Apply for Agent Certificate:

The following information will be needed for an Agent Certificate:
e School Verification Code (provided by School)
e Character Questions
e References & reference form BPSS-18R with your references signature
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You may not see this page if you only have 1 role

‘Bureau of Proprietary School Supervision
LeEe T e The roles listed on this page could

= e e . . be different — it depends on what
Bureau of Proprietary School Supervision Login your role is within the school

| Select A Role

You have multiple rales in the BFSS system. Please select a role with which you would like continue .

Select the role you

Public Applications would like to sign in as
School Administrator
School Agent
School Director
Teacher
. Choose Role
Click Choose Role

ContactlUs  Mew York State Education Depariment

Bureau of Proprietary School Supervision

#Home  Search BPSS  Logout
1 [School Agent) {,, Contact BPSS Support B Jones schoal

BPSS Home

Applications

*  AQENLADDIICANION SIEIUS

Payments

Click Agent Application Status

« PavFor Applications
Profile

+ Update Personal Inform ation

BPSS Contactls  Mew York State Education Department
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Bureau of Proprietary School Supervision

ok Home  Search BPSS  Logout

1 © [School Agent) %, Contact BPSS Support [ Jones schoo

Agent Application Overview

During the agent application process,you will be asked for the following information: C||Ck BPSS-]_SR to download & print
« School Verification Code (Provided by the school) form; fill-out and obtain signature.
« Character Questions

+ References and reference forrl §P88-1 BR'with your references signature.

Show| 18 ¥ enfries Search:

Applications In Progress

School Name & Application Start Date

Smith School Not Ready For Review 08/26/2014

Showing 1to 1 of 1 q o
crnerEre If an application has been started,

Click Continue

Show| 1e ¥ enfries

Compleicu Appinacwns
School Name & Status Application Start Date Application Submit Date
Jones School Ready For Review 08/07/2014 081172014

Showing 1to 1 of 1 Previous Next

Start A New Application

To begin a new Application, enter the

Enter the verification code that the school provided to you: verification code your school prOVided

Code required)

BPSS ContactUs  Mew York State Education Department

|

Click Next

*Note: Each page will be shown for review. On each page,

Click NMext or make revision then click NMext
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Bureau of Proprietary School Supervision

ok Home  Search BPSS  Logout

2 PUBLIC. PUDIE AppiCaTons ) %, Contast BPSS Support

T e amenon o e

Answer each question by indicating "Yes" or "No"

Answer all questions.

You must respondto all questions. Please provide an explanation if you answered “Yes® If your answer |S “Yes” to any questlon'
e s R b P R R provide an explanation in box below question.
S Upload any supporting documents at the

bottom of this page.

A maximum of 500 characters is allowed

Have you ever been discharged from empioyment as a result of dsc pinary action?
Yes
Mo

A maximum of 500 characters is allowed

Have you ever been convicted of any crime {felony or misdemeanor)? If yves, submit offcial copies of court report inc bding dispos iton of the case.
9 Yes
No

A maximum of 500 characters is allowed

Are you currently under charges for any crime (felony or misdemeanor)?
O Yes
@ No

A maximum of 500 characters is allowed
Have you ever had a professional credential revolked, suspended, annulled, or denied?

2 Yes
& Nao

A maximum of 500 characters is allowed

File Hame File Type File Extension Action

No files have been uploaded

Click Choose File

Locate file on computer
Upload File

(U pload any supporting documents)
Choose File required) [ Choose File 1o file chosen

Please select a pdf, txt, doc, docx, jpg, or png file to upload.

Click Upload —

Back

BPSS Contactls  Mew State Education Depariment

Click NMext to proceed /

Icon Key

- download document to your computer

P
- remove document age 5




Bureau of Pi etary School Supervision

ropri
s it

. Reference Certification — provide
= e P gpeaiers ol 2 references that have filled-out

S T & signed form BPSS-18R

References Certification

The applicant is required to provide two individuals who can certify that vou, the applicant, to the bestof their knowledge and belief, is ethical and of good moral character. The references cannot
be the applicants employer, co-worker, or family.

