
 
   

BPSS Curriculum 
New Curriculum Application Instructions 



Log in to BPSS Portal 

1. Log in to your PERSONAL my.ny.gov
account

2. Select "BPSS" from your options



Select Role 1. Log in to your my.ny.gov account
2. Select "BPSS" from your options
3. Select the correct role ("school

administrator")

    
  
     

https://eservices.nysed.gov/bpss/bpssext/BPSSLoginRoleAction.do 

 



Select School  
2. Select  "BPSS" from  your options
3. Select  the c orrect  role ( "school 

administrator")
4. Select  the  school

1. Log  in  to  your my.ny.gov  account

https://my.ny.gov


 

 

      
  

Select Curriculum Applications 

5. Select the type of application you 
need 
• New – start or edit an application 

for a new curriculum 



Edit 

Start n ew a pplication 

  
     

     

       
     

 6. New curriculum: Accessing the application • To start a new application, click
"new" at the bottom of the screen

• To edit a new application you have
started click "continue" next to the
title.



      

  
  
  

Information 
7. Select curriculum category from drop
down

8. Select sub-type from drop down

9. Enter curriculum title
• Title should be simple
• Title should be descriptive



Information, cont. 

11. Define in structional  hour:  between 
50 and 60 minutes

10. Enter curriculum hours
• Mandated curricula will have required hours 

entered
• School defined, National Vendor and ESL 

curricula will have all hours entered under 
“additional instructional hours”



 
      

     
        

   

     
   

     
  

     
   

      

 
  

Information, cont. 
12. Select method of instruction from 
drop down 
• Classroom – class meets live on campus 
• Distance Ed. – all (online) or some (hybrid) 

classes are offered through live, online 
platform 

• Individual – this option should not be 
selected; contact us with questions. 

13. Choose language of instruction 
from drop down 
• If language of instruction is other than 

English (LOTE), you must provide the 
following 
• Translation of the original curriculum into 

LOTE 
• Translated equipment list 
• Notarized affidavit of translation 



 

     
   

     
  

     
    

     

     
      

     
 

Information, cont. 
14. Select entrance requirements from 
drop down 
• Entrance requirements must be appropriate 

for level of instruction 
• If relevant, ATB exam must be identified and 

minimum score stated 
• ESL curriculum – you must provide 

placement test with entrance and exit 
scores 

• Enter other entrance requirements as 
relevant 

15. TAP eligibility – please select “no” 
(most curriculum will not be TAP 
eligible) 

16. Select whether curriculum is or is 
not occupational 



    
Outline 17. Outline tab 

• Information for you – please read 
this page. 

• Click “next” 



  

    
  

    
 

  
     

     

Coursework 18. Coursework tab 
• Course/unit breakdown and hours 

• Curriculum must be broken down into 
courses or units 

• Upload attachments to coursework 
using “add files” 
• BPSS-30 – required 
• Skills checklist – required for curricula 

with internships 
• Curriculum outlines – may be uploaded 

separately 
• Click “next” 



     

 
    

 
  

All units should be listed 
here. Use pencil to modify. 

Enter additional units here. 
Type unit name, hours for 
unit and select skill or 
theory then click add. 



    

       
    

 

Equipment 19. Equipment tab 
• Equipment will be auto-populated for allied 

health mandated curricula 
• Add equipment by item using the form at 

the bottom of the screen. 
• Click “next” 



 
       

    
    

      
 

       
    

    
     

 

Skill List 20. Skill List tab
• There is no option to upload a

document here – please disregard.
• All curricula with internship/clinical

units must have a skills list uploaded
to coursework.

• Click “next”

Disclosure 21. Disclosure tab
• There is no option to upload a

document here – please disregard,
except:
• NATP applications have an addendum

for their enrollment agreement that
should be uploaded here.

• Click “next”



   
   

 
  

   
 

    

     
   

      
 

        
   

Affiliation 22. Affiliation tab 
• Required for curricula with internship 
• Updated affiliation agreements must 

be uploaded 
• Affiliation agreements must: 

• Use the new prototype 
• Be current 
• Provide valid contact information for site 

contact 
• Include proof of liability insurance 

covering students at site 
• Include operating certificate for HHA or 

NATP internship sites. 
• Click “next” 

Prototype of Affiliation Agreements can be found on 
the BPSS website: 
https://www.acces.nysed.gov/bpss/applications-
and-instructions-licensed-private-career-schools 

https://www.acces.nysed.gov/bpss/applications


  
     

     
   

     
    

24. Payment tab
• Choose method of payment.

• 

time. 
• Click “next”

Signature & Payment 23. Signature tab
• By continuing you are acknowledging

payment must be made for the
application to be submitted.

• Click “next” if ready to submit

NOTE: if you are modifying a submitted 
application, you do not pay a second 




