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GOVERNMENT OF THE DISTRICT OF COLUMBIA

EDUCATION LICENSURE COMMISSION

                  [image: image1.png]
APPLICATION FOR AGENT’S LICENSE


The District of Columbia Higher Education Licensure Commission (“HELC”, “ELC” or the “Commission”) is an independent regulatory, consumer protection entity that sets standards for institutions offering postsecondary education and training in the District of Columbia.  The office is located within the Office of the State Superintendent of Education (“OSSE”).

The HELC assures quality by establishing standards in education, ethical business practices, fiscal responsibility, health, and safety.  The HELC protects the public against transient, unethical, deceptive, and fraudulent educational institutions. 

The primary functions of the Commission are to establish standards, license and regulate post-secondary educational institutions, enforce post-secondary education laws and regulations, investigate complaints against institutions, and maintain closed institutions’ student records.

Five D.C. residents appointed by the Mayor of the District of Columbia as Commissioners execute the regulatory authority.  HELC staff members support and implement the policies of the Commission.

The HELC seeks to ensure that students have the maximum benefit and success from an educational opportunity.  Licensing requires evaluation of institutions to determine the capability to offer educational programs.  An intensive assessment of the institution in a variety of areas is necessary to ensure quality, legitimacy, and compliance.  

Staff site visits and subject matter expert evaluations are a part of the licensing and enforcement process and may occur on an annual basis.  HELC staff may take pictures or video during the visit. The Commission may require an investigation of an institution to determine compliance and public protection. 

IMPORTANT NOTICE REGARDING APPLICATION PROCESSING 

A complete application will expedite the Commission’s review of the application.
The application is not considered complete until all supporting documents and fees have been received by the ELC.
Submission of an application does not grant authorization to operate as an agent.

An agent’s license does not authorize a postsecondary educational institution to
operate or confer degrees or certificates in the District of Columbia. Agents may only conduct recruiting and enrollment activities and may not use a title that misrepresents the duties and responsibilities.

Educational institutions shall be liable for the acts of its agent(s) and must ensure the agent has a thorough understanding of the school, its course offerings, facilities, staff and instructors and that the agent not misrepresent any aspect of the institution to prospective students.
Completion of this application form and the submission of requested documents are necessary for consideration for licensure. Disclosure of this information is voluntary. However, failure to disclose all requested information may result in this application not being processed and may subsequently result in denial of this application. All candidates for licensure and renewal have an obligation to update and supplement the information and responses on this application if they change. Failure to provide such information may result in denial or other appropriate action. All information must be accurate. The application form and supporting documentation must be legible and presented in a manner representative of a higher education entity. The information provided in this application is subject to the public information laws. 

Complete applications are required to be submitted at least ninety (90) days prior to the anticipated start date of recruiting for an institution.  Upon receipt of a complete application, processing may take ninety (90) days.  The Education Licensure Commission meets and reviews processed applications six (6) times per year. The dates and times are posted on the ELC website at www.osse.dc.gov.  Institutions being reviewed by the Commission will be notified of the time and location by an ELC staff member. An agent applicant cannot begin recruitment and the institution he/she represents cannot advertise until the Commission has approved and affirmatively voted on the application.  Filing an application does not grant authority to conduct recruiting, enrollment activities or to start advertising.  Operating without a license is illegal in the District of Columbia.  

FOR INSTITUTIONS

It is the responsibility of the institution to determine with reasonable certainty, in advance of the acceptance of a prospective student’s enrollment, that the student meets the minimum basic admissions qualifications to successfully complete the program. 

Prior to a student’s enrollment, a school shall determine, with reasonable certainty, that a prospective student is fully informed regarding the following: 

· The graduation requirements; 

· The financial and academic obligations they are responsible for if leaving before completion or after completing; 
· Their responsibilities and rights under any contracts or agreements signed. 

If an institution accepts an enrollment application or an application for admission from a person who does not meet the normal basic qualifications for acceptance, it must have a record of whatever correspondence has taken place about the prospective student and of the reasons why they were permitted to enroll, and be prepared to justify its action to the Commission in accepting the enrollment, if requested. 
All institutuions agree to: 

· Develop and present educational programs which affords students the opportunity to master program competencies;
· Provide instruction in a mode with adequate accommodations and access for the number of students enrolled which will support the school’s educational objectives;
· Recruit and support a faculty and staff committed to student development and learning and provide faculty and staff with the resources necessary to satisfy student learning objectives;
· Use honesty and accurate promotional publications and advertising materials;

·  Ensure that agents and admissions representatives are regularly monitored and thoroughly understand the institution, its programs and do not misrepresent, in any aspect, to prospective students; 
· Ensure the delivery of the educational program as long as the students fulfill their contracted obligations.

