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Introduction 

• All Applicants who meet the Direct Service Provider definition are required to 
complete a Level 2 screening with an attached photograph through the Care 
Provider Background Screening Clearinghouse (Clearinghouse). 

• All Direct Service Provider Applicants/Employees of any of the Department of 
Elder Affairs (Department/DOEA) Programs are required to have a DOEA-Aging 
Network eligibility determination in the Clearinghouse. 

• All Providers of Department programs are required to enter all eligible 
participating Applicants/Employees within the Specified Agency 
“Employee/Contractor Roster” tab of the Clearinghouse. 

• An Employer may hire an Applicant into a position that requires background 
screening before the Employee completes the screening process. This period is 
for training and orientation purposes, but the Employee cannot provide direct 
service until the screening process is finalized, and the status is “Eligible” within 
the DOEA-Aging Network Clearinghouse. 

• Use of the Clearinghouse must be limited to direct service providers as defined 
by 430.0402(b), F.S.  

o Failure to comply with any Background Screening Requirement is a 
violation of Section 430.0402, F.S. 
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Each User must access to Clearinghouse website and is required to abide by the 
following rules:  
 

• Create a unique account. (There’s no limit on the number of Users per program 
Provider). 

• Do not disclose or lend your USER ID AND/OR PASSWORD to anyone. Your 
User ID and Password serve as your "electronic signature." This means that you 
are responsible for the consequences of unauthorized or illegal transactions. 
Copies of all User Registrations and supporting documents are required for 
monitoring purposes. 

o Failure to comply: Sharing a User ID and Password will result in 
immediate suspension of access to the Clearinghouse. 

o Providers cannot regain access to the Clearinghouse Portal until a 
Corrective Action Plan is in place. 

o All User Registration Violation information and the Corrective Action Plan 
are submitted to the Agency for Health Care Administration for further 
review. 

• Do not browse or use Clearinghouse information for unauthorized or illegal 
purposes. 

o Per Section 435.11(1)(b), F.S., it is a misdemeanor of the first degree to 
use records information for purposes other than screening for employment 
or to release records information to other persons for purposes other than 
screening for employment. 

o Do not make any disclosure of Clearinghouse data that is not specifically 
authorized. 

o Do not intentionally cause corruption or disruption of data files. 

• Edit your user information (i.e., email address, phone number), as needed.  

It is important that you maintain a current email address. Your email address will 
be required should you need to have your password reset.  

Also, important notifications are sent to the email address on file within the 
Portal, such as background screening updates, Employee arrest notifications, 
account registration notices, and portal updates. 

Passwords must be updated every 90 days. Failure to do so will result in being 
locked out of the system. 
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If you have been locked out of the system or forgotten your password, please go 
to the “Reset Password Instructions” under the Portal Log-In, and follow all 
prompts. 
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First Time Portal User Requirements 

First-time Users are required to create a log-in and a password to access the 
Clearinghouse. These credentials can be established by visiting the Clearinghouse 
Results Website at https://apps.ahca.myflorida.com/SingleSignOnPortal 
 
Once on the website: 

A. Select “New User Registration” 

B. Check the confirmation box and select continue. 

C. Enter all required information as indicated by the red asterisk (*) and select 
“Register” to continue. 

D. Once your user account is successfully created, select “Return to Login” to 
request access to the Clearinghouse result website. 

 

Portal Users Requirements 

The Portal Login page will provide an authorized user access to external systems 
maintained by the Agency for Health Care Administration (AHCA) in order to view and 
maintain information. 

A. Enter the User ID and Password created in the previous steps. Select “Log In.” 

B. From the drop-down list, select “Department of Elder Affairs” (DOEA) under 
Background Screening Clearinghouse. 

C. Select “Request Program Access” to continue. 

D. A role is necessary to obtain proper access. Select “Provider” from the drop-
down list. 

E. Select the “Provider Type.” 

F. Start typing the “Provider Name” associated with your DOEA account. 

G. Select your provider from the list when it appears. Select “Add Provider.” 

o If your Provider information is not located in the drop-down selection, 
please contact the Department via email for instructions using the contact 
information provided below: 

Contact – Background Screening Unit 

Email Address – doeanetwork@elderaffairs.org 

Subject Line – BGS User Registration 

Body of Email – Require Template for User Registration. 

