
 
 

Application tagging process and digital education agency notice and consent 
form submission. 

 
Part 1 
 
When submitting a BU application, please follow the instructions below to complete the 
tagging process and provide digital consent. 
 

(a) Once an agent has been selected on the application form, the applicant or education 
agent will be prompted to complete the below declaration. Please note that the 
applicant or the education agent cannot proceed to the next steps of the application 
stage without completing this declaration. 
 

 

 
 
 
 
 



Part 2 
 
Please follow the instructions below for UCAS applications or for post application tagging 
requests. 
 

(a) Applicants or education agents should now use the new agent functionality on 
myHub to tag their UCAS application once access has been given instead of 
submitting a request to the BU international inbox.  

(b) This action should also be completed as soon as any support is being provided by an 
education agent post application stage, e.g., a direct applicant seeking help from an 
agency after they have submitted their application on their own. 

 

 
 
 
 
 
 
 
 
 



(c) Once the applicant or the education agent has clicked on check/update your agent, 
select the relevant application, and click on ‘Add an agent to this application’. 

 

 
 
 

(d) The applicant or education agent will be prompted to select their agency from a list 
before digitally completing the education agent notice and consent form. Please 
note that the tagging process cannot be completed without this section. 

 
 

 
 

(e) For a change in agent request, please follow steps in Part 2a and 2b above, select the 
relevant application and click on ‘Change agent details’ to record the new agent 
details. Follow Part 2d to complete the tagging process once you have selected the 
correct agency.  

 
(f) Please note that applicants or agents are only allowed to change their agency once 

and should contact the BU international team for any issues. 
 

(g) The BU-Education-Agency-Notice-and-Consent-Form should still be signed by the 
student at the tagging stage and a copy retained by the agency should BU request 
the evidence that the applicant has agreed to the terms and conditions of the 
consent form at a later stage. 
 

(h) The BU International team is notified of any change in education agency details and 
may contact the applicant directly or ask for further evidence to confirm any change 
in agent details if deemed suspicious to prevent any dispute in claims. 

 
(i) For any questions, please contact international@bournemouth.ac.uk  

https://intranetsp.bournemouth.ac.uk/policy/BU-Education-Agency-Notice-and-Consent-Form.pdf
mailto:international@bournemouth.ac.uk