FACTS ABOUT AGENT’S LICENSES

1. Submission of an application does not grant authorization to operate as an agent.

2. An agent’s license does not authorize or license a postsecondary educational institution to operate or confer degrees or certificates in the District of Columbia. 
3. Educational institutions shall be liable for the acts of its agent(s).

4. Agent’s licenses will be mailed to the institution.

5. Agents may only conduct marketing, recruiting and enrollment activities.

6. If an agent represents more than one school, a separate license for each school represented is required. 
7. An agent’s license is valid for one year from the date it is issued, unless sooner revoked by or surrendered to the Commission. 
8. Agent’s licenses must be renewed annually if the individual will continue to recruit and enroll students. Institutions are to apply for the renewal sixty (60) days in advance of the expiration date of the agent’s license. The institution is responsible for renewal of the agent’s license. 

9. No license shall be issued to any person found by the Commission not to be of good moral character. Any applicant who has pleaded guilty to or has been convicted of a felony or has pleaded guilty or has been convicted of a crime of moral turpitude must file a detailed explanation of the circumstances with the agent application 
10. Each application for an agent’s license must be accompanied by a surety bond to provide indemnification to a student suffering loss as a result of fraud or misrepresentation used in procuring the student’s enrollment. 
11. The bond may be supplied by the school for an individual ($3,000.00) or a blanket ($50,000.00) bond covering multiple agents.  

FOR INSTITUTIONS AND AGENTS

CONDUCT OF AGENTS

The District of Columbia Education Licensure Commission’s objective is to provide residents with quality postsecondary education incorporating the necessary skills required in the workforce.
An "agent" is any person owning any interest in, employed by, or representing for remuneration, an educational institution who solicits or offers to enroll in the District of Columbia students or enrollees for an institution, or who holds himself or herself out to District of Columbia residents as representing an educational institution for any such purpose.

The conduct list has been developed to assist agents in the important task of helping postsecondary level educational institutions alleviate criticism and complaints relative to unlawful and unethical practices in the industry. A thorough study of its contents and adherence to the requirements are an important contribution in this effort. The Commission appreciates your cooperation. 

1. An agent shall not solicit a prospective student to enroll in a school other than a school specifically listed in the application and the license.  

2. An agent shall carry the identification card and show it to prospective students upon request.

3. An agent shall clearly understand that licensed or approved and accredited are not the same terms and are not to be used as such. Accredited must only be used if the institution is accredited by an accrediting body recognized by the Education Licensure Commission and the U.S. Department of Education.

4. An agent shall have a thorough understanding of the school, its course offerings, facilities, staff and instructors and shall not misrepresent any aspect of the offering being made to prospective students. 

5. An Agent shall not make any promises to prospective students that cannot be verified.

6. An agent shall not promise or imply a guarantee of placement or employment for graduates, nor exaggerate statements concerning employment opportunities or include such a promise or implication in any advertisements. 

7. An agent shall not make false or misleading statements regarding admissions, tuition/fees, financial aid, graduation or employment when soliciting students.

8. An agent shall accurately state and explain the availability of financial aid packages at the school, and the student’s financial obligation upon leaving the institution before and after graduation.

9. An agent shall provide tuition and fee information and if enrolling, a copy of the enrollment agreement along with the refund policies.  

10. An agent shall not offer money, compensation, gifts, rewards or other considerations to students or any other persons as a condition of enrollment.
11. If recruiting for specific programs, an agent shall carefully explain to the prospective students that, in addition to course completion, there are certain professions that require examinations and state licenses prior to employment.

12. An agent shall not make derogatory or discrediting statements about other schools.

CAREFULLY FOLLOW THE DIRECTIONS ON THIS AGENT’S APPLICATION

Institutions with multiple agents may complete one (1) application form (Section A) and include all agent information forms in one package.
A complete application must be submitted in a binder/notebook and include the following:
· Cover letter – From the institution’s authorized official, addressed to the Chairman of the Commission, in the front cover of each binder (no more than 4 pages), detailing the following:
1. The name of each proposed agent(s).
2. A brief history of the institution including the current licensure and accreditation statuses.

