization. The
review is based on the information provided in the application and additional information
secured from the public record and such additional background checks into prior business
practice and ethical behavior as the Board deems appropriate and are conducted in accordance
with AIRC requirements. A sample of a due diligence report is found online as Sample World
Check Due Diligence Reports: www.airceducation.org/PresentationsResources.htm.
The review will include the applicant’s principal officers and persons or entities with a 20% or
greater ownership interest. The decision to permit an applicant to undergo certification only
allows the Certification Process to begin and does not in any way suggest that an agency will
successfully be certified. An organization for which eligibility has been determined is not
permitted to publicize such status in any manner.
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The recruitment agency will be notified by AIRC when and if they have been determined eligible
to undergo certification. It is at this stage that three additional things take place:
•
•

•

The applicant agency’s name will be posted on the AIRC website www.airceducation.org
There will be notification on the AIRC website soliciting comments from the public
about the agency (specifically in keeping with the AIRC Certification Standards). This
information is kept confidential to the Certification process.
The applicant agency is then notified by the AIRC Certification staff of the next steps in
the Certification process, outlined in the following section.

Certification
Self-Evaluation and Self-Evaluation Report
Key to the AIRC Certification process is a Self-Evaluation report that describes the agency’s
organization and provides documented evidence that demonstrates that the AIRC Certification
Standards are being met. The Self-Evaluation materials may be forwarded to AIRC
electronically at: certification@airc-education.org and 2 printed copies (including all
Appendices) should be couriered to:
AIRC Certification
4710 Rosedale Avenue
Bethesda, Maryland 20814 USA
Phone: + 1 240 547 6400 xt. 803
The Self-Evaluation is intended to be a positive process which informs AIRC of the extent to
which the recruitment agency is in compliance with the AIRC Certification Standards.
Simultaneously, the Self-Evaluation is an opportunity for the agency to consider its own internal
processes and make quality improvements. It is intended that the Self-Evaluation be a reflective
process which includes broad participation from the agency’s major stakeholders. Although one
person may write the final report to AIRC, the process of responding to the AIRC Standards
should involve both internal and external stakeholders so that it is clear that the agency’s
purposes and process are generally understood consistently both internally (by staff) and
externally (by student and institutional clients). The involvement of external stakeholders (e.g.,
student and institutional clients) can be accomplished through the outcomes of surveys or other
means of collecting opinion. When the on-site External Review takes place, it is important that
there is evidence of a shared vision and consistency of purpose and policy to both the agency and
its clients. It is critical to AIRC Certification that there be evidence that the agency understands
the United States educational system and the unique operational aspects of working with U.S.
institutions.
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The agency is asked to respond in writing a “Self Evaluation Report” that corresponds to the
AIRC Certification Standards. These Standards appear twice in this Manual: the first in the next
major section and the second in Appendix B. The template in Appendix B is the official format
for the Self-Evaluation Report and is intended to be used in electronic form (which will be sent
directly to agencies which have achieved Candidacy).
The AIRC Standards apply to the five key areas of recruitment organization and practice:
1.
2.
3.
4.
5.

Organizational Effectiveness
Integrity of Recruitment Process
Student and Family Engagement Pre and Post Enrollment
Institutional Engagement Pre and Post Recruitment
Complaints Process

The Self-Evaluation report should be a document which can stand on its own to the extent
possible, and should not make frequent references to finding evidence in separate
documents. For example, when responding to the Standard asking for the Mission/Purpose of
the agency, please reiterate what the mission says. Please do not simply refer to an agency
brochure (although you will also want to provide AIRC with agency documents in the form of
Appendices to provide concrete evidence of their existence). Appendices should each be marked
very clearly as to what type of documentation is included.
The Self-Evaluation will be reviewed in its documented form by AIRC external reviewers
selected on the basis of expertise and integrity. If the Self-Evaluation is found to be satisfactory,
an on-site external review will be scheduled with the agency.

Deadlines for Form Completion
After an agency is determined to be eligible to undergo certification it has one year from its
notification of this eligibility to pay its certification fee and complete its Appendix B, Agency
Self Evaluation Form.
If an agency takes more than one year to pay the certification fee and complete the selfevaluation form, it will be informed by email and certified post mail that it has exceeded the time
within which to complete its self-evaluation. The agency will no longer be considered an active
applicant.
If the agency chooses to re-activate its application after this one-year period and gives notice to
do so within the end of the second year after its initial notification of eligibility it must give
email and written notice that it wishes to re-activate its application and pay a $500 re-activation
fee.
If the agency chooses to re-activate its application but more than two years have lapsed from the
initial notice of eligibility, it must re-apply for AIRC Certification and pay all associated fees for
the AIRC Agency Application and certification.
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The External Review (Site Visit)
Upon receipt of a completed Self-Evaluation Report from the applying agency, AIRC will
schedule and conduct an external review at the earliest possible date to take place at the
headquarters or primary physical site(s) of the recruitment body. (Note: If there are multiple sites
for the agency, AIRC will determine which should be visited.) The primary purposes of this
external review, to be carried out by one or more AIRC external reviewers selected on the basis
of expertise and integrity, are to:
1. Validate on-site the evidence provided in the Self-Evaluation;
2. Gather additional evidence as to the overall quality of the agency’s services best collected
on-site;
3. Evaluate staff knowledge of the U.S. education system (for which the AIRC Professional
Development Manual is a key resource); and
4. Provide a report which summarizes findings and recommends a Certification status to the
AIRC Certification Board.
AIRC external reviewers are selected from among AIRC’s U.S. member institutions and
organizations. Their selection is based on the level of expertise and integrity in carrying out the
AIRC Certification process. AIRC external reviewers are the diplomatic corps of AIRC. It is
their responsibility to: (a) have a strong working knowledge of the AIRC Standards for
Certification; (b) review the Self-Evaluation Reports of recruitment agencies applying for AIRC
Certification; (c) conduct a site visit and the agency site(s) for the primary purpose of evaluating
compliance with the AIRC Certification Standards; (d) write an evaluative report which includes
a recommendation for Certification to the AIRC Certification Board; and (e) be available to the
AIRC Certification Board and staff to answer questions related to the review of the recruitment
agency.
External reviewers sign a confidentiality statement which outlines their obligations related to
confidentiality, conflicts of interest, behavior toward others, and future relationships. Normally,
an external reviewer will not be assigned to a recruitment agency under contract with his/her
institution.
During the on-site external review, one or more AIRC external reviewers will be asked to carry
out a review which will take place over the course of at least 3 days: Day 1: Arrival; Day 2: the
External Review; and Day 3: Report Writing. On the External Review Day, the following
general activities are typically one (1) full day per selected site. This review format will differ
according to the size, complexity and locations of the recruitment agency. In most cases the
agency will be visited by one on-sight reviewer and there will be a second reviewer who will
either join the meeting day by teleconference or make separate arrangements to interview agency
staff by telephone or electronic interview.
The external review is intended to be a positive collegial experience (not a regulatory adversarial
experience). It will include activities such as those listed below which will require key staff to be
present at the time of the external review and for offices and filing records to be available to the
AIRC reviewer. On the External Review Day, the agency is asked to gather the key leadership of
its Headquarters office. All key Headquarters staff are essential to the external review. In
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addition, the agency is asked to provide at least one person from each branch office (including
franchises) if there are 2-4 offices; or 25% of the branch offices represented with a minimum of
5 representatives if the agency has 5 or more offices. During the external review day, the external
reviewer will:
•
•
•

Meet with the key leadership of the recruitment agency, including the owner and senior
management
Visit the physical venues of the agency’s offices

•
•
•
•
•
•

Review materials and records which further document compliance with the AIRC
Certification Standards, including but not limited to: student records; institutional
records; records of complaints; personnel curriculum vitae; and other records mentioned
in the AIRC Standards which are too large to include with the Self-Evaluation
Meet with general staff who carry out recruitment services
Observe ordinary business operations
Review those matters with staff which are not fully explained in the Self-Evaluation
Review any recent complaints made of the agency
Administer the professional development assessment exam
Share information related to AIRC and its processes