https://apps.ahca.myflorida.com/SingleSignOnPortal/Login.aspx?ReturnUrl=%2fSingleSignOnPortal
https://apps.ahca.myflorida.com/SingleSignOnPortal/Login.aspx?ReturnUrl=%2fSingleSignOnPortal
https://apps.ahca.myflorida.com/SingleSignOnPortal/User/RegistrationStart.aspx
mailto:doeanetwork@elderaffairs.org?subject=BGS%20User%20Registration
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H. If the requested Provider is correct, select “Submit Request and Generate User 
Agreement.” 

o If it does not, select Delete and choose the appropriate “Provider Name.” 
“Submit Request and Generate User Agreement with a copy of 
Drivers License.” 

I. Select the link in the upper right corner and print the document. Both, the 
signature of the User and the Provider are required prior to sending the 
agreement to the Department for approval.  

J. Email the scanned copy of the “User Registration Agreement” with a copy of 
Applicant’s driver’s license to doeanetwork@elderaffairs.org. 

 

Note: Your request for access to the Clearinghouse Results Website will be in 
‘Pending’ status until the DOEA Coordinator receives and processes your “User 
Registration Agreement.” Only after the approval occurs, will the User have 
access to the Clearinghouse. 
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Clearinghouse Results Website Portal Access: 

A. Log in at https://apps.ahca.myflorida.com/SingleSignOnPortal. On the “Portal 
Landing,”  

B. Select: Program Access; Background Screening Clearinghouse – DOEA; 
Application Access; Background Screening Clearinghouse 

 

Applicant Profile Page 

Prior to sending any Applicant to the LiveScan Vendor (Fingerprint Provider), 
Clearinghouse Users are required to initiate a search to determine whether the 
Applicant is already within the Clearinghouse to avoid replication of Applicant 
information within the system. 
 
Search for Screening Results: The “Search Page” allows you to review the eligibility 
status of an Applicant if the Applicant has undergone a screening or has a screening in-
process with the Clearinghouse. If the Applicant does not have a screening, you must 
first initiate a screening. If the Applicant is found, the “Applicant’s Profile Page” will 
appear.  

 
Note: If you know an Applicant does not possess a screening, you may select the, 
“Initiate Screening Tab” located on the navigation bar. 

 
Initiate New Screening: To initiate a new screening for an Applicant, select “Initiate 
Screening,” and follow prompts. 

 
Initiate Agency Review: If an Applicant possesses an “Eligibility Statement” from 
another Specified Agency within the Clearinghouse, a Provider may request an agency 
review at no cost. To initiate an agency review for an Applicant, select “Initiate Agency 
Review” and follow prompts. 

 
Note: This will allow the Specified Agency to make an eligibility determination for 
employment purposes. Benefits of requesting an agency review include the 
following:  
 

• “Agency Review” requests are FREE to the Provider and Applicant.  

• The Applicant or Employee does NOT need to visit a LiveScan location to 
submit new fingerprints. 

• The Provider will receive a copy of the public rap sheet after initiating an 
agency review.   

https://apps.ahca.myflorida.com/SingleSignOnPortal
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Initiate Resubmission: The retention of fingerprints in the Clearinghouse provides cost 
savings for Applicants that have had a lapse in employment greater than 90 days.  
 
If there lapse in employment, a new national criminal history check (including the 
resubmission of the retained fingerprints) is required. A new state criminal history 
search will also be conducted at no additional charge. 
 
To initiate a resubmission for an Applicant, select “Initiate Resubmission,” and follow 
prompts. 
 

Completing the Applicants profile: 

To complete the “Applicant’s Profile Page,” the Clearinghouse User is required to: 

A. Ensure the “Clearinghouse Screening Available” indicator states “Yes”; 

B. Ensure the “Privacy Policy” has been signed and acknowledged; 

C. Ensure the “Social Security Number” is on the “LiveScan Request Form”; 

D. Complete the “Requesting Provider” field within the Clearinghouse; 

E. Provide Applicant with a “LiveScan Request Form,” before the fingerprinting 
process;  

F. Instruct the Applicant to request a photograph from the LiveScan Vendor at the 
time of LiveScan fingerprinting; and 

G. Return to the Clearinghouse Website upon receipt of email notification to check 
the Applicant’s status. 
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Required Forms 

All approved DOEA-Aging Network Employee/Volunteers and all approved SHINE 
Volunteers are required to sign the “Affidavit of Compliance Employee Form, Effective 
April 2016,” and attach the “Eligibility Statement.” 
 