3. The rationale for having institutional recruiters in the District of Columbia and courses/program(s)/trainings/degrees or certificates the agents will recruit for in the District of Columbia.
4. Identification of the potential population the program(s) will attract.
· One (1) copy of the entire application package (cover letter, forms, documents, responses, publications) and one (1) copy on a CD or flash drive (scanned format).
· The application package must be submitted in a three ring binder/notebook divided into sections and have clearly marked tabs/indices that include responses and documentation.
· If any of the required information is contained in an existing publication such as a catalog or handbook, make an indication in that section (with the page number and exact location of the information) and include the document in an appendix.
GOVERNMENT OF THE DISTRICT OF COLUMBIA

EDUCATION LICENSURE COMMISSION
Application for Agent’s License

Educational institutions shall be liable for the acts of its agent(s).
New/Provisional License  FORMCHECKBOX 
   Renewal  FORMCHECKBOX 
   Degree Granting   FORMCHECKBOX 
  Non-Degree Granting  FORMCHECKBOX 

A. TO BE COMPLETED BY RESPONSIBLE OFFICIAL OF THE INSTITUTION (SECTION A MAY BE COMPLETED ONE TIME IF THERE ARE MULTIPLE AGENTS)
1. Name of institution:        

(The ELC may deny the usage of a name if it misrepresents or if it is the name of an existing institution in the District of Columbia)

Address with zip code (also include a DC address if applicable):     
2. Principal District of Columbia Contact:  

     






     



     



 Name and title 


                    
Phone

             
E-mail

     





     


     

     


 Address



             City


 State

 Zip code

3. Website Address:      
4. Type of Entity: FORMDROPDOWN 

5.Type of credential to be offered (check all that applies): FORMDROPDOWN 

[  ] Certificate [  ] Associate’s Degree  [  ] Bachelor’s Degree  [  ] Master’s Degree  [  ] Doctorate

6. Programs the Agent will recruit for (check all that apply):

[  ] Certificate [  ] Associate’s Degree  [  ] Bachelor’s Degree  [  ] Master’s Degree  [  ] Doctorate

7. Who are your target students?
8.  Will the courses/programs offered prepare students, who complete, for an industry – recognized certification or state professional license?   FORMCHECKBOX 
 NO
   FORMCHECKBOX 
 YES
9. Is the institution accredited?  FORMCHECKBOX 
NO  FORMCHECKBOX 
 YES - attach a copy of accreditation letter with expiration date    FORMCHECKBOX 
Pending - Attach a letter summarizing the current status of the application for accreditation.

10. Is the institution licensed to operate in all states where it is present?   FORMCHECKBOX 
NO   FORMCHECKBOX 
 YES - attach a copy of approvals with expiration date.

11. Has this institution ever been denied operation of an educational institution in Washington DC or any other jurisdiction?   FORMCHECKBOX 
 NO   FORMCHECKBOX 
 YES – attach explanations on a separate sheet
13.  Have any of the individuals who are owners, partners, board members, administrators or instructors of this proposed institution ever operated or had an affiliation with an institution in Washington DC or another jurisdiction where the educational license or application was denied, disciplined, revoked, suspended, reduced or withdrawn?  FORMCHECKBOX 
 NO  FORMCHECKBOX 
 YES If yes, provide the following on separate paper: name of institution, the name of the individual involved and their role within the institution, licensure period(s), type(s) of disciplinary action taken and details about circumstances. If the institution is closed, provide the closure date and the official reason for the closure. 

14. RENEWAL APPLICANTS ONLY:  ANSWER QUESTIONS BELOW: 

a. The number of DC student contacts made during the licensure period:      
b. The number of DC students who enrolled in the institution during the licensure period:      
c. The number of DC students who enrolled in the institution as a result of agent recruitment:      
d. The Total CURRENT number of DC Students:       
15. CERTIFICATION
THIS SECTION MUST BE SIGNED BY RESPONSIBLE OFFICIAL OF INSTITUTION 