•

Undertake other activities as determined by AIRC

In advance of the external review day, the reviewer will have access to all applicant related
materials (letter of intent, application and due diligence report) and will be in contact with the
agency’s U.S. institutional clients.
A schedule will be provided to the agency, including how to prepare for the site visit. See the
sample timetable below. The agency will want to appoint a certain staff member to act as an
administrative liaison (“primary contact”) between AIRC and the agency. Please note again that
the agency will need to schedule an AIRC review at a time when key staff are available and
when records, such as those mentioned above and in Certification Standards, are in order for
inspection.
Sample Timetable for the On-Site External Review Day
1 hour: Meet with Owner, Governing Board and/or Chief Executive Officer
Review all Standards with an emphasis on Mission, Governance and Ownership,
Organization, Planning, Marketing and Finance.
2+ hours: Senior Administrative Staff
Standards related to above plus day-to-day operations related to finance, record keeping,
assuring quality services, and human resources administration.
2-3 hours: General Recruitment Staff
The external reviewer has 2 key purposes for conducting a session with the recruitment
staff:
Page 10
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(1) Evaluate staff understanding of the primary purposes of their organization, including
how they view its decision-making processes, and their role in providing quality
services, what those services entail, and how they contribute to the planning.
(Standards 3 and 4 are key to this discussion) and
(2) Evaluate the staff’s general knowledge of the U.S. higher education system using as a
primary reference the AIRC Professional Development Manual.
1 hour: Tour of headquarters and review of record-keeping
Certain costs of an external review will be born directly by the recruitment agency. These will
include reasonable costs related to obtaining a visa (when applicable), travel (return ground
transportation and economy class air from locations indicated by the external reviewer); hotel
meals during the three day on-site review, and lodging for the duration of the review for at least
three (3) nights (arrival day; review day; and writing day) plus any lodging necessary in traveling
to and from the site. Hotels should be no less than a 3-star international level, with convenient
and reliable Internet access. Travel and lodging arrangements will be made directly between the
external reviewer and the agency with AIRC notified as to the dates of the external review.
The external reviewer will be paid a modest honorarium directly by AIRC which will help cover
expenses related to visa, domestic airport transportation and other miscellany. This is included in
the Certification fee collected from agencies by AIRC.
It is important that the integrity of the review process be upheld. Therefore, money, significant
gifts, lavish meals and celebrations, or any extraordinary favors, should not be provided to AIRC
external reviewers by the applying agency, regardless of the cultural hospitality norms. Attempts
to bestow extraordinary favors upon the external reviewer will be noted and reported to the
AIRC Certification Board.
A primary outcome of the external review will be a report by the external reviewer which will be
shared with the AIRC Certification Board. This report will be shared with the agency to check
for factual errors prior to its final submission to the Certification Board. As with any review
process which is based on a Self-Evaluation by the agency, followed by an External Review on
site, the final report should not have any major surprises to any of the parties involved.
It should be noted that whereas the Self-Evaluation Report is property of the agency and can be
quoted by the agency in public; the External Reviewer Report is the confidential property of
AIRC and therefore may not be quoted or published by the agency.

Certification Decision
The AIRC Certification Board is the final decision-making authority on the Certification of
recruitment agencies. Certification Board members are derived from AIRC member institutions
and related organizations and are appointed by the AIRC Board of Directors based on their
experience and professional reputation. The Certification Board meets regularly electronically
and in person at least once a year, depending on the volume of agencies applying for
Certification.
Page 11
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AIRC Certification Board members sign a confidentiality statement which outlines their
obligations related to confidentiality, conflicts of interest, behavior toward others, and future
relationships. Normally, a Board member will not participate in the decision-making process
related to a recruitment agency under contract with his/her institution.
The AIRC Certification Board will make the final determination concerning a recruitment
agency’s Certification status based on the agency’s application materials, due diligence report,
Self-Evaluation Report, the External Review Report, and any additional relevant and appropriate
information received by AIRC. The outcomes of the decision will be shared with the AIRC
Board of Directors and agency, assuming all expenses related to the External Review have been
paid.
There are four levels of AIRC Certification:
Certification
A recruitment agency is granted AIRC Certification for a five (5) year period if it has
undergone the process and meets the AIRC Standards satisfactorily.
Conditional Certification
A recruitment agency is granted the status of AIRC Conditional Certification for three
(3) years or less with AIRC Certification dependent upon reports being made to the
Certification Board which show substantial progress toward meeting the AIRC
Standards.
Certification Denied
The recruitment agency is denied Certification when it is found not to meet the AIRC
Standards satisfactorily. The agency may reapply upon correction of the problem(s)
cited, or one year following the denial of certification.
Certification Revoked
An AIRC Certified agency is found by the AIRC Certification Board to be in
egregious non-compliance with AIRC Standards and can have its Certification
revoked. The agency may reapply after two (2) years.
AIRC will make its Certification decisions public by providing the following types of
information:
•

Name(s) of recruitment agency

•
•

Scope of operations Certified (country/ies and offices – including branches and
franchises)
Year of AIRC Certification or AIRC Re-Certification

•

Year for next AIRC External Review

Only AIRC Certified agencies, agencies on probation (see below), and those agencies which had
their certification revoked will appear on any public lists. Agencies which had their certification
revoked will be listed for two years at which time they are invited to reapply for the Certification
process. Certification Denials will not appear publicly. Further, all documents related to the
Page 12
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Certification process (including but not limited to the letter of intent, application, due diligence,
self-evaluation report and external reviewer report) are confidential documents which are not
made public by AIRC.
Upon Certification an agency may, on its website and public marketing documents, quote from
its own self-evaluation form, but may not quote from other AIRC Certification related
documents.

Re-Certification
Toward the end of an AIRC-Certified period (for Certified and Conditionally Certified
agencies), the agency will indicate its willingness to undergo the Certification process for ReCertification purposes. Re-Certification will generally follow the same process as initial
Certification, beginning with the Letter of Intent, Application Form and relevant fee. Agencies
which have undergone the Certification process will find subsequent experiences to be less time
consuming, due to familiarization with the process and internalization of the AIRC Standards.

Proper use of AIRC Certification Statement and Use of AIRC Logos
Logo	
  Use	
  Disclosure	
  
	
  
AIRC®, American International Recruitment Council® and AIRC’s other trademarks,
service marks, certification marks, collective membership marks, logos and trade dress used on
the website are property of AIRC and are protected by state and federal trademark laws, and
must only be used for personal, non-commercial viewing purposes. In addition, AIRC’s
certification mark may only be used by entities certified by AIRC. The certification process is
described in details here: http://airc-education.org/certification.html, AIRC’s collective
membership mark may only be used by official AIRC members in good standing and current in
their membership fees. Other trademarks may appear on the website with permission from their
respective owners. Your unauthorized use of trademarks appearing on the website or any other
trademarks owned by AIRC may constitute trademark infringement and fraud, which could
subject you to substantial civil penalties and criminal prosecution.

	
  
There are at least two AIRC logos: the general AIRC logo and the AIRC-Certified logo.
Recruitment agencies (whether AIRC Certified or not) may not use the general AIRC logo
without permission of the AIRC Secretariat. AIRC Certified agencies may display the official
“AIRC Certified” logo on their website and publications, but only during the period the agency is
certified.

When a certified agency wishes to advertise its AIRC Certification, it may state simply that it is
“AIRC Certified” or “has AIRC Certification”, and for what specific time period it has this status
(e.g., December, 2010 – November 2013). Otherwise, it should use the following statement:
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The [name of agency] has been awarded Certification by the American International
Recruitment Council (AIRC) for the period [month and year] to [month and year]. To
achieve AIRC Certification, an agency has successfully undergone a rigorous selfevaluation and external review process based on the AIRC Certification Standards which,
in turn, evaluate the agency’s business practices, and the effectiveness of the services
rendered in recruiting qualified students to accredited educational institutions in the
United States of America. The Scope of AIRC Certification includes offices in: (list
countries and municipalities). For additional information, see www.airc-education.org
The statement above, or any other claim of AIRC Certification, may only be used during the
period during which the agency is AIRC Certified.

