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FAQ’s
Q: How long will the approval process take? 
A: Allow at least 60 to 90 days for review.  Once a school submits the Application 
for a Certificate of Approval with all required attachments and fees to the Division, 
applications are processed in the order they are received. Once the application 
has been reviewed, you will be contacted to schedule the site visit. Applications 
must be presented to the Board for approval. The school will need to have a 
representative available for the Board meeting. 



Documents you will need:
1. List of other members having controlling interest in the school

2. Articles of Incorporation

3. Certificate of Good Standing from the Colorado Secretary of State

4. Statement of trade name or Doing Business As (DBA), if applicable

5. Statement of foreign entity authority to transact business in Colorado, if applicable

6. Completed Agent Applications (download from DPOS Connect website)

7. Surety amount proposal document showing detailed calculations

8. Bond application, or Irrevocable Letter of Credit form, or CD-Savings account assignment form (download from DPOS Connect website)

9. Pro-forma financials (balance sheet and income and expense statements) to estimate the next 12 months

10. Facility’s lease agreement

11. Current safety inspection report for facility completed within past 12 months

12. Current equipment inspection report (if applicable)

13. Catalog and Catalog Checklist (download from DPOS Connect website)

14. Enrollment Agreement and Checklist (download from DPOS Connect website)

15. Evaluator reports or Advisory Committee minutes for each program/stand-alone course submitted with application

16. Syllabi for all courses

17. Draft copies of media advertising

18. Draft diplomas/degrees/certificates of completion

19. Draft version of transcript

20. Complete list of physical inventory of equipment

21. Internship/externship agreements, if applicable



How to Login
Step One: Login to DPOS Connect
To begin a new application to operate an additional 
campus, go to DPOS Connect and click on the DPOS 
Connect button.  Enter your username and password 
to log in.

Step Two: School Profile
All campus locations approved for the username will 
appear on the school profile page. Click the additional 
campus name to access the application to operate.

Step One

Step Two

https://highered.colorado.gov/about-dhe/divisions/division-of-private-occupational-schools/dpos-connect


School Dashboard

Step Three: DPOS Connect
Click DPOS Connect to access the DPOS 
School Details page.

Step Four: DPOS School Details
Click New School Application to Operate to 
begin the application process for the 
additional campus.

Step Three

Step Four



Fill out Application

Step Five: School Demographics
Basic information will be pre-populated from 
the new school request form previously 
submitted.  Fill in any missing information.

Step Six: Location
Enter the mailing address if different from 
physical location address. If the school 
provides education/training at other 
locations, check yes and enter the street, city, 
state, zip code and phone number for the 
other location.  Click the + sign to add 
additional locations.

Step Five

Step Six



Business Information

Step Seven: Business Information
This section will be pre-populated from the 
new school request form.

Step Eight: Upload Attachments
Click Choose File to upload the requested 
attachments to the application for review.

Step Seven

Step Eight



Add School Contacts

Step Nine: Add School Contacts
Schools are required to provide contact 
information for at least one director, one 
school owner, and one designated agent.  The 
designated agent’s address must be different 
from the school’s physical address. Click Add 
Contact.

Step Ten: Enter School Contact Information
A new window will pop up to enter the contact 
information.  If the same person is responsible for 
more than one of the roles, select all job titles from 
the list that apply.  Click Save and Close to return to 
the application. Repeat to add as many contacts as 
needed. All contacts added to the application will be 
listed on the School Contacts table.  The entries can 
be edited if needed by clicking Edit Table.

Step Nine

Step Ten



Add Agents

Step Eleven: Add Agents
Click the Active Agents Linked for this School 
tab to add agents associated with the main 
location of the school. Click Add to view a 
table of all active agent accounts able to be 
linked to the additional campus.  Check the 
box next to the agent(s) to be linked.  Click 
Add DPOS Agent Account to add to this 
application to operate.

Click Add New Agent to fill out the agent 
application for a new agent for the additional 
campus. The agent application must be 
downloaded from the DPOS Website, 
completed by the agent applicant, and saved 
as a file to be uploaded with this application. 

