
 

 
 

Agent Commitment 
 

This document outlines the responsibilities and expectations for agents engaged in 
recruiting prospective international students to NorQuest College. It serves as a guide 
to ensure compliance with the College’s admission policies, administrative 

procedures, and ethical standards. By adhering to these commitments, agents help 
maintain the integrity of the recruitment process and support students in achieving 

a smooth and transparent application experience. 
 
 

1.1 The Agent shall, at their sole cost and expense, recruit and refer 

prospective International Students to the College for application and 

admission to and enrolment in programs offered by the College. 

 
1.2 The Agent shall neither promise nor give any assurances to the student 

concerning acceptance of any application or admission into any program 

offered by the College, as this can be confirmed only by the Office of the 

Registrar. 

 
1.3 The Agent shall promote the College to International Students as a well-

established and respected institution of learning. 

 
1.4 The Agent shall make sure that the student’s full legal name and contact 

information is correctly entered in the Virtual Application System (VAS) so 

that students receive log-in information to their MyMail and MyQuest 

account after applying. The Agent may not provide their own email address 

or a fake email address in the application. 

 

1.5 The College cannot share student information with agents until a signed 

Consent to Release information and/or Third-Party Authorization Form is 

provided. If an agent will be making any decisions on a student’s behalf 

(e.g. to select an alternate program choice if they are waitlisted) than the 

student must complete the Third-Party Authorization section of the Consent 

to Release information and/or Third-Party Authorization Form.   

 
1.6 Students who have previously applied to NorQuest College should use the 

same Alberta Student Number (ASN) and login information for their new 

application. In the instance that an agent encounters a message in VAS 

indicating a duplicate ID, they should contact admissions@norquest.ca for 

assistance. Agents should inform students not to create duplicate IDs in 

order to avoid delays.  

https://www.norquest.ca/NorquestCollege/media/pdf/applying-to-norquest/forms-and-documents/consent-to-release-info-or-authorizing-to-act-on-my-behalf.pdf
https://www.norquest.ca/NorquestCollege/media/pdf/applying-to-norquest/forms-and-documents/consent-to-release-info-or-authorizing-to-act-on-my-behalf.pdf
https://www.norquest.ca/NorquestCollege/media/pdf/applying-to-norquest/forms-and-documents/consent-to-release-info-or-authorizing-to-act-on-my-behalf.pdf
mailto:admissions@norquest.ca


 

 
1.7 The Agent shall ensure that all prospective international students meet the 

qualifications and satisfy requirements for admission to the College and 

comply with all existing deadlines and administrative procedures established 

by the College. 

 
1.8 The Agent shall inform the student that tuition & fees are subject to change 

each academic year and vary between courses and programs. Tuition and 

fees provided on the offer letter are best estimates as known at the time of 

issuing the offer letter. 

 

1.9 The Agent shall encourage the student to check their MyMail account and 

participate in all College events, especially the ones that are scheduled prior 

to the term start date (e.g. Orientation). 

 
1.10 The College shall ensure that the Agent is provided with up-to-date 

information regarding the admission process, academic programs, and 

course offerings. In addition, the College shall provide the Agent with 

current information related to processes such as the refund policy, 

enrolment deadlines, etc. 

 

1.11 The Agent shall check whether the program includes a practicum or work 

component and encourage the student to apply for a co-op work permit 

together with a study permit, if applicable. 

 
1.12 The College shall endeavor to process applications in the order they are 

received (based on the date when transcripts are received for evaluation). 

However, the Agent shall acknowledge that processing times may vary. The 

student’s MyQuest Account will contain information related to the status of 

their application.   

 
1.13 The Agent shall inform the student of the refund policy and enrolment 

deadlines (add/drop dates) as established by the College. The College shall 

provide up-to-date information to the Agent as requested. 

 
1.14 The Agent shall share course registration information with the student in a 

timely manner and encourage the student to enroll in their courses as 

EARLY as possible after registration open (if the student’s program requires 

self-enrolment).  

 
1.15 The Agent shall not be responsible for the international student’s academic 

performance or personal behaviour while the international student is 

attending the College 



 

 
1.16 The Agent shall ensure that any information provided to the student 

regarding the college is current, accurate and complete. Agents are liable 

for any information provided by their sub-agents. 

 

1.17 The Agent shall clearly inform the student that the College has no obligation 

whatsoever to accept any application from or admit any individual whether 

qualified as an international student 

 

1.18 The agent shall complete mandatory agent training within two months of 

signing an agreement. The agent shall also complete yearly follow-up 

training and participate in an annual performance review. 

 
1.19 The agent shall request permission from NorQuest International when using 

the College’s logo or other materials belonging to the College for 

promotional purposes.  

 

1.20 Agents can contact the following areas for further inquiries related to a 

student’s application, enrolment, etc.  

 
1. Comments or messages can be sent to the Admissions Team via 

VAS directly under your client’s application  
2. International@norquest.ca – for general information and inquiries  
3. International.recruitment@norquest.ca – for information for 

prospective students  
4. Enrolment@norquest.ca – for questions related to a student’s 

enrolment status or for program withdrawals  
5. sf@norquest.ca – to request a consolidated fee receipt  
6. ar@norquest.ca – to check the status of a tuition fee refund request  
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