Requesting Reconsideration or Appeal of Certification Board Decision
The agency may request reconsideration of the decision of the AIRC Certification Board or
may appeal the decision within a limited number of days from receipt of the Certification
decision from AIRC. Procedures related to these processes are found in on page 25 “Requesting
Reconsideration or Appeal of Certification Board Decision.”
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Sample Timetable for AIRC Candidacy and Certification
Note: The following is a sample timetable for AIRC applicants undergoing certification. The
process is possible to complete in a shorter period of time, depending on the speed of the agency
in conducting its Self-Evaluation; the availability of external reviewers at short notice; and the
meeting schedule of the AIRC Certification Board.
Month 1:

Agency applies for AIRC Certification
Due Diligence Report is ordered
AIRC Board votes on applicant’s eligibility

Month 2:

If Agency advances to Self-Evaluation (during which it may need, for example, to
develop a Professional Development program for staff on the U.S. educational
system and its institutions and/or develop a system for systemically collecting
evaluation records from student clients)

Month 3:

Agency completes Self-Evaluation Report and submits it to AIRC
AIRC assigns an external reviewer for a paper review of the Self-Evaluation

Month 4:

AIRC Schedules an External Review (site visit) at a time convenient to the
external reviewer and when the agency can have the appropriate senior staff
available

Month 5-7:

External Review (site visit) takes place at select agency location(s) for one (1) day
each

Month 8-9:

Certification Decision made by AIRC Certification Board
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American International Recruitment Council
Certification Standards
(Modified January 4, 2012)

In 2011 the American International Recruitment Council undertook a process to review its
existing Standards and propose recommendations for modifications and new Standards. This
strategic decision aligns with AIRC’s mission to continuously improve its framework through
which participating agents can have their practices certified. The following Standards were
adopted by the AIRC Board of Directors on January 4, 2012.

AIRC™ Certification Standards
The Certification Standards are monitored by the AIRC Certification Board and reviewed on a
periodic basis as determined by the AIRC Board of Directors. The Certification Standards which
follow are stated declaratively and are without instruction on how the agency is to respond,

Standard 1: Organizational Effectiveness
1.1 Mission and Purposes
Statements of mission and purpose are made public and guide the agency's planning and
budgeting, including providing a framework for governance, management and communication.
These purposes are further reflected in every aspect of the agency and its activities, organization,
and human, financial and physical resources.
1.2 Governance and Ownership
The agency describes in a clear and detailed manner its ownership, governance and organization.
1.3 Effective Management
1.3.1 Decision-Making Process
The agency is sufficiently organized to accomplish its purposes through organizational
structure, policies and procedures.
1.3.2 Human Resources
Employees or other people working for or on behalf of the agency are competent, well
informed, reputable and act at all times in the best interest of the applicant and
institutions.
Note: The term, “Agency,” refers to the entity which seeks certification. The
term, “Agent,” is any person or an entity working on behalf of the agency.
1.4 Scope of Operation
1.4.1 The agency describes fully all of its activities related to international student
recruitment, including its geographic scope.
1.4.2 If recruitment activities are one part of a larger organization with diverse purposes,
the agency must describe how the recruitment operations function as a distinctive but
fully operational unit within the larger organizational context
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1.4.3 If recruitment activities are carried out by sub-agents, franchisees, or other persons
employed or contracted by the agent to transact the whole, or part of the student
recruitment process, the agency must describe these relationships.
1.5 Financial Integrity
1.5.1 Financial Sustainability of the Organization
The agency manages its financial resources to maximize the agency’s capability to meet
its stated purposes for organizational sustainability.
1.5.2 Nature of Setting and Collecting of Student Fees
The agency has a schedule of fees for services rendered student clients which is readily
understood and visible to all student clients.
1.5.3 Transparent Refund Policy
The agency has a refund policy which is readily understood, publicly posted and visible
to all student clients.
1.5.4 Handling of Student Financial Awards
The agency refrains from collecting remuneration from student clients that is conditional
upon the receipt of scholarships and financial aid monies awarded by the host or
receiving institution, or other scholarship awarding organizations, and is in addition to
any remuneration for placement provided by contract with the host institution.

Standard 2: Integrity of Recruitment Process
2.1 Knowledge of the U.S. Education System
Agency staff have a strong working knowledge of the education system in the United
States, as well as of the specific institutional clients they serve.
2.2 Advertising/Marketing
The agency represents itself honestly, claims competency when demonstrable, and avoids
misrepresentation.
2.3 Respect for Intellectual Property
The agency uses only authorized material, (including logos) from educational institutions.
2.4 Accountability
The agency takes full responsibility for ensuring compliance with AIRC standards with any
sub-agents, franchisees, or other persons employed or contracted by the agent to transact
the whole, or part of the student recruitment process.
2.5 Conflicts of Interest
The agency manages its relationships with institutions, organizations and students to ensure
impartiality and transparency.
2.6 Transparency and Integrity of Services Rendered
The agency conducts itself in a transparent manner in which only truthful claims are made,
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and both institutions and students are served in an unbiased manner.
2.7 Appropriateness and Accuracy of Services Rendered
The agency renders appropriate and accurate services centering on the recruitment,
advising and placement of students in postsecondary institutions or programs. Specific
examples of these services can include but are not limited to the following:
2.7.1 The agency remains updated about and follows the instruction of the U.S.
Consulate in regard to immigration procedures.
2.7.2 The agency uses current information about institutions and their admissions
criteria (including language proficiency), program offerings and their academic
prerequisites; rate of graduation, tuition and fees; personal expenses; scholarships;
health insurance; calendar and academic support services as well as support services
for international students; housing opportunities; the grounds on which the student’s
enrollment may be deferred, suspended or discontinued; work opportunities while a
student and upon graduation and other matters of importance to the student.
2.7.3 The agency provides accurate information concerning the specific nature of the
institution to which a student is being recruited – such as whether study will be at the
parent institution; a branch campus in or outside of the United States; by distance
education; a joint degree or twinning program outside of the United States, etc.
2.7.4 The agency provides accurate information concerning the nature of the
academic qualification/degree being received as per location above and degree level.
2.7.5 The agency provides accurate information related to the transferability of
academic credit.
2.7.6 The agency provides accurate and current information concerning the cost of
travel to the host institution.
2.7.7 Students who are under the age of 18 in the United States lack many legal rights
and need special support. The agency understands the special needs of minor students
and provides appropriate services.

Standard 3: Student and Family Engagement Pre- and PostEnrollment
3.1 Pre-Enrollment
The agency carries out its pre-enrollment services with students and their families
characterized by the following:
3.1.1 There is a written legal relationship in the form of a contract or agreement with
a readily understood and up-front disclosure of services and related fees.
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3.1.2 The agency maintains the confidentiality of records, notes, and client
information and discloses confidential information only with written consent from the
student on a need-to-know basis.
3.1.3 In the case of students under the age of 18, parents/families are included in the
communication process as appropriate and timely.
3.1.4 Promises or guarantees are made by the agency only when backed by facts that
they will be achieved.
3.1.5 The agency demonstrates the knowledge that recruitment and admissions in the
U.S. educational context are generally prohibited from discrimination based on age,
race, gender, sexual orientation, religion, marital status, ethnicity, disability,
socioeconomic status, or other reasons.
3.2 Post-Enrollment
The agency carries out its post-enrollment services with students and their families
characterized by the following:
3.2.1 The agency keeps individual student records for at least three (3) years for
purposes of internal evaluation and external review.
3.2.2 The agency keeps recent (within 3 years) student/family client satisfaction
records on file for purposes of external review.

Standard 4: Institutional Engagement Pre- and Post-Recruitment
4.1 Pre-Recruitment
The agency only contracts with or places students at U.S. educational institutions whose
accreditation is recognized by the U.S. Department of Education or Council on Higher
Education Accreditation (CHEA). Characteristics of these services shall include the
following:
4.1.1 There is a written legal relationship in the form of a contract or agreement which
clearly states the nature of the partnership, scope of respective roles and
responsibilities, quality assurance measures to be implemented and method of
monitoring the contractual obligations (such as an annual report to the institution on
the results of recruitment practices or other mutually agreed stipulations).
4.1.2 The agency maintains regular contact with institutions which enables consistent
and timely communication.
4.1.3 The agency maintains the confidentiality of the relationship between institution
and agency as agreed.
4.1.4 The agency provides legitimate documents to institutions which are properly
notarized or attested as to their authenticity.
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4.1.5 The agency does not knowingly provide false or misleading records of student
academic achievement, preparation, and financial capability. Further, the
agency ensures that essays and/or statement of purpose, are originally created by the
student to whom they are attributed.
4.2 Post-Recruitment
4.2.1 The agency keeps recent (within 3 years) institutional client satisfaction records
on file for purposes of external review.