Please download and return this form (BPSS-18R ) with your reference signatures
The form may be uploaded at the bottom of this page or returned to:

MNew York State Education Department

Bureau of Proprietary School Supervision

89 Washington Avenue, EBA 560

Albany, New York 12234

Note: By providing the contact infarmation below, you grant the New York State Education Department permission to contact the disclosed individuals in connection with the above

Name Address Phone Number Relationship Action

Mo references to display

Hame Address Phone Humber Relationship Action

No references to display

Add a Reference
Fisthame resuiec LaséName reaurest Enter Reference information

Phaone Mumber jrequired) Ext

3006300020000
Address jrequires

Address 2
City required) State jrequirea)

- -select-—— v
Zip (required)

Relationship jrequired)

Click Add = =

Uploaded Files

File Extension

Upload your completed reference e

form BPSS-18R

Click Choose File
Locate file on computer

Upload File

(Upload any supporting documents)

Choose File jrequired)
IF 3 par, tet, doc, docx, jpg, or png file to upload.

Click Upload

Back Next

Cantact Us <5 ion Department
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f Proprietary School Supervision

t

b 3 T [PUBLIG, Public Appiications) %, Contact BPSS Support

weren s o e

References Certification

The applicantis required fo provide two individuals who can cerlify that you, the applicant, fo the bestof their knowledge and belief, is ethical and of good moral character. The references cannot
be the applicants employer, co-worker, or family.

Please download and return this form [BPSS-18R) with your reference signatures.

The form may be uploaded at the bottom of this page or returned to:

Mew York State Education Department
Bureau of Proprietary School Supervision

89 Washington Avenue, EBA 560 : : i
b N ok 15554 As each Reference is added it will be shown.
Note: By providing the contact information below, vou grant the New York State Education Department permission to cogae®Me disclosed individuals in connection with the above
#
Name Address Phone Number Relationship Action
John Smith 345 Iain Street Albany, N 12458 518-223-2525 Employer (@]
1 Jones 1400 Second Strest Jonesvile, N 14559 513-447-5566 Employer (@]

Add a Reference

FirstName required) LastName rrequirea ICOn Key

Phone Number jrequired Ext

-0~ 0008
Address jrequired

poress 2 - download document to your computer
City required) State yrequiren)
S B - remove document

Relationship required)

Uploaded Files

File Name File Type File Extension Action
AgentReferencesBPSS-18R Reference Signature poc uﬂ
AgentReferencesBPS5-18R Reference Signature poc un

Upload File

(Upload any supporting documents)

Choose File required Choose File | Mo file chosen

Ple ct a pdf, txt, doc, docx, jpg, or png file to upload

Upload

EPSS  ContactUs

Mew York State Education Department

Click NMext to proceed

- edit Reference; after edit is complete, click Save
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Bureau of Proprietary School Supervision

#k Home Search BPSS  Logout
1 ar [PUBLIC, Public Applications} ., Contact BPSS Suppart
GUESTIONS REFERENCES PICTURE UPLOAD HEN PAYMENT

Agent License Picture Upload

Pursuitto NYSED Commissioner's Regulations: Part 126.12(a), the application must be accompanied by a full-face photograph which are a good likeness of the applicant. Please upload a current
picture below.

Click Choose File

Upload Profile Picture Locate file on computer

Choozse Fie

| Choose File

Please select an |

MNofile chosen
PG, GIF or PMG with 120 pixels wide x 120 pixels high image file and dick upload button.

Clear Remaove F'ir.iule
Click Upload Picture Back  [NES

ate Education Department

NOTE: File type must be in .jpg, .gif or .png formats only.

