Agent Training Program
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COMMISSION FOR INDEPENDENT EDUCATION
Department of Education

Tallahassee, Florida  32301

850/245-3200
AGENT TRAINING PROGRAM

Institution: ____________________________________ Phone: _________________

Address: _____________________________________________________________

                _____________________________________________________________

Agents must be familiar with applicable CIE rules and statutes, especially the following:


6E-2.010, FAC

Procedures for licensure of agents


1005.02(2), FS

Definition of agent


1005.22(1)(h), FS

Agent's license required


6E-1.0032(4), FAC

Restrictions on advertising


1005.31(10), FS

Minimum standards for agents


6E-4.001(2), FAC

Fees


1005.04, FS


Fair Consumer Practices


1005.34, FS


Consumer practices


6E-2.002, FAC

Other types of licensure


6E-2.004, FAC

Standards for institutions,


6E-2.0041, FAC

Nontraditional institutions, and


6E-2.0042, FAC

Medical clinical clerkship programs


1005.31, FS


License required


6E-2.0061, FAC 

Denial/probation/revocation of licensure


1005.38, FS


Denial/probation/revocation of licensure


1005.38, FS


Penalties

A. Explain how agents demonstrate knowledge of the above rules and 

statutes:

B.
Agents must be trained specifically in the institution's policies regarding the following topics.  Please give a narrative statement of how the training is carried out in each instance.  Use additional pages if necessary.  Attach any documents which will clarify the training procedures.  Refer to specific pages of the institution catalog where appropriate.

1.
How is the agent trained regarding your institution's admissions requirements?  (Attach a copy of the enrollment agreement)

2.
How is the agent trained regarding the programs offered at your institution?

3.
How is the agent trained regarding the services available at your institution?

4.
How is the agent trained regarding advertising done by the institution?  

5.
How is the agent trained regarding the costs involved in attending your institution?

6.
How is the agent trained regarding the terms of payment available at your institution?

7.
How is the agent trained regarding financial aid available at your institution?   How is the agent trained to disseminate information relative to obligations to repay student loans?

8.
How is the agent made familiar with the refund policy at your institution?

9.
How is the agent trained to disseminate information about the transferability of credits to other institutions?

l0.
How is the agent trained in the meaning and recognition of different types of accreditation and the dissemination of this information?

ll.
How is the agent trained regarding placement assistance and job placement rates at your institution?

l2.
How is the agent trained regarding reasonable employment projections in the areas taught by your institution?

l3.
How is the agent trained regarding your institution's status regarding licensure and accreditation?

l4.
How is the agent trained regarding any other relevant information regarding the institution?

C.      Describe the institution's procedures for keeping agents informed of 

current policies and procedures:
D.     Describe the method used by the institution to determine that agents are 

    knowledgeable about the topics covered in the training program:
CERTIFICATION

_____________________   
___________________________________________

    Date                       

Name of Training Officer

____/________________   
___________________________________________

   Tel. No.                    

Title of Training Officer

                        ________________________________________

                              Signature of Training Officer


AGENT TRAINING PROGRAM
Section 6E-2.010(2), Florida Administrative Code, requires that each institution which has agents licensed by the Commission for Independent Education (CIE) shall develop a training program for those agents.  The training program is to be approved by the CIE.

The attached form is to be used to document the institution's agent training program.  The form covers four areas:  Regulations relating to the CIE; policies and procedures of the institution to be represented; provisions for updating the agent training program; and method for demonstrating that the agent is knowledgeable about the topics covered in the training program.  The pertinent CIE rules and statutes are attached.

Space is provided after each question to describe the training procedures for that topic; if more space is needed, feel free to attach additional pages.  Also, attach any documents that will help to clarify the training provided, such as enrollment agreements, financial aid descriptions, agendas of training sessions, and so forth.  Refer to specific pages of the institution catalog where information on each point may be found, and either submit the institution catalog, or copies of the pertinent pages that deal with each topic covered.
The institution should designate one person as an agent training officer, to oversee the training of the agents, to complete the agent training program forms, and to be responsible for responding to any agent-related consumer complaints received by this commission.  

As part of the application and annual review process for licensure, agents will complete a form stating that they have received the training required.

The institution will be contacted annually to provide updated information on the agent training program.  

SPECIAL NOTE:
The purpose of this form is to describe how the agent is trained in each of the areas covered, not just to describe the content of the institution's policies.
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