Standard 5: Complaints Process
The agency has an internal mechanism for processing complaints and making necessary changes
in the nature of recruiting services as needed.
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AIRC Policies on Recertification, Compliance,
Complaints and Appeals

Reporting Substantive Change
AIRC's substantive change policy requires Certified Agencies to report major changes
being considered to an agency's business operation to AIRC in advance of the
change. The complete requirement is below.
By definition a change in a certified agency that constitutes a “Substantive Change” is not
subsumed within an agency's certification. Therefore, in order to determine whether a specific
action rises to the level of a Substantive Change requiring review and approval, AIRC must be
informed in advance of the implementation of any proposed changes that may substantially alter
or affect the conditions or operations that existed at the time the agency was granted
certification. This includes, but is not limited to, changes in ownership, mission, the nature of
institutions served, legal structure, business name of the agency or additions or deletions of
offices, branches, franchises or any locations where recruiting services take place. A Substantive
Change may also arise from any acquisition of, loss or changes in licenses, permits or
authorizations granted by any agency or organization that exercises oversight or supervision over
the agency, including but not limited to suspension, removal or other adverse action, including
fines or the imposition of any other penalties or restrictions. Upon receipt of a description of an
action that may constitute a Substantive Change, AIRC staff will determine whether the action
does indeed constitute a Substantive Change and advise the agency accordingly. A change or
action determined to constitute a Substantive Change must be reviewed and approved by the
AIRC Certification Board prior to implementation. Failure to secure timely approval of a
contemplated Substantive Change, including failure to report an action that is subsequently
determined to constitute a Substantive Change may be grounds for termination of certification or
other adverse action.

Recertification Timeline and Agency Annual Reporting
Effective January 1, 2012 the period of AIRC Certification for fully certified agencies is
extended from three years to five years. The change is effective for agencies certified before that
date as well as new applicants. The change allows AIRC to conduct more thorough reviews
while limiting the burden on certified agencies.
Not less than nine months prior to the end of the extended certification period an agency must
submit a completed AIRC Self Evaluation Report Form. This will be followed by a review visit
from a team of two AIRC External Reviewers. Such visit will be at agency expense in
accordance with AIRC policies. The External Reviewers will prepare a site report. The
Certification Board will review the agency’s Self Evaluation Review Form and the site report
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before determining whether the agency’s certification should be renewed for a further five-year
period.
As a result of the longer time period between reviews for certification, effective January 1, 2012
AIRC will institute an annual reporting requirement for all certified and conditionally certified
agencies. An Annual Report will be due from each agency each year in March or August (see
Certification Timeline Annual Report Due Dates below). While agencies are required to submit
Annual Reports beginning in 2012, AIRC will further re-evaluate the process and may make
modifications for 2013. The annual report will serve as a means for AIRC certified agencies to
inform AIRC about continuous improvement in agency operations and to notify AIRC of
progress made in bringing themselves into full compliance with any AIRC Standards that were
not fully met at the time of certification.
The annual reporting process will proceed as follows.
•
•

•

•

Each year a form containing the information provided in the original application will be
sent to each certified agency for updating.
An agency will be asked to report on its successes, progress made on fully meeting any
standards where deficiencies were previously noted, and changes it has made to its
business operations that are related to the AIRC Standards. An agency will provide
documentation to substantiate its progress and improvements.
An agency will be required to provide results from student and institutional client
satisfaction surveys (as specified in Standard 3.2.2 and 4.2.1). AIRC will provide
standards for conducting such surveys early in 2012. The agency will be required to
report the conclusions it has drawn from the survey responses and identify plans to
address shortcomings and suggestions for change.
An agency will be required to post a link on its website that connects to the AIRC Call
for Comments link on its website so that students and institutional clients can make
comments directly to AIRC.

Annual Reporting for Conditionally Certified Agencies
An agency that is conditionally certified will also be required to submit annual reports starting in
2012. Annual reports for conditionally certified agencies will be similar to those required from
certified agencies. A conditionally certified agency will have the additional requirement of
reporting on AIRC Standard areas noted deficient in the initial certification letter.

Recertification for Conditionally Certified Agencies
Upon its initial certification review the Certification Board may grant conditional certification
for one, two or three years. During the final year of the conditional period, the conditionally
certified agency undergoes a review subsequent to the submission of updates to its AIRC SelfEvaluation Report Form. A review visit will be conducted by a team of two AIRC External
Reviewers (at agency expense). After reviewing the documents, the Certification Board will
either extend the certification of the agency for the number of years remaining to total 5 years or
the agency’s certification will be revoked. If the agency is no longer certified, it must follow the
AIRC guidelines to re-seek AIRC Certification. See example timelines below.
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Certification Timeline and Annual Report Due Dates
For agencies certified in September, December and January the first annual report is due
on March 31 of the next calendar year, or Year One (reminder and forms sent on
December 1). For example, an agency certified in September 2011 will have its first
annual report due in March of 2013. For agencies certified in May or June, an annual
report is due August 1 of the next calendar year, - Year One (reminder and forms sent on
April 1)
Years Two, Three, and Four also require the completion of the annual report.
During Year Five, the agency completes an AIRC Self Evaluation and undergoes an
external review. For agencies certified in September, December or January the Self
Evaluation report will be provided by March and will be due by June 15. An External
Review visit will be scheduled to take place between July 1 and August 30. At its
September meeting the Certification Board decides whether to extend another 5-year
certification period.
For agencies certified in May or June the Self Evaluation report will be provided by
December and will be due by March 1. An External Review visit will be scheduled to
take place between March 15 and May 15. At its June meeting the Certification Board
decides whether to extend another 5-year certification period.
For an agency with a three-year conditional certification, Year One is the first year after
the granting of conditional certification and an annual report is due. Year Two requires
the completion of an annual report. During Year Three, the agency completes an AIRC
Self Evaluation and has an external review on site. The Certification Board decides
whether to award full certification for the two remaining years.
If the agency is conditionally certified for two years, then Year One requires an annual
report and Year Two requires an AIRC Self Evaluation and an external review. [Note that
as of 2011 no agencies have received Conditional Certification for less than 3 years.] If
the agency is conditionally certified for one year, Year One requires an AIRC Self
Evaluation and an external review.

Probation Status
Effective January 1, 2012 agencies which appear to have failed to meet one or more Standards,
or are likely to fail to do so, but which appear in the judgment of the Certification Board capable
of correcting such deficiencies, may be placed on probation. Such information may be adduced
from complaints (see below), in information contained in an Annual Report or as a result of an
AIRC review.
• Once the Certification Board determines that an agency is not in compliance with a
Standard, AIRC will so notify the agency in writing.
• The agency will have fifteen (15) calendar days to prepare its response.
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The Certification Board may, if it deems necessary, order a review visit by a team of two
AIRC External Reviewers.
If the response and review visit (if necessary) verify that the Standard is being met, no
further action will be taken.
If the response and review visit (if necessary) verify that one or more Standards are NOT
being met, the Certification Board will notify the agency that it may be placed on
probation, or it may initiate more serious action (see below).
The agency may request a reconsideration of its probation status before it is made public
on the AIRC website.
Reconsideration allows the agency to make changes and provide new information to the
Certification Board. New information and supporting documentation is due within
twenty-one (21) days.
The grounds for the request of reconsideration may include material not in the record
before the Certification Board when the decision was made to place the agency on
probation. The grounds for the request for reconsideration may not challenge the
reasonableness of AIRC’s published Standards, policies or procedures.