Bureau of Proprietary School Supervision

b Home  SearchBPSS  Logout
1 - (PUBLIG, Public Appiications) %, Contact BPSS Support
QUESTIONS IREFERENCES PICTURE UPLOAD EH PAYMENT
————

Use the slider o zoom the image and drag the portion of the image containing your face into the
center box.

‘You can use the arow keys on your keyboard 1o adjust the position of the image

You can move the slicer using the keyboard by holding shift and using the leftor right armow keys.

Please click the Save button to change or update your profile picture.

Click Save Image

Click and drag image into center box

Use the slider bar to adjust size of picture

Uplzad A Different Image Save Image

Contact s MNe:

BPSS

If there is a problem with the image,

click Upload a Different Image.
You will be returned to the Agent License Picture Upload

NOTE: The image must fill the

center box or the Save Image
button will not be accessible. Page 8




Bureau of Proprietary School Supervision

1 [PUBLIG, Pubiic Applications} R, Gontact PSS Support
QUESTIONS REFERENCES PICTURE UPLOAD SCN PAYMENT

Agent License Picture Upload

Pursuit to NYSED Commissioner's Regulations: Part 126.12(z), the application must be accompanied by a full-face photograph which are a good likeness of the applicant. Please upload a current
picture below.

Upload Profile Picture

Choose Fike

Choose File | Mo file chosen

ot an JPG, GIF or PNG with 120 pixels wide x 120 pixels high image file and dlick upload button.

Pleas:

H'lagsLpl:auscSLccesstlly.| Message Wl” be dlsplayed
when upload is successful. (oo Femev ria

BPSS Contactls  Mew York State Education Department
Click NMext to proceed

Clear — will clear the page but not remove the image

1 * [School Agent) %, Contact BPSS Support i Jones schoal

s e e oo

Attestation

I, certify that | have read the Bules and Regulations of the Com missioner of Education and that | will act in accordance with and abide by the provisions thereof, that my
representation to prospective students shall be free from misrepresentation and fraud, and that I will provide such information as may be required by the Commissioner of Education concerning my
activities as an agent within the State of New York.

If I cease to represent the above school ar schools, | will return my agent's certificate immediately to the New York State Education Department, Bureau of Proprietary School Supervision.
Under penalties of perjury, | declare and affirm that the statements made in the application, including accom panying statements are true, com plete, and correct.
| understand that any false or misleading information in, or in connection with, my application may be cause for denial or loss of licensure.

I agree to the above terms

Read the Attestation and click

Submit

BPSS Contact Us Mewy York State Education Department

Click Submit
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‘Bureau of Proprietary School Supervision

#kHome Search BPSS  Logout

1 [PUBLIC, Public Applications) ., Contact BPSS Support

Note: if the school is making your
payment, please tell the director
Important your application is ready.

QUESTIONS REFERENCES FCTURE UPLOAD

Your Application is not filed until payment is received.

To continue o pay for vour application, select the m button below.
For those who are not ready o file now, your application has been saved and you may return io thg§BPSS Homefpage.

BPSS GContaciUs  New York State Education Depariment.

Not ready to make payment?

click BPSS Home
Ready to make payment?

click Next

Bureau of Proprietary School Supervision

i Home Search BPSS  Logout

NOTE: If paying by check or
money order, only a Cashier’s
Payment Type check or US Postal money

1 [PUBLIG, Public Appiications ) f,, Contact BPSS Support

order will be accepted

BPSS excepts payments by Credit card, check or money order.
For those choosing to pay by check or money order, please be aware that your application is notcomplete until payment is received.

Paying by check or money arder can delay the processing of vour application by two to three weeks.