These documents remain within the personnel records; however, for SHINE Volunteers, 
a copy of the “Eligibility Statement” is required to be sent to the DOEA SHINE Contract 
Manager. 
 
The following forms are a requirement for monitoring purposes: 

• Signed and dated Privacy Policy; 

• Screenshot of the OIG (Office Inspector General) Exclusions Search Results; 

• Screenshot of the NNAR (National Nurse’s Aide Registry) database search 
results; 

• “Eligibility Statement” with proof of Employment History from DOEA; 

o This is not a screenshot of the Profile Page. Each Provider must 
scroll down to the bottom of the Profile Page, and select the 
“View/Print Version Tab.”  

o This will give you the “Eligibility Statement” with Provider instructions 
and the Specified Agency statute for Background Screening. 

• Signed and dated Affidavit of Compliance Employee Form, Effective April 
2016. 

o Applicant should not sign the DOEA Affidavit Compliance Employee 
Form prior to the receipt of the Eligibility Determination Notification. 

Note: The Affidavit of Compliance Employee Form, Effective April 2016 is 
included as Attachment 1. 
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Employee/Contractor Roster 

The employment history records are vital to receiving necessary information from the 
Clearinghouse, or another Specified Agency, and receiving updates such as follows: 
 

• Subsequent arrest notifications; and 

• Expiring retained fingerprint notifications; 

o The Florida Department of Law Enforcement removes all screenings that 
do not have an active link to a Provider in the Retention Data Base. 

 
Add Employment/Contractor Record 

Per Section 435.12(2) (c) F.S., an Employer of persons, subject to screening by a 
Specified Agency is required to register with the Clearinghouse and maintain the 
employment status of all Employees within the Clearinghouse. Initial employment status 
and any changes in employment status are required to be entered within 10 business 
days. 
 
Add employment history: 

A. Open the “Applicant Profile Page” and select “Add Employment/Contractor 
Record.”  

B. Enter the required information and select “Save.” This will bring you back to the 
“Applicant Profile Page.” 

C. View the new employment record displayed in the “Employment/Contractor 
History” section.  

 
Edit Employment Record  

You may edit an Employee record from the “Employment/Contractor History” section on 
the “Applicant Profile Page,” or from the “Employee/Contractor Roster Tab” as follows:  
 

A. Select the “Edit” link under the action column for the Applicant record you wish to 
update and enter the required information and select “Save.” 

B. Enter an end date for the employment record by selecting the calendar icon in 
the “End Date” column.  

C. Enter the required information and select “Save.” 
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Concerns 

The Agency for Health Care Administration (AHCA) requires each agency to handle its 
unique Clearinghouse problems and concerns appropriately. 
 
All DOEA- Aging Network Clearinghouse concerns are to be addressed as follows:  

 
Notification to the Background Screening Coordinator – Valerie Brinkley (850) 
414-2093 

Email Address: doeanetwork@elderaffairs.org  

Subject Line:  BGS Clearinghouse Concern 

Body of Email; State the exact problem and include a screenshot (if 
possible.) When inquiring about an Applicant, the following 
information is required: 

• Full Name 

• DOB 
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Clearinghouse Informational Page: 

The additional resources listed below are located on the Clearinghouse informational 
page at the following Website: 

http://ahca.myflorida.com/MCHQ/Central_Services/Background_Screening/CH_Instructi
on_Guides.shtml. 

 

User Registration Training:  

o User Registration Training Video 

o User Registration Guide 

Clearinghouse Results Training Videos: 

o Introduction and Tabs o Adding Employment 

o User Registration Guide o Initiating an Agency Review 

o Search and Profile Page o Initiating a Resubmission 

 
Clearinghouse Results Website Guide: 

o Department of Elder Affairs 

 

FORMS: 

o Additional Information: (last bullet on left) 

 Regulations and Forms: 

1. Clearinghouse Applicant Request Form 

2. Privacy Policy

http://ahca.myflorida.com/MCHQ/Central_Services/Background_Screening/CH_Instruction_Guides.shtml
http://ahca.myflorida.com/MCHQ/Central_Services/Background_Screening/CH_Instruction_Guides.shtml
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