In reconsidering its decision to place an agency on probation the Certification Board may:
• set aside its decision and continue the agency’s Certification without probationary notice;
• set aside its decision and continue Certification with conditions which the agency must
agree to meet within a stated period of time;
• sustain its original decision.
If the decision to place the agency on probation is sustained, the Certification Board’s decision is
final. An action to place an agency on probation is not an adverse action; such action may not be
appealed.
The period of probation will be no longer than one year and the steps necessary to remove the
probation status within that time will be clearly explained to the agency.
Probation status should not be confused with revocation of certification which results in removal
of AIRC Certification. An agency on probation will continue to be an AIRC member and must
be current in its dues. Probation status will be made public on the AIRC website, with the
following statement: “On Probation for Violation of AIRC Standard [number].”
This public notification will be removed upon determination that the issues giving rise to the
action have been corrected.
An agency that fails to meet its probationary conditions within the specified timeframe will have
its certification revoked. However, prior to the expiration of its probationary period the agency
may voluntarily withdraw from AIRC Certification and membership.
An agency that withdraws will be removed from the AIRC Directory of Certified Agencies and
must cease using the AIRC name and Certified logo. Public notification of the action will consist
of a statement on the AIRC website that the agency has voluntarily withdrawn from AIRC
membership.
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Complaints Against AIRC Certified Agencies
A complaint from an institution, individual or other entity, including a governmental body may
be received by AIRC through its comments link on the AIRC website, or through email or mail.
Oral complaints will not be accepted, but callers will be counseled to submit a written complaint.
•

A complaint will be accepted under the following circumstances:
1. The complainant provides documentation that s/he has made a good
faith effort to follow the proscribed complaint/grievance procedures of
the certified agency against which the complaint is filed.
2. The complaint must relate to agency activity that occurred after it
formally applied for AIRC certification and must have arisen from
events that occurred within the previous 24 months.
3. The complaint must be signed. If a complainant requests anonymity
his or her identity will not be revealed to the agency in question.
Anonymous complaints will not be accepted.
4. The complaint must be in reference to specific AIRC Certified
Agencies.
5. The complaint must relate to students who are either seeking
admission to or currently placed at accredited2 U.S. institutions only.
6. The complaint may relate to activities which have taken place
anywhere in the world.
7. To the extent feasible the complaint must make reference to the AIRC
Standard, policy or procedure that has been violated.
8. The complaint must be accompanied by written documentation.
9. No complaint will be considered that is being adjudicated in a separate
AIRC process. A complaint that is the subject of or related to a nonAIRC proceeding may be considered at AIRC’s discretion.

•
•
•
•
•
•

•

2

Certification staff will review the complaint to determine whether it falls within an AIRC
Standard area and if so which Standard(s) may be implicated.
AIRC staff may request further information and documentation from the complainant.
Within 10 days of receiving a complaint, AIRC shall send the original copy of the
complaint to the agency.
The agency must submit a written response, with accompanying documentation, if any,
within thirty (30) days of receiving the complaint from AIRC.
AIRC may prepare a staff report to accompany the complaint and agency response.
The complaint, staff report, if any, and the agency’s response, together with any
supporting documentation shall be forwarded to the Certification Board, which shall
review the material.
The Certification Board will review the complaint and all related information and shall,
within thirty (30) days take one of the following actions.

“Accredited” by a body recognized by the U.S. Department of Education.
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i. Dismissal
If the Certification Board is satisfied that the agency is in compliance with the AIRC
Standards, the complaint will be dismissed. If the complaint is dismissed, the
Certification Board will notify the agency and the complainant of the decision. No
further action will be taken.
ii. Complaint investigation
If the Certification Board believes that more information is required to determine
whether the agency is in compliance with the AIRC Standards, it shall order an
additional investigation, specifying what questions the investigation is designed to
answer and indicate specifically the nature of the additional investigation
recommended (such as, a site visit; requesting additional documentation, face-to-face
interviews of agency personnel, or a face-to-face 3 meeting with the complainant).
The certified agency about which the complaint has been made shall pay for the
investigation expenses. The investigation will be completed within 60 working days.
A written report of the results of the investigation will be compiled and sent to the
agency within 10 days of the conclusion of the investigation. The agency will be
asked to respond to the written report of the investigation within 15 days of receipt of
the report.
Based on its review of complaint, the report of the investigation and the response
from the agency, the Certification Board shall vote on action to be taken. The
Certification Board may:
1) dismiss the complaint,
2) send a letter to the agency requiring corrective action, which letter will be kept in
AIRC’s files,
3) place the agency on probation with a time frame of no more than one year) to take
specific corrective action,
or,
4) revoke certification.

3

This need not be in person; telephonic or video conferenced interviews will suffice.
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Right of Reconsideration and Appeal: Certification Denied,
Certification Revoked
An agency may request reconsideration or appeal an adverse decision, that is one that:
1) denies certification, or
2) revokes certification
The agency may request reconsideration of the decision of the AIRC Certification Board or
may immediately appeal the decision.
• The request for reconsideration or appeal must be made in writing to AIRC within ten (10)
days of the receipt of the written statement advising the recruitment agency of the
decision to deny or revoke certification.
• An Appeals Fee must accompany the agency’s request for reconsideration or appeal.
• The agency must file within thirty (30) days of receipt of the initial decision a written
statement of the grounds for its request for reconsideration or appeal. Grounds for
reconsideration may include failure of the Certification Board to properly consider
certain factual evidence, and the agency may supplement the record to support its
assertion.
The agency’s accounts must be paid in full at least ten (10) days before the date of the hearing.
The agency’s failure to have its accounts paid in full by this date shall be deemed a waiver of its
right of reconsideration or appeal and will cause the Certification Board’s decision to become
final.

The Reconsideration Process
The grounds for a request of reconsideration may include material not in the record before the
Certification Board when the decision was made to place the agency on probation or deny or
revoke certification. The grounds for the request for reconsideration may not challenge the
reasonableness of AIRC’s published standards, policies or procedures.
In reconsidering its decision to deny or revoke certification, the Certification Board may:
1) set aside its decision and certify or continue the agency’s certification;
2) set aside its decision and certify or continue certification with conditions which the agency
must
agree to meet within a stated period of time;
3) set aside its decision and direct that a new certification process take place; or
4) sustain its original decision.
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Reconsideration of Certification Denial or Revocation
If the agency’s request for reconsideration is not successful, the agency may invoke the AIRC
Appeals Process, described below. If the decision is not appealed within the specified timeframe
[as noted above] the action of the Certification Board becomes final. An agency which is denied
certification is not eligible to reapply for certification for a period of one year; an agency which
has its certification revoked is not eligible to reapply for certification for a period of two years.

The Appeals Process
The agency’s appeal is heard by an independent panel. The panel consists of three (3) members.
The members are appointed by the AIRC Board of Directors from a list of former Certification
Board and Board of Directors members or other knowledgeable individuals who are free from
any conflicts of interest, one of whom is designated Chair. A vote of a majority is required for
any action, which may either remand the decision for further review by the Certification Board
or sustains the action of the Board.
In filing an appeal the agency must set forth the specific grounds for its appeal and state the
reasons the agency believes the adverse decision should be overturned. To prevail in its appeal,
the agency must show that the Certification Board’s decision resulted from errors or omissions in
the execution of AIRC Certification policies and procedures. The appeals panel will consider the
grounds for appeal, the institution’s presentation, and the record that was before the Certification
Board when it made the decision to place an agency on probation or deny or revoke
Certification. Factual evidence not in the record that was before the Certification Board may not
be considered.
The Appeals Panel is bound by AIRC’s published Standards, policies and procedures, and the
agency’s appeal may not challenge their reasonableness.
If the appeals panel denies the appeal, the Certification Board’s action becomes the final action
of AIRC, effective upon the date of the Appeals Board decision.
If the Appeals Panel upholds the appeal, it will provide an explanation of its reasons and remand
the decision to the Certification Board for review in accordance with its decision. The agency
will pay any costs related to a new review.
An agency which is denied certification is not eligible to reapply for certification for a period of
one year; an agency which has its certification revoked is not eligible to reapply for certification
for a period of two years.
The Appeals Panel can only remand a decision for further proceeding; it cannot reverse a
decision of the Certification Board. It may, however, remand with instructions respecting
curative measures the Certification Board must take in conducting a review on remand. The
decision of the Certification Board on remand will be final.
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Within ten (10) days following the conclusion of the reconsideration or appeal hearing, the
Certification Board shall send the agency a written statement advising of the decision and the
basis of that decision on the reconsideration or appeal.
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Preface
American postsecondary education reflects a diverse, semi-autonomous and independent
composite of institutions. In the diversity of the system lies its strength. By design,
postsecondary education functions with considerable latitude and few restrictions. Compared
with most other countries, there has been a remarkable degree of freedom from government
regulation and intrusion. Accordingly, systems of self-regulation have developed to assure the
quality of education. A key form of self-regulation is accreditation which in the U.S. context
serves as the balance between institutional autonomy, independence and freedom and the
institution’s responsibilities to students and other stakeholders. All institutional members of
AIRC are accredited by institutional accrediting bodies recognized by the U.S. Department of
Education. Within this context, AIRC Certification serves as a means of assuring the quality of
agencies which recruit international students to accredited U.S. postsecondary educational
institutions. Recruiting agencies which receive AIRC Certification comply with the AIRC
Certification Standards and have undergone a rigorous process of self-evaluation and external
review to achieve this status. Coupled with the responsibilities of AIRC Certified agencies to
comply with the Standards for Certification, are the rights and responsibilities of institutions in
assuring that they participate in the AIRC self-regulatory process and interact responsibly with
the AIRC Certified agencies toward the ultimate goal of providing quality education to
international students.