By virtue of filing this application with the District of Columbia Education Licensure Commission (“ELC”, “DC ELC”, the “Commission”), I do solemnly swear or affirm that I am of good moral character and that I understand the instructions and terms as set forth in this application, that I have personally reviewed or completed this form, that the information given in this application, including all writings and exhibits attached hereto, are true, correct and complete to the best of my knowledge. I authorize the DC ELC, its staff and representatives to verify any and all information contained in this application, including information maintained in applicable data banks, with other licensing authorities and to transmit this information to the DC ELC and other DC agencies as necessary. I authorize the ELC to review state files pertaining to my licensure and practice and all law enforcement records, administrative records, and court documents to confirm the accuracy and completeness of the information provided herein. This application and signature shall act as authorization of entities in possession of applicable information to release such information to the DC ELC. I understand that making of a false statement on this application including all writings and exhibits attached hereto may result in denial, revocation or suspension of the application or license and is also punishable by criminal penalties. I understand that my institution shall assume full responsibility for the actions, statements and conduct of its agents. I will provide agents with adequate training and arrange for proper supervision of their work. I hereby affirm that the answers given in this application are true and accurate and complete, the Agent applicant(s) is of good moral character, is qualified to act as an Agent and is competent to safeguard and protect the interest of the public.  I affirm the policy of our school prohibits our agents from misinterpretation or fraud.  Further, I am authorized to sign this application on behalf of the institution named herein and I have read, and agree to comply with the District of Columbia’s laws and regulations governing corporations, businesses, professional licensing, Clean Hands Act, Human Rights and educational institutions regulated by the Education Licensure Commission.

 Print and Sign Name, Title, and Date:      
B. AGENT INFORMATION (TO BE COMPLETED BY APPLICANT AGENT):

1. Agent’s Name:      
2. Agent’s Current Home Address:      
3. Home Phone:       Cell Phone:      
4. E-mail:      
5. Have you ever been denied a license to represent an institution in any state or had it revoked or suspended?  FORMCHECKBOX 
 NO   FORMCHECKBOX 
 YES








6. Have you ever been convicted of a crime or are you currently charged with any crime, other than minor traffic violation?
 FORMCHECKBOX 
 NO   FORMCHECKBOX 
 YES








7. Have you ever been dismissed from any position for immoral or unprofessional conduct? 
  FORMCHECKBOX 
 NO   FORMCHECKBOX 
 YES
IF YOUR ANSWER IS “YES” TO QUESTIONS  5, 6 AND/OR 7, SUBMIT EXPLANATIONS ON A SEPARATE SHEET.
8. Should your employment with the above named institution be terminated for any reason, do you agree to immediately return to the institution the Agent’s license for which you are applying?   FORMCHECKBOX 
NO      FORMCHECKBOX 
 YES
9. CERTIFICATION

This section must be signed by the Agent applying for the license.

 By virtue of filing this application with the District of Columbia Education Licensure Commission (“ELC”, “DC ELC”, the “Commission”), I do solemnly swear or affirm that I am of good moral character and that I understand the instructions and terms as set forth in this application, that I have personally reviewed or completed this form, that the information given in this application, including all writings and exhibits attached hereto, are true, correct and complete to the best of my knowledge. I authorize the DC ELC, its staff and representatives to verify any and all information contained in this application, including information maintained in applicable data banks, with other licensing authorities and to transmit this information to the DC ELC and other DC agencies as necessary. I authorize the ELC to review state files pertaining to my licensure and practice and all law enforcement records, administrative records, and court documents to confirm the accuracy and completeness of the information provided herein. This application and signature shall act as authorization of entities in possession of applicable information to release such information to the DC ELC. I understand that making of a false statement on this application including all writings and exhibits attached hereto may result in denial, revocation or suspension of the application or license and is also punishable by criminal penalties. I understand that my institution shall assume full responsibility for the actions, statements and conduct of its agents. I affirm that the answers given in this application are true, accurate and complete.  I have read, and agree to comply with the District of Columbia’s laws and regulations governing Agent’s and educational institutions regulated by the Education Licensure Commission.