Please select a payment type.
Pay by Credit Card
DPaynyGheck /Maney Crder SeIeCt payment type

Show| 18 v enfries Search:
Application Type & Name Fee
Agent Application 3200.00
Showing 1to 1 of1 Previous Next

BPSS ContactUs  Mew York State Education Department

Click Next

Page 10



‘Bureau of Proprietary School Supervision .
ok Home  Search BPSS  Logout Credlt Card Pa.yment

1 [Sehool Agent) %, Contact BPSS Support R smith Schoal
SCHOOL TYPE INFORMATION OVVNER $HIP DOCUMENT INFO UPLOAD QUESTIONS BEN m
QUESTIONS REFERENCES PICTURE UPLOAD N PAYMENT

Important - Please Note

Your application is not filed until payment is received.
To make payment and file vour application now, select the el button below.
For those who are not ready to file now, the particle application has been saved for your connivance, you may return at any time to complete the application.

If you are having trouble make sure JavaScriptis enabled. Find help here

Show |10 ¥ |entries Search:
Application Type & Name Fee
Agent Application Agent Application £200.00
Showing 110 10f1 Previous Next

Payment Information

Enter Credit Card

FratName LastMame

Information

Credit Card Mumber Security Code

Expration (mmyy)

Total amount to be paid: $200.00

Process My Payment

BPSS Contactls  Mew York State Education Department

Click Process My Payment

Page 11



Bureau of Proprietary School Supervision

kHome Search BPSS  Logout

Cashier’s check/Money order Payment

1 [PUBLIC. Public Applications ) (. Contact BPSS Support

QUESTIONS REFERENCES FICTURE UPLOAD HGN PAYMENT

Instructions

If you choose to mail your payment, you will need access fo a printer so that you can print out the mail-in payment coupon.

Your application will not be completed or evaluated until we receive your payment

Please mail the printed form with youlcashier's checkorlJ 5. Postal moneyorderl: the following address:

The State Education Departrment
Bureau of Fiscal Management

P.O.Box 7346 NOTE: Cashier’s check or US
Albany, NY 12224
Postal money order only

Please note

« Yourapplication number and name should be included on the cashiers checkor U S. Postal money order.
+« Payment must be in United States funds from a United States bank.

Applications
Application # Application Type Description Application Date Amount Due
85 AGENTARP Agent Application 081172014 £200.00

Click Print
— (A new window will open)

Done

Back

Print the payment coupon

This needs to be included with your payment

Please return this payment coupon enclosed in an envelope with your payment.

EMnil payments to:

: The State Education Department
: Bureau of Fiscal Management
:P.0. Box 7346

iA]ban}', NY 12224 OFFICE USE ONLY
EApp]icatinn Number: 65 Application Type: AGENTAPP
:Client ID: 13543541407763246555 Application Date: 08/11/2014

: Amount Due: § 200.00 Amount Enclosed: $

iDescription: Agent Application

DO NOT SEND CASH

Close the window

Enter Amount Enclosed

Page 12



Bureau of Proprietary School Supervision

M Home SeachBPSS Logout

1 (PUBLIC, Public Applications) \. Contact BPSS Support

Instructions

If you choose to mail your payment, you will need access to a printer so that you can print out the mail-in payment coupon.
Your application will not be completed or evaluated until we receive your payment.

Please mail the printed form with your cashier’s check or U.S. Postal money order to the following address:

The State Education Departi t g
Burcau o Fiscal Management Mail payment & payment
coupon to this address

P.O. Box 7346
Albany, NY 12224

Please note

= Your application number and name should be included on the cashiers check or U.S. Postal money order.
* Payment must be in United States funds from a United States bank.

Applications

Application # Application Type Description Application Date Amount Due

65 AGENTAPP AGENT Application 8/11/2014 $200.00

BPSS ContactUs  New York State Education Depariment

Click Done

Bureau of Proprietary School Supervision
ok Home  Search BPSS  Logout

3 (School Agent)

BPSS Home

R, Contact BPSS Support [ smith Scnoal

Click Logout

Applications OI‘

+ AsentAnpleaton Sl Close window
Payments

« PavFor Applications
Profile

+ Update Personal Information

cation Department
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