Preconditions
A statement related to rights and responsibilities of AIRC institutions and agencies is rooted in
general assumptions:
1. That the institutions and agencies are partners in the system of voluntary quality
assurance through AIRC.
2. That there is a mutual commitment among AIRC institutions and agencies to:
a. Voluntary self-regulation,
b. Assessment and enhancement of educational quality and services,
c. Candor,
d. Cooperation,
e. Integrity, and
f. Confidence and trust.
Given these preconditions, there are certain institutional and agency rights and responsibilities
that relate to (a) the process of self-regulation through the AIRC Certification process and
responsibilities of general membership; and (b) the chronology of an international student’s
experience from pre-enrollment to graduation.

AIRC Certification and Membership
Institutional and agency members of AIRC, in cooperation with each other, have the
responsibility to:
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1. Involve all stakeholders in the development and acceptance of standards, processes and
policies to ensure a high quality of education and services to international students.
2. Develop standards, processes and policies which:
a. Are consistent with the purposes of quality assurance
b. Are sufficiently flexible to allow for effective program development according to
local conditions
c. Allow and encourage institutional and agency freedom and autonomy
d. Allow both institutions and agencies to exercise their rights within a reasonable
set of parameters relevant to the quality of education and services to international
students.
3. Conduct periodic reviews of the AIRC Certification Standards and Policies.
4. Participate fully in the programmatic offerings of AIRC and fulfill general
responsibilities of membership.

Stages	
  of	
  Institutional	
  Rights	
  and	
  Responsibilities	
  	
  
Related	
  to	
  the	
  Chronology	
  of	
  an	
  International	
  Student’s	
  Experience	
  
The responsibilities of recruitment agencies are clearly delineated in the AIRC Standards of
Certification. The following follows a similar chronology to the AIRC Standards but focuses on
the responsibilities of educational institutions:
[Note that AIRC Certification applies only to recruiters as agencies; not individual agents.
Accordingly, individual agents will apply as an “agency” thus the term “agencies” rather than
“agents” will be used throughout.]
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Pre-Enrollment Engagement of Students
Students and their families are often first exposed to the U.S. postsecondary education system
through institutional marketing information. It is important that this information is of a high
standard, professional, clear and unambiguous, so that prospective students and their families can
make informed decisions.
The recruitment of students is a first step in establishing a formal relationship between the
student and the recruiting agency. It is imperative that the recruitment is ethical and upholds the
integrity of U.S. postsecondary education. Prospective students need to be able to access
information about the institution’s academic program, fees and refund policies, facilities,
services, resources, and policies plus information related to U.S. higher education and living in
the United States prior to enrollment in order to make informed choices. In turn, institutions need
to assure that they admit students who are adequately prepared for postsecondary education,
including appropriate language skills and age consideration.
Recruitment agencies and agents can be a first point of contact between institutions and
prospective students and their families. It is the responsibility of the institution to assure that its
information is accurate and is shared in a transparent manner with recruiting agencies. Just as the
AIRC Certification Standards call for a contractual relationship between agencies and
prospective student clients, so should there be transparent, written contracts between institutions
and agencies, including the provision of transparent and ethical fees for services, including
refund policies. It is expected that AIRC member institutions will participate in the recruitment
process without conflicts of interest which can violate the integrity of U.S. postsecondary
education.
Institutions will take care to uphold the integrity of the recruitment process by cooperating with
each other in an impartial and open manner, including ethical practice in admissions and transfer.
Foremost, AIRC institutional members will, where practicable, use AIRC Certified agencies in
its recruitment efforts. By virtue of the AIRC Certification process, including its professional
development requirement, AIRC institutional members are best served by agencies which are
familiar with the U.S. postsecondary educational system; are honest; and carry out their duties
with professionalism and integrity.
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Post-Enrollment
In addition to providing the best possible academic advising to assure student progress, it is the
responsibility of institutions to provide adequate student support services for its international
recruits. These include but are not limited to orientation to living in the United States, health,
lodging, meals, travel, visa conditions, student activities and policies related to due process.
It is further the responsibility of institutions to fulfill the contractual obligations with recruiting
agencies in a timely and professional manner; and participate ethically in U.S. student visa
processing.
Finally, it is expected that AIRC institutional members uphold the highest standards of practice
relative to international students, including but not limited to the general monitoring individual
progress and generally assuring a positive experience in U.S. postsecondary education.
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Self Evaluation Report Form
American International Recruitment Council
The following pages are designed for the applying agency to respond to each of the AIRC
Certification Standards as part of its Self-Evaluation process. Agencies may request a
downloadable form from certification@airc-education.org and expand sections, as space is
needed to reply to a Standard. When completed, the Self-Evaluation should be sent to:
certification@airc-education.org and two hard copies with appendices should also be couriered
to AIRC Certification, 4710 Rosedale Avenue, Suite 200, Bethesda, Maryland 20814 USA
Phone: +1 240 547 6400. Suggestions related to how an agency should conduct a SelfEvaluation are found in the AIRC Certification Manual under The AIRC Certification Process.
Please note that the Application Form for AIRC Certification or Re-Certification (Appendix B),
submitted at the time of application for AIRC Certification, should be double checked for
accuracy as it helps provide the organizational context for the external evaluation and responds
to some of the Standards which follow. The Certification process, and thus this Self-Evaluation,
applies to all locations and jurisdictions in which your agency carries out recruiting services and
which appear on the Application Form.

Date	
  of	
  Submission: ______
Month

___
Day

____
Year

Agency	
  Name	
  (as it appears on Agency Application Form)	
  	
  

Primary	
  contact	
  person	
  

Contact	
  Numbers	
  

Name: ________________________________________
	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  SURNAME
First Name
Middle

Phone: ______________________________
If dialed in country

______________________________
If dialed internationally 	
  

Mailing Address:
________________________________________________________

Mobile: ______________________________

________________________________________________________

______________________________
If dialed internationally 	
  

________________________________________________________

If dialed in country

Fax:

______________________________
If dialed in country

________________________________________________________

______________________________
If dialed internationally
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Standard 1: Organizational Effectiveness
1.1 Mission and Purposes
Statements of mission and purposes are made public and guide the agency’s planning and
budgeting, including providing a framework for governance, management and communication.
These purposes are further reflected in every aspect of the agency and its activities, organization,
and human, financial and physical resources.
1.1.1 Provide evidence that the recruitment agency has clear and publicly stated purposes
consistent with its mission and appropriate to an agency of international student recruitment.
1.1.1.a State the mission, purpose and/or vision statement which appears in the agency’s
public and/or operational documents. (Include a copy of these documents here or as an
Appendix.)
1.1.1.b Provide a brief statement as to how the mission and purposes provide the framework
for the organization’s organization and services:
1.1.2 Provide evidence of long and short-range planning Briefly describe below how the agency
plans for the short and long term. Provide documentation of the planning process such as: minutes
of meetings, a business plan, a strategic plan and/or other evidence of planning.