Step Eleven

https://highered.colorado.gov/about-dhe/divisions/division-of-private-occupational-schools/dpos-connect


New Agent Application

Step Twelve: New Agent Permit Application
The new agent permit application will pop up in a 
new window to enter the agent’s information. Click 
the calendar icon to select the proposed start date 
for the agent.  Enter the city and state for the 
locations the agent will represent.  If the agent 
operates at any other schools under common 
ownership, select the schools from the dropdown 
menu. Enter the applicant’s information as 
requested on the form. Step Twelve



Agent Application (continued)

Step Thirteen: Agent History
Answer Questions A and B. Enter employment 
history for the last five years by clicking Insert Row. 
Complete agent’s employment history table by 
clicking Insert Row to add additional entries for the 
employment history.

Step Fourteen: Agent Disclosures
Answer each of the five disclosure questions for the 
agent.  For any yes answers, a Choose File field will 
pop up and require an upload providing an 
explanation and court documentation.  

Step Thirteen

Step Fourteen



Agent Application Affidavit

Step Fifteen: School Affidavit
A school owner or officer must read and sign the 
affidavit. Click Sign to complete a signature in the 
pop-up window. Use the mouse to complete the 
signature in the Sign Here window and click OK to 
return to agent application.

Step Sixteen: Agent Application Upload
The agent application must be downloaded from 
the DPOS Connect website, completed by the 
applicant, and saved as a file to be uploaded with 
this application. Click Choose File to upload the 
signed agent application. Click Save and Close to 
return to the application. Additional agents may be 
added using the same process.

Step Fifteen

Step Sixteen

Your Signature Here

https://highered.colorado.gov/about-dhe/divisions/division-of-private-occupational-schools/dpos-connect


Surety Information
Step Seventeen: Surety Information
Click Choose File to upload the Surety Calculation in the 
form of a letter or table showing the detailed 
calculations. Enter the amount of surety determined 
from the proposed surety calculation. Check yes or no 
for Umbrella Bond.  The minimum surety amount for an 
in-state school is $5,000.

Step Eighteen: Surety Details
Enter the surety amount obtained for the school. Click 
the calendar icon to select the effective and 
expiration/maturity dates for the surety. Click Choose 
File to upload the surety document. Select the type of 
surety from the choices listed.  Enter the surety 
account information. Click Submit Surety to attach the 
surety document to the application for review. The 
surety details will be displayed in the table to verify the 
information is correct.

Step Seventeen

Step Eighteen



Financial Information
Step Nineteen: 
Click Choose File to upload pro forma financials to 
estimate the school’s income and expenses for the next 
12 months. Click Add Financial Institution to enter the 
information for the financial institution where the 
school conducts business.

Step Twenty: Facility Attachments
Click Choose File to upload the requested documents 
for review with the application. 

Step Nineteen

Step Twenty



Educational Attachments
Step 21: Educational Attachments
Click Choose File to upload draft copies of media 
advertising, degrees, transcripts, and a complete list of 
physical inventory of equipment to be used. Upload the 
remaining requested school documents for review with 
the application. The Catalog Checklist and Enrollment 
Agreement Checklist must be downloaded from the 
DPOS Connect website, filled out, and saved as a file for 
upload with the application.

Step 22: Education Information
Answer questions and provide additional information 
as requested for any yes answers.

Step 21

Step 22

https://highered.colorado.gov/about-dhe/divisions/division-of-private-occupational-schools/dpos-connect


Program/Stand-Alone Course
Step 23: Add Program/Stand-Alone Course
Five program or stand-alone courses are included in the 
new school application fee.  Additional 
programs/courses may be added with the application for 
an additional fee.  Click Add New Program/Stand-Alone 
Course to enter information in a new window.

Step 23



Enter Program/Stand-Alone Course Information
Step 24: Enter Name
Enter name of Program/Stand-Alone 
Course.

Step 25: Enter Program Information
Choose the Type from the dropdown 
menu: either Program (a series of 
courses) or a Stand-Alone Course.  
Choose the award type from the next 
dropdown menu.  Choose the method 
of delivery from the next dropdown 
menu.

Step 26: DPOS Category
Choose the program category that 
best describes the subject matter.

Step 24

Step 25

Step 26



Distance Education Questions: 100% Online 
Only or Hybrid/Blended Method of Delivery

**Note: If method of delivery chosen in Step 25 
is Classroom Only or Other, skip this page as the 
Distance Education questions will not appear.

Answer Questions
Use the text box to answer each of the 
Distance Education questions for the 
Program/Course. If a question is not 
applicable, enter N/A in the box.

Step Six

Step Seven

Step Eight



Continue Program/Stand-Alone Course Application
Step 27: Student/Teacher Ratios
Enter the student to teacher ratio for 
theory and lab(if no lab, enter “0”) classes 
in the format:
#students : #teachers

Step 28: Scheduled Length
Choose the expected time frame for 
completion of the program.  Choose full-
time, part-time, or both. Select the units of 
time from the dropdown menu. Enter the 
number of units of time to complete.

