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Best Practice Tips

Utilize the Group Home Employee Background Status Log  to keep record 

of all employee background screening completion dates. This document 

was designed to be an ongoing tool to update existing and add new 

employee background screening information. 

Please note: This log will be requested annually during relicensure. 



Basics of  Background Screening 

DCF Background Screening processes background 
screening requests on individuals working with 
children, the elderly and vulnerable populations 
for programs licensed or regulated by the 
department. 



Types of  Programs

Which program does background screenings apply to? 



Requesting an OCA Number 

OCA numbers are issued by the 

department to register an entity 

requesting to conduct background 

screening through the department. 

Registration is required through the 

appropriate licensing or regulating 

program or background screening.

Complete 
and submit the 

request form 





How to register continued…
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Benefits of using the Clearinghouse  

Initiating screenings in the Clearinghouse prior to sending an employee/applicant 

for fingerprinting: 

o Allows providers to take control of the screening (correct data entry, OCA, ORI)

o Prevents delays due to unmatched screenings and duplication of submissions

o Track screenings from request to eligibility determination

o Provides email notification to the provider regarding status updates to requests 
initiated

o Allows user to connect to available screenings if available and for screening at 
reduced costs 

o Share results of criminal history screenings among specified agencies

o Maintain your employee roster 

o TCR Number is provided for rejected fingerprints. This will allow a 2nd screening 
at NO EXTRA CHARGE

o Access to the Florida Public Rap Sheet FREE for 30-days

o Link to Clearinghouse compatible Live Scan vendors
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Employee Roster: Individuals working with a 

facility are required to be on the employee 

roster. 

Updates to the roster are required per 435.12, 

F.S. within 10 days of employment status 

changes.
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Clearinghouse Components of  Clearinghouse Components of  Clearinghouse Components of  Clearinghouse Components of  

Background Screening Background Screening Background Screening Background Screening 

o Not in Clearinghouse/New Hire (Primary 

Screening with Abuse History Check 

included)

o In Clearinghouse, New hire no FSFN 

(Resubmission or Agency Review with 

Abuse History Check included)

Abuse History Check Form
o Existing Staff in Clearinghouse

o Existing Staff with abuse history 

already in Clearinghouse

Criminal History

Abuse History Only

Clearinghouse Screening Required
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Background Screening Background Screening Background Screening Background Screening 
Criminal History 

Screening Screening Screening Screening 

TypesTypesTypesTypes
When To Conduct The ScreeningWhen To Conduct The ScreeningWhen To Conduct The ScreeningWhen To Conduct The Screening

Primary 
Screening

A primary screening should be initiated when there are no retained 

fingerprints in the Clearinghouse for an applicant. Selecting this 

screening will allow you to set up a Live Scan electronic fingerprinting 

appointment for an applicant. 

Resubmission

If fingerprints are retained for an applicant, you may initiate a 

resubmission rather than getting the applicant reprinted. You will use 

this option if you are unable to conduct an agency review or if there is 

a 90 day lapse of employment. 

Agency 
Review

If an individual has been screened by another specified agency and 

entered into the Clearinghouse, an employer must request an agency 

review. There is no charge for an agency review request. 

Renewal
Up to 60 days prior to fingerprint expiration date, providers may renew 

fingerprints on file at a reduced cost.









Questions? Questions? Questions? Questions? 

For additional questions, comments or concerns 

please contact : 

Tanisha.Lee@myflfamilies.com Group Home Licensing 

Sherry.Smyly@myflfamilies.com Background Screenings

RaeJohne.Peterson@myflfamilies.com Florida Abuse Hotline