1.2 Governance and Ownership
The agency describes in a clear and detailed manner its ownership, governance and organization.
Please provide at this point in the Self-Evaluation Report (or clearly marked as an Appendix) an
organizational chart which includes the owner; what body or individuals are primarily responsible
for the agency - e.g., governing board and/or senior staff; and how the agency is otherwise
organized to carry out its services. Please include the names of individuals for each part of the chart.
Include who is responsible for recruitment services, including sub-agents, if applicable. How the
decision-making process works can be found in Standard 1.3.1.)
Note: By definition a change in a certified agency that constitutes a “Substantive Change” is not
subsumed within an agency's certification. Therefore, in order to determine whether a specific action rises
to the level of a Substantive Change requiring review and approval, AIRC must be informed in advance
of the implementation of any proposed changes that may substantially alter or affect the conditions or
operations that existed at the time the agency was granted certification. This includes, but is not limited
to, changes in ownership, mission, the nature of institutions served, legal structure, business name of the
agency or additions or deletions of offices, branches, franchises or any locations where recruiting services
take place. A Substantive Change may also arise from any acquisition of, loss or changes in licenses,
permits or authorizations granted by any agency or organization that exercises oversight or supervision
over the agency, including but not limited to suspension, removal or other adverse action, including fines
or the imposition of any other penalties or restrictions. Upon receipt of a description of an action that may
constitute a Substantive Change, AIRC staff will determine whether the action does indeed constitute a
Substantive Change and advise the agency accordingly. A change or action determined to constitute a
Substantive Change must be reviewed and approved by the AIRC Certification Board prior to
implementation. Failure to secure timely approval of a contemplated Substantive Change, including
failure to report an action that is subsequently determined to constitute a Substantive Change may be
grounds for termination of certification or other adverse action.
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1.3 Effective Management
1.3.1 Decision-Making Processes. The agency is sufficiently organized to accomplish its purposes
through organizational structures, policies and procedures.
Please check your AIRC Application Form to assure that the information is current for each jurisdiction
(municipal, canton/province/state, and/or country) and the nature of the legal status (e.g., incorporated,
chartered, etc.) in which the agency conducts business. If you need to make additions, please list all
jurisdictions below and provide a copy of relevant legal documents for each corporate entity in the
Appendix.
If not listed in the AIRC agency application please also list here any persons or entities that are
involved in the recruiting of students for your agency such as sub-agents or sub-contractors. Note the
nature of the engagements, such as memoranda of understanding, consulting agreements, partnership
agreements, etc.
1.3.1.a Referring to the organizational chart provided in 1.2, describe briefly how the
decision-making process flows - i.e., what individuals or groups of individuals make what
decisions at what levels.
1.3.1.b Provide sample minutes of meetings, Bylaws, or other documentation representing
the decision-making process of the agency. List them below and note where they can be
found in the Appendix.
1.3.2 Human Resources. Employees or other people working for or on behalf of the agency are
competent, well informed, reputable and act at all times in the best interests of the applicant and
institutions.
Please provide evidence of how the agency assures the following for all its employees and any subagents that provide counseling to students.
1.3.2.a Qualified staff.
1.3.2.b Best professional practice among its agents.
1.3.2.c Currency with laws and regulations related to recruiting, immigration, visas, labor
regulations, taxation, etc.
1.3.2.d That its new and continuing agents maintain currency with vital information and
processes - such as through institutional visits, attendance at professional conferences,
continuing education and professional reading which can be measured.
1.3.2.e Briefly describe how agents and sub-agents are evaluated.
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1.4 Scope of Operation
1.4.1 The agency describes fully all of its activities related to international student recruitment,
including its geographic scope.
1.4.2 If recruitment activities are one part of a larger organization with diverse purposes, the agency
must describe how the recruitment operations function as a distinctive but fully operational unit within
the larger organizational context.
1.4.2a Carefully describe all recruitment services and activities, including all countries and
office locations in which these services are provided (if different or in addition to the
information provided on the AIRC Application for Certification or Re-Certification at Appendix
B):
1.4.2b Describe the purposes and activities of the organization which are not related to
recruitment.

1.4.3 If recruitment activities are carried out by sub-agents, franchisees, or other persons
employed or contracted by the agent to transact the whole, or part of the student recruitment
process, the agency must describe these relationships.
1.4.3a Describe the sub-agent activities in recruiting students. If activities of different sub-agents
vary, describe the varied activities.
1.4.3b Provide a narrative of how a typical student is provided with counseling and advising for
study abroad from their initial referral to the agency to the submission of their admission
application.
1.4.3c At what point does a student’s application or file transfer from a sub-agent to an agency
branch or headquarters for completion and submission to U.S. institutions?

1.5 Financial Integrity
1.5.1 Financial Sustainability of Organization. The agency manages its financial resources to
maximize the agency’s capability to meet its stated purposes for organizational sustainability.
Although it is not a primary purpose of AIRC to review financial records of an agency, it is important to
AIRC that the agency be sustainable in order to serve students and institutions appropriately. Please
provide recent documentation which reflects compliance with third party financial review, such as an
official response to national financial reporting, although preferred would be an independent external
audit which is no more than 5 years old. Please indicate where in the Appendix documentation can be
found, unless you indicate that this was already submitted with the AIRC Application Form.
1.5.2 Nature of Setting and Collecting Fees. The agency has a schedule of fees for all services rendered
student clients which is readily understood and visible to all student clients.
1.5.2a Provide a complete listing of all fees for recruitment services, including but not limited to
counseling, processing applications, visa advising, etc. and sample documentation of where and
how this information is made public – including publications, websites, etc.
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1.5.2b if sub-agents of the agency carry out recruitment note at what point and how the student is
informed of agency fees for service.
1.5.3 Transparent Refund Policy. The agency has a refund policy which is readily understood, publicly
posted and visible to all student clients.
State below the agency’s refund policy and provide documented evidence of how it is made public:
1.5.4 Handling of Student Financial Awards
The agency refrains from collecting remuneration from student clients that is conditional upon the
receipt of scholarships and financial aid monies awarded by the host or receiving institution, or other
scholarship awarding organizations, and is in addition to any remuneration for placement provided by
contract with the host institution.
State below the agency’s policy on the handling of student scholarships and financial aid and provide
documented evidence of how it is made public. If the agency has a fee for assisting students with
scholarship and financial aid applications provide evidence of how the fee is made public.
	
  

Standard 2: Integrity of Recruitment Process
2.1 Knowledge of the U.S. Education System
Agency staff have a strong working knowledge of the education system in the United States, as well as
of the specific institutional clients it serves.
It is critical that agencies can distinguish the fundamental differences between the U.S.
educational system and that of other Anglophone systems, in particular the U.K. and Australia.
AIRC will provide professional development opportunities concerning the educational system in
the United States and agencies which seek AIRC Certification will be expected to have their key
recruiting staff participate.
Please provide a list of staff members and AIRC professional development programs or other
development activities related to the practice of counseling students each person (counselor, agent
or sub-agent) has attended. If the agency has additional means for keeping its agents current on
U.S. educational practice, provide examples.

2.2 Advertising/Marketing
The agency are represents itself honestly, claim competency when demonstrable, and avoid
misrepresentation.
Provide AIRC with a descriptive list in this report and provide copies of all electronic and/or
printed publications, website addresses and a description of other forms of advertising which
describe the agency’s recruitment services. If the agency engages sub-agents and they do their
own advertising, include these ads.
If these are in electronic form, place them in the Appendix of this report. If they are in printed
form, please deliver by express mail 3 copies of each document to the AIRC Certification office
at the time this Self-Evaluation form is submitted.
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2.3 Respect for Intellectual Property
The agency uses only authorized material, (including logos) from educational institutions.
Provide any policy or statement the agency has related to intellectual property. If the agency
engages sub-agents describe how the intellectual property policy is enforced with them.

2.4 Accountability
Responsibility. The agency takes full responsibility for ensuring compliance with AIRC Standards
with any sub-agents, franchisees or any other persons employed or contracted by the agency to transact
the whole, or part of the student recruitment process.
Note: A sub-agent is a person employed or contracted by the agency to transact the whole, or part
of the student recruitment process. A franchisee is an individual who purchases the rights to use a
company’s trademarked name and business mode to do business.

2.4.1 Explain how the agency is responsible for its actions in the recruitment process. Provide AIRC
with any past or current issue about which the agency has received complaints and describe briefly
what the agency has done to correct this situation
2.4.1a If the agency engages sub-agents, provide AIRC with any past or current issue about
which the sub-agent has received complaints and describe briefly what the agency has done to
correct this situation.

2.5. Conflicts of Interest
The agency manages its relationships with institutions, organizations and students to ensure
impartiality and transparency.
Provide AIRC with any policy statement the agency may have about the transparency of its operation,
including any official statements, internal training programs or other indications that the agency avoids
creating conflicts of interests in its relationships.

2.6. Transparency and integrity of services rendered
The agency conducts itself in a transparent manner where only truthful claims are made and both
institutions and students are served in an unbiased manner. (Examples of false claims can include but
not be limited to: claiming that using the agency’s service is mandatory for admissions; claiming a
special relationship with immigration services; inaccurately representing competing institutions and
national systems of education; claiming exclusivity of services where none exists; denigrating
competing institutions in the United States and other countries.)
2.6.1 Provide AIRC with any policy statements, documentation and/or evidence of personnel training
programs which reflect the agency’s philosophy of service.
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2.6.1a If the agency engages sub-agents, provide AIRC with any policy statements and/or
evidence of training programs for the sub-agents that reflect the agency’s philosophy of
service and transparency.