Name and date:      
DISTRICT OF COLUMBIA
 EDUCATION LICENSURE COMMISSION POSTSECONDARY INSTITUTION BOND
 FORMCHECKBOX 
INDIVIDUAL ($3,000.00)   FORMCHECKBOX 
 BLANKET ($50,000.00)
BOND NUMBER      
FEDERAL ID NUMBER OF SURETY COMPANY      
I, (1)       a licensed agent of (2)      as principal; doing business in the District of Columbia with a primary address of  (3)       as principal; and (4)      doing business at (5)       and incorporated in the state of (6)      , as surety are held and firmly bound unto the District of Columbia Education Licensure Commission for the benefit and protection of students of principal and unto any person who may be aggrieved by a violation by said licensed principal and agent of any law or regulation in force in the District of Columbia relating to an agent for a postsecondary institution  FORMCHECKBOX 
 in the full and just sum of three thousand dollars ($3,000.00) or  FORMCHECKBOX 
 in the full and just sum of fifty thousand dollars ($50,000.00)  lawful money of the United States of America for which payment, well and truly to be made, we bind ourselves, jointly and severally, our joint and several heirs, executors, and administrators, successors and assigns, firmly by these presents. Signed (7)       day of     , in the year of      the effective date this bond to be (8)     , and shall expire on (9)     .

The above bounden principal desires to have an agent act in the District of Columbia from (10)     , a postsecondary Institution. Therefore, principal, jointly and severally, for itself, its heirs, executors administrators successors and agrees with the District of Columbia Education Licensure Commission , for the benefit and protection of the students of the principal, that the full amount of this bond shall be due and payable pro rata to all students having valid claims against principal upon closing of the school operated or owned by the principal or suspension, revocation, or any other termination of the principal’s agent’s licensure under the laws and regulations of the District of Columbia Education Licensure Commission.
NOW, THEREFORE, the conditions of the above obligation are such that the above bounden licensed agent shall in all respects comply with the laws and regulations of the D.C. Education Licensure Commission and shall pay all damages occasioned to any person by reason of any violation(s) of the aforesaid laws and regulations in carrying on the business for which such license is granted.

Signed in the presence of: (TWO WITNESSES)

(11)​​​​​​​​​​______________________________________
(13) ________________________________________________ (SEAL)



WITNESS




 AGENT

(12)________________________________________
(14) _________________________________________________ (SEAL)



WITNESS




AUTHORIZED INSTITUTIONAL EXECUTIVE












      __________________________________________________








TITLE


DATE





     
 (15)_______________________________________
_____










        SEAL)

(16) By: _____________________________________________________  








ATTORNEY-IN-FACT

DATE

Authority of executing officers or attorney-in-fact for surety must be attached; all corrections and alternations must be initialed by attorney-in-fact.
DISTRICT OF COLUMBIA EDUCATION LICENSURE COMMISSION

INSTRUCTIONS TO BONDING COMPANIES FOR PROPRIETARY SCHOOL 

(AGENT’S BOND)
Numbers indicate blank spaces to be filled out on bond.

1/2

Agent's Name and Name of the institution.
3

Street address of the institution 

4/5/6

Name, address, telephone number, and state of incorporation of Surety Company.

7

Date Surety Company executed bond.

8

Date bond becomes effective. 

9

Expiration date of bond.
10

Name of the institution.
11/12

Two (2) witnesses required for applicant's signature

13

Agent's name

14

Institution’s authorized executive name

15
Name of Surety Company and their corporate seal affixed so it is clearly visible

16
Signature of Attorney-in-fact or executing officer for surety company. A power of Attorney on behalf of agent signing is required to be attached to each bond.

NOTE

Please initial and seal any corrections or deletions made on bond.

DON’T FORGET 

· $1,000.00 fee (per agent) made payable to the DC Treasurer

· To have the application form signed and dated by the chief executive/administrator

· To have the agent information form signed by agent
· The copy of the drivers license(s) of the agent applicant

· Two (2) passport sized photos of the agent applicant

· The criminal background check (for each agent) 

· The copy of each agent’s/recruiter license held if the applicant represents more than one (1) educational institution  

· The copy of educational licenses and documentation that the educational institution in good standing in all jurisdictions where licensed

·  The copy of policies regarding the hiring and training of institutional representatives (agent) which  demonstrate the representative understands and can present to prospective students complete and accurate information about the institution, its admission and enrollment policies, and its educational programs and offerings

· The agent’s surety bond 

· A copy of a student enrollment agreement
· A copy of admissions requirements
· A statement describing the records maintenance system
· A copy of the institution’s retention plan
· A copy of all tuitions and fees (refundable and non-refundable), service charges or other financial requirements and the refund policy.

Return the application and all required documents to:

DC Education Licensure Commission

810 First Street, N.E., 2nd Floor

Washington, DC 20002

810 First Street, N.E.


2nd Floor


Washington, DC   20002








Phone: (202) 727-6436


Fax: (202) 741-0229


www.osse.dc.gov
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