
 

 
 
 
 
 
 
 

 

 
 

 

 

 
 

 
 
  
 

Apply for a School License: 

Login to BPSS from my.ny.gov 

The following information will be needed to apply for a School License: 
 School Information
 Ownership Information
 Supporting Documents (Upload)
 Disclosure Questions

Click Sign in 

Click Sign in 

Enter Username and 
password 
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 Click BPSS 
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 Click Apply for School License 
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For New Applications 
Click Next 

If an application has been started but not 
completed, the school will be listed here.   

Click Continue * 

*Note: Each page will be shown for review.  On each page,
click Next or make revision then click Next 

Choose type of school being applied for 

Click Next 
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Choose Yes or No, depending on whether the school 
is operating in NY or not 

Click Next 

Choose Yes or No depending on whether the school 
is operating as an “Exempt School” in NY or not 

Click Next 

For an explanation of an “Exempt School” 
Click New York State Education Law Section 

5001(2)(a-n) 
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Enter School Information 

Click Next 

For an explanation of “Title IV” 
Click Is school Title IV approved 
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Enter the School Address 
If location is not available, click checkbox 

Click Next 

Link to schools.nyc.gov/SchoolSearch/Maps 
(opens in another window) 
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This screen will display only if the checkbox for 
“Please select if your school location is undecided” is checked 

Verify Initial Person of Contact data 
Click here to make edits to this 

information 

Click Next 

Click Next 
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Enter Ownership Information 

Click Next 

Enter Owner’s Address 

Click Next 
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Enter each Stakeholder’s information  
Click ADD 

Click Add 

Repeat until all Stakeholders information has been entered. 
**Only the top 8 Stakeholder’s need to be provided. 
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After all Stakeholder information has been provided 
Click Next 

Stakeholder Information will be 
displayed upon each addition 
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Icon Key 

 - edit information, make changes & click Save 
-------------------------------------------------------------  

- remove information 
------------------------------------------------------------- 

 - download file to your computer 

Required documents may vary 

Click Next 

For additional applications & documents 
required, click here or see below for link 
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Click drop down arrow 
Choose File Type 

Click Choose File 
Locate file on computer Click Upload 

Click Next to proceed 

Prior to upload, if wrong file is chosen - 
click Clear or Choose File 
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This message will be displayed for each file 

that is successfully uploaded. 

Click Next to proceed 
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Click on name of document 
The form will open in another window, save to 

your computer or print. 

Link to Teacher License of a Private Career School 

Link to Refund Policy Guidelines 
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Click Next 

Page 16 



 

 
 

 
 

 
  

 

 

Click drop down arrow 
Select Document Category

 and Document Type 
Click Choose File 

Locate file on computer 

Click Upload 

Click Next to proceed 
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Answer all questions.
 Provide an explanation if your answer 

is “Yes” to any question. 
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Click Next 

Not ready to make Payment? 
Click BPSS Home Ready to make Payment? 

Click Next 

Click Next 

Select payment type 

NOTE: If paying by check or 
money order, only a Cashier’s 

check or US Postal money 
order will be accepted 



 

 
 

 
 
 
 
 

 

 

Click Process My Payment 

Enter Credit Card 
Information 

Credit Card Payment 
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Cashier’s check/Money order Payment 

Click Print 
A new window will open 

NOTE: Cashier’s check or US 
Postal money order only 

Print the payment coupon 
This needs to be included with your payment 

Close the window 

Enter amount enclosed 
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Click Done 

Mail payment & payment coupon 
to this address 

Click Logout 
Or 

Close page 
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