2.7. Appropriateness and accuracy of services rendered
The agency renders appropriate and accurate services centering on the recruitment, advising and
placement of students in postsecondary institutions or programs.
Describe how the agency’s operations and services reflect appropriate and accurate recruiting,
advising and placing student clients in the areas listed below and provide relevant documentation
(representative examples or samples) in the Appendix or at this point in the Self-Evaluation preceded
by an explanation of what is included. These services would normally appear in the agency’s public
documents or materials shared with clients. Additional examples of appropriate and accurate services
are welcomed. As part of the AIRC Certification process, a post-placement evaluation by clients will
be expected, and kept on file for Re-Certification.
2.7.1. Indicate how the agency updates and follows the instruction of the U.S. Consulate in regard to
immigration procedures.
2.7.1a If the agency engages sub-agents, indicate how the agency ensures the sub-agent(s)
receive updates and follows the instruction of the U.S. Consulate in regard to immigration
procedures.
2.7.2. The agency uses current information about institutions such as their admissions criteria
(including language proficiency), program offerings and their academic prerequisites; rate of
graduation, tuition and fees; personal expenses; scholarships; health insurance; calendar and academic
support services as well as support services for international students; housing opportunities; the
grounds on which the student’s enrollment may be deferred, suspended or discontinued; work
opportunities while a student and upon graduation and other matters of importance to the student.
Provide a representative sample of how this information is shared with student clients either here or in
the Appendix.
2.7.2a If the agency engages sub-agents, indicate how the agency ensures the sub-agent(s)
keep current about institutions in the areas as listed in 2.7.2. Please provide a representative
sample.
2.7.3 The agency provides accurate information concerning the specific nature of the institution to
which a student is being recruited – such as whether study will be at the parent institution; a branch
campus in or outside of the United States; by distance education; a joint degree or twinning program
outside of the United States, etc. Please provide a representative sample.
2.7.3a If the agency engages sub-agents, indicate how the agency ensures the sub-agent(s)
provide accurate information about the specific nature of the institution to whish a student is
being recruited in the areas as listed in 2.7.3. Please provide a representative sample.
2.7.4 The agency provides accurate information concerning the nature of the academic
qualification/degree being received as per location above and degree level. Please provide a
representative sample if different from above.
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2.7.4a If the agency engages sub-agents, indicate how the agency ensures the sub-agent(s)
provide accurate information concerning the nature of the academic qualification/degree being
received as per location above and degree level. Please provide a representative sample if
different from above.
2.7.5.The agency provides accurate information related to the transferability of academic credit.
Provide a sample statement which you share with clients.
2.7.5a If the agency engages sub-agents, indicate how the agency ensures the sub-agent(s)
provide accurate information related to the transferability of academic credit. Please provide a
representative sample.
2.7.6 The agency provides accurate and current information concerning the cost of travel to the host
institution. Provide a sample of this type of information.
2.7.6a If the agency engages sub-agents, indicate how the agency ensures the sub-agent(s)
provide accurate and current information concerning the cost of travel to the host institution.
2.7.7 Students who are under the age of 18 in the United States lack many legal rights and need special
support. The agency understands the special needs of minor students and provides appropriate
services. Describe how the agency does this.
2.7.7a If the agency engages sub-agents, describe how the sub-agents provide appropriate
services to minor students.

Standard 3: Student and Family Engagement	
  
Pre- and Post-Enrollment
3.1 Pre-Enrollment
	
  
The agency carries out its pre-enrollment services with students and their families characterized by the
following.
3.1.1 There is a written legal relationship in the form of a contract or agreement with a readily
understood and upfront disclosure of services and related fees.
Provide an example of a written contract (formal agreement) with a transparent and up-front disclosure
of services and related fees and indicate whether this it is standard operating procedure to provide the
same contract to each student client.
3.1.1a If the agency engages sub-agents, describe how the sub-agents provide the student
service contract to student clients.
3.1.2 The agency maintains the confidentiality of records, notes, and client information and discloses
confidential information only with written consent from the student on a need-to-know basis. Provide
evidence that confidentiality of records is maintained.
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3.1.2a If the agency engages sub-agents, describe how the sub-agents maintain the
confidentiality of records, notes, and client information and discloses confidential information
only with written consent from the student on a need-to-know basis.
3.1.3 In the case of minor students under the age of 19, parents/families are included in the
communication process as appropriate and timely.
Describe how the agency includes parents in the communication process for students under the age of
18.
3.1.3a If the agency engages sub-agents, describe how the sub-agents include parents in the
communication process for students under the age of 18.
3.1.4 Promises or guarantees are made by the agency only when backed by facts that they will be
achieved. Does the agency have an operational policy to reflect this? Provide an example.
3.1.4a Do sub-agents have an operational policy to reflect this? Provide an example.
	
  
3.1.5 The agency demonstrates the knowledge that recruitment and admissions in the U.S. educational
context are generally prohibited from discrimination based on age, race, gender, sexual orientation,
religion, marital status, ethnicity, disability, socioeconomic status, or other reasons.
Please demonstrate how agent counselors and any sub-agents are trained on this U.S. general admission
practice.

3.2. Post-Enrollment
	
  
The agency carries out its post-enrollment services with students and their families characterized by the
following:
3.2.1. The agency keeps individual student records for at least three (3) years for purposes of internal
evaluation and AIRC external review. Please indicate here if this is currently an agency practice or
describe the agency’s plan to commence this practice.
3.2.2. The agency keeps recent (within 3 years) student/family client satisfaction records on file for
purposes of external review. Please indicate here if this is currently an agency practice or describe the
agency’s plan to begin this evaluation practice. (These will be important for AIRC Annual Reporting
and Recertification.)
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Standard 4: Institutional Engagement
Pre- and Post-Recruitment
4.1. Pre-Recruitment
The agency contracts with or places students at U.S. educational institutions whose accreditation is
recognized by the U.S. Department of Education or Council on Higher Education Accreditation (CHEA).
Characteristics of these services should include the following:
4.1.1 There is a written legal relationship in the form of a contract or agreement which clearly states
the nature of the partnership, scope of respective roles and responsibilities, quality assurance measures
to be implemented and method of monitoring the contractual obligations (such as an annual report to
the institution on the results of recruitment practices or other mutually agreed stipulations). Provide a
sample contract and note where it can be found in the Appendix.
4.1.2 The agency maintains regular contact with institutions which enables consistent and timely
communication. Describe how the agency assures open and continuous communication:
4.1.3 The agency maintains the confidentiality of the relationship between institution and agency as
agreed. Describe how the agency maintains confidentiality of the institutional relationship.
4.1.4 The agency provides legitimate documents to institutions which are properly notarized or attested
as to their authenticity. Describe the process of ensuring authenticity and provide and example.
4.1.5 The agency does not knowingly provide false or misleading records of student academic
achievement, preparation, and financial capability. Further, the agency ensures that essays and/or
statements of purpose are originally created by the student to whom they are attributed.
Describe how the agency checks for authenticity of student documents and how it ensures originality of
student work and provide an example.
Describe how the agency explains the importance of authenticity of documents to its student clients and
their families.

	
  
4.2 Post-Recruitment
	
  
4.2.1. The agency keeps recent (within 3 years) institutional client satisfaction records on file for
purposes of external review. Please describe this practice or your plan to begin this practice.	
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Standard 5: Complaints Process
The agency has an internal mechanism for processing complaints and making necessary changes in the
nature of recruiting services as needed.
Provide a detailed description of how the agency processes complaints and uses these for corrective
action related to services rendered student and institutional clients.
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Appendices & Supplemental Information to
Self-Evaluation Report
Please provide a summary below of what documents you have submitted to supplement this SelfEvaluation report either as an Appendix (if in electronic form) or as separate printed documents. Indicate
at which Appendix or page number these can be found. This can include such items as brochures which
describe agency services, an example of student records, bylaws, minutes of meetings, contracts,
summaries of client satisfaction or other documented evidence of complying with the AIRC Certification
Standards.
List Standard Number
document)
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