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BRC Manager – Users Guide 
 

 
 

Step 1 – Create an EEC Single Sign In Account (if you already have an EEC Single Sign In 

Account, skip to Step 2) 

 
1. Go to the following link: 

https://www.eec.state.ma.us/SSI_V2/ProfileSetup/LoginUN.aspx 
 

2. Click on “Do not have an EEC SSI account? Enroll here”. 
 

 
 

3. Create a Username and Password. 
 

 
 

 

https://www.eec.state.ma.us/SSI_V2/ProfileSetup/LoginUN.aspx
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4. Complete security information. 
 

 
 

5. Complete the contact information screen and accept the terms of use on the next screen. 
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Step 2 – Add BRC Manager as an Application and Register (if you already have access to 

and are registered to use BRC Manager, skip to Step 3) 

 
1. Select “Background Record Check (BRC) Manager” from the list of EEC Applications. 

 

 
 

2. Once added, click on the "Background Record Check (BRC) Manager" link. This will 

bring you to BRC Manager. 
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3. If you have never registered for BRC Manager before, you will see the page for New 

BRC Account Registration Page. If you are registering for purposes of processing BRC 

requests for an EEC licensed group child care program, EEC licensed school age child 

care program, EEC licensed residential and placement agency or EEC licensed adoption 

agency click on registration for: "Licensee Provider” and hit submit. If you are 

registering for a child care resource and referral agency (CCR&R), click on "CCR&R". 
 

 
 

4. On the next screen, from the drop-down menu you will need to select your agency's 

"Licensee Name", this is the umbrella agency's name (i.e. corporation, partnership name, 

or owner's name) and is not necessarily the same as the program name. Next, input your 

program number.  Note: if you have multiple programs under one umbrella, choose any 

of the program numbers associated with the umbrella agency. 
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5. Once successful, you will need to agree to the User Agreement and Privacy Policy. 
 

 
 

After you agree, you will now have access to the BRC Manager System. 
 
 
 
 
 

Step 3 – Activating your reviewer status (each reviewer must activate their own status when 

they are logged into their individual account) 

 
BRC Manager has four different types of user accounts: "licensee/reviewer", "reviewer with 

authority", "reviewer with access" and “Data Entry user”. When you register for BRC 

manager, by default, you will have data-entry operator access.  If you have been authorized 

as a reviewer you will need to activate reviewer status. 

 
You are authorized as a reviewer for EEC if one of the following applies: 

 
1. You have completed the Applicant/Licensee BRC form to EEC and EEC has 

reviewed your BRC and approved you as the Licensee/Reviewer within the past three 

years, and that approval has not been revoked or rescinded. The licensee/applicant 

BRC form must be completed by the person responsible for the administration of the 

program or facility and who is a duly authorized agent of the EEC licensed agency 

(ex. Executive Director, CEO, owner, etc.). The licensee/applicant BRC form is 

located at: http://www.eec.state.ma.us/docs1/brc/brc_applicant_request.pdf. 

Please note: your agency must have at least one person approved as the 

http://www.eec.state.ma.us/docs1/brc/brc_applicant_request.pdf
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licensee/reviewer, otherwise, no one in your agency will be able to submit new BRC 

requests or access previous BRC results through BRC Manager. 

2. You have completed the Reviewer BRC form and EEC has reviewed your BRC and 

approved you as either a reviewer with authority or a reviewer with access within the 

past three years, and that approval has not been revoked or rescinded. The reviewer 

form must be completed by anyone other than the licensee/applicant who needs 

access to BRC information. The form can be found on EEC's website at: 

http://www.eec.state.ma.us/docs1/brc/brc_reviewer_request.pdf. 

 
If you do not have a Licensee/Reviewer approved for your agency, you will see the 

following message: 
 

 

http://www.eec.state.ma.us/docs1/brc/brc_reviewer_request.pdf
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3. To  request  access  as a Reviewer, click on the “Request Access as a 

Reviewer” on the main screen. 
 

 
 

4. Input your date of birth and last 4 digits of your social security number. 
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Step 4 – Using the System as a Data Entry User 
 

1. Data Entry Users are limited to submitting applicants for BRC checks, and do not 

have access to BRC information. 

 
2. To submit an applicant for BRC processing, click on the "Submit BRC Request" 

link. 

 

 
 

 

3. On the next screen, click on the name of the program where the applicant will be 

working. 
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4. On the next screen, you must confirm that the applicant has completed and signed 

the Background Record Check consent form. Once completed, click the 

"Continue Background Record Check" button. 

 

 
 

5. Complete all of the information requested and submit. MAKE SURE TO SPELL 

THE APPLICANT'S NAME CORRECTLY AND CORRECTLY TYPE IN 

ALL KNOWN INFORMATION ABOUT THE APPLICANT! If you type 

the information incorrectly, the BRC will be inaccurate and the applicant's BRC 

will be delayed. 
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6. Data Entry Users can go to "BRC Results and Report" page to view the status of 

submitted BRC Requests and BRC Request History. 
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7. Click on "View Pending and Completed BRC Requests" to check the Current 

Status of previously submitted BRC Requests. 

 

 

8. User can select the date range and can go back up to 3 years to view the status of 

all submitted the requests. 

 

 

9. Data Entry user can Print Receipt and Compliance Forms from the "View 
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Pending and Completed BRC Requests" page. The user will see a Status of either 

"Not Yet Available" or "Completed" 
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10. Click on "Generate BRC Request History Report" link to View/print reports of 

the BRC request history for your licensee. 

 

 

11. User can generate the report by selecting the date range and search by Applicant 

Name field.  
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12. Data Entry User will not be able to view the Employment Decision page and will 

get below error. 

 

 

Step 5 - Using the System as a Reviewer 

 
 

1. In addition to the BRC submission process detailed in Step 4 above Reviewers 

can On the main screen, click on "BRC Results and Report" page. Reviewer can 

view the status of submitted BRC Requests and BRC Request History. 
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2. Click on "View Pending and Completed BRC Requests" to check the Current 

Status of previously submitted BRC Requests. 

 
3. Reviewer can select the date range and can go back up to 3 years to view the 

status of all submitted the requests. 

Reviewers can "Print Receipt and Compliance Forms" or "Print Results and 

"Instructions" from the "View Pending and Completed BRC Requests" page. The 

user can see a Status "Not Yet Available" or " Approved/Clear, Approved, 

Completed/Mailed, Suitable etc 
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4. Reviewer can generate the report by selecting the date range and search by 

Applicant Name field.  
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5. The Pending Request Screen shows the applicant's name and the status of the 4 

checks -- CORI, DCF, SORI, and Fingerprint.  

 

5A: CORI Results 

• Not Yet Available - The BRC request has been received and the CORI 

results are not yet available. 

• Approved/Clear - The CORI was approved/clear for the applicant entered and 

the program can print the results by clicking on the link. You must print and 

keep a hard copy of the result in your BRC secure file. 

• Completed/Mailed - Information was mailed to the program for further review. 

The program is now responsible for reviewing the information and returning 

the cover letter informing EEC whether they will proceed to hire the applicant 

and whether they have completed a discretionary review. If you do not receive 

the result within 5 days of the date mailed, please contact the BRC Unit. 

• Approval by Program After Discretionary Review - The program has advised 

EEC they have completed the discretionary review by mailing the cover letter 

to EEC. 

 

In order to proceed with the BRC process the final CORI results should be either 

Approved/Clear or Approval by Program after Discretionary Review. 

 

 

 

 

 

 

 

 

 

 

5B: DCF Results 

• Not Yet Available - The BRC request has been received and the DCF 

results are not yet available. 

• Approved/Clear - The DCF information was approved/clear for the 

applicant entered and the program can print the results by clicking on the 

link. You must print and keep a hard copy of the result in your BRC secure 

file. 

• Completed/Mailed - Information was mailed to the program for further 

review. The program must request a redacted copy of the DCF report from 

EEC.  Upon receipt of the redacted DCF report, the program's reviewer 

must conduct a discretionary review. 

• The program must return the cover letter indicating whether they will 

proceed to hire the applicant, and whether they completed the 
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discretionary review. If you do not receive the result within 5 days of the 

date mailed, please contact the BRC Unit. 

• Approval by Program After Discretionary Review - The program has 

advised EEC they have completed the discretionary review by mailing the 

cover letter to EEC. 
 

In order to proceed with the BRC process, the final DCF results should be either 

Approved/Clear or Approval by Program after Discretionary Review. 
 

 

 
 
 

5C: SORI Results 

• Not Yet Available - The BRC request has been received and the SORI 

results are not yet available 

• Approved - The SORI was approved for the applicant entered and the 

program can print the fingerprint notification letter by clicking on the link. 

This link will allow the program to print the fingerprint notification letter 

that advises them that the SORI was approved, the applicant can be 

conditionally hired and be fingerprinted. EEC will no longer mail this 

letter to the program. You must print and keep a hard copy of the 

notification letter in your BRC secure file. 
 

*In order for there to be a link to print the fingerprint notification letter, the CORI, DCF, 

and SORI must all be approved. If there is no link, a part of the BRC process is 

incomplete and the program should review its paperwork to make sure the program has 

sent all necessary information to EEC. 

 
 
 
 

*Example of notification letter not available: 

 

 

This example illustrates the situation where an applicant cannot be conditionally hired 

because there is no link to a notification letter. The link does not appear because the 

CORI does not have an approved or approved after program discretionary result. All three 
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checks (CORI, DCF & SORI) must have approval results before the applicant may be 

conditionally hired and sent for fingerprinting. 

 