Step 29: Prerequisites
List the minimum prerequisites needed to 
enroll in the program/course that are not 
an administrative requirement for 
acceptance into the school. If none, 
indicate “None”.

Step 27

Step 28

Step 29



Program Costs and Occupational Objective
Step 30: Cost Information
Use the program cost fields to enter the cost for each 
item. Enter zero if no cost is associated with item.

Step 31: Calculate
Click Calculate to verify the total cost of the 
Program/Course.

Step 32: Occupation
Enter the name of occupation(s) the program/course 
will provide training and skills.

Step 33: Objective
From the dropdown menu, choose the program 
objective that applies.  Click the + sign to select more 
than one.  Check the yes box if upon successful 
completion, the graduate is eligible to sit for a 
licensure/certification exam and enter the name of the 
exam in the text box that appears.

Step 30

Step 31

Step 32

Step 33



Program/Stand-Alone Course Attachments
Step 34: Attachments
Choose the type of evaluator for the 
program/course.  If it is Advisory Committee, 
upload the advisory committee minutes.  If it 
is evaluator, upload three evaluator reports in 
the appropriate fields.  All remaining items are 
required to be uploaded with the application. 
Click Start Program/Course Outline to add 
details.

Step 35: Program/Course Outline
A new section pops up within the application, 
click Add Course/Topic. A new window will 
appear to enter each course/topic within the 
program.

Step 34

Step 35



Course Outline Window

Step 36: Enter Course Details
Enter course title and the number for the 
sequential order the course will be offered. 
Answer attendance questions, if applicable 
based on method of delivery chosen. 
Synchronous learning is education that 
happens in real time.  Asynchronous learning 
occurs through on-line channels without real 
time interaction.

Step 37: Hours and Syllabus
Enter the number of theory, lab, and credit 
hours.  Click Choose File to upload course 
syllabus. Sample course syllabus can be found 
on the DPOS Connect website. Click Save and 
Close to return to the program application. To 
add additional courses to the program, click 
Add Course/Topic to repeat process.

Step 36

Step 37

https://highered.colorado.gov/about-dhe/divisions/division-of-private-occupational-schools/dpos-connect


Return to Provisional Application

Step 38: Review
After all courses/topics are added, this section 
will calculate the total hours. To navigate back 
to the provisional application, use the “<“ icon 
in the top left corner.  Do not use the 
browser’s back arrow.

Step 38



Instructors
Step 39: Add Instructors
Click Add Instructor to enter instructor information on a 
new pop-up window.

Step 40: Enter Instructor Information
Enter requested instructor information.  Click calendar 
icon to select start date.  Do not select end date for an 
active instructor.  This will be used, when needed, to 
make an instructor inactive once the school is 
approved. For the License, if applicable, field enter any 
license information if required to teach. Click Save and 
Close to return to the application. Added instructors 
will be listed on the table for review. Repeat to add as 
many instructors as needed.

Step 39

Step 40



Required Disclosures

Step 41: Disclosures
Answer these three questions. For any yes 
answers, provide the additional information 
requested.

Step 42: Principal Owner Disclosures
Answer all questions for any principal 
owner(s), officer(s), or any person in 
management capacity. For any yes answers, 
click Choose File to upload the required 
explanation and document.  Click Next Step: 
Preview Unsubmitted Application to review 
all application details.

Step 41

Step 42



Review Application

Step 43: Review Application
Click on each tab to review each section 
of the application.  

Step 44: View Payment Details
After reviewing each section, scroll to the 
bottom to choose the next step.  To 
complete payment of fees, click Next 
Step: View Payment Details. If any 
application requirements are missing, a 
message will popup with a list of items 
that need to be addressed prior to moving 
to the next step.

Step 43

Step 44



Make Payment and Submit to DPOS
Step 45: Pay Invoice
Click Click Here to Pay which will open a new window on Colorado.gov to complete the secure transaction. Once 
payment is completed, a printable receipt will be generated, and a confirmation email will be sent. Scroll to the bottom 
of the receipt page and click Continue to return to DPOS Connect. 

Step 46: Update Payment Status and Submit
Click Update Payment Status to verify payment status is Paid. Click Submit to DPOS to send application to DPOS for 
review.

Step 45

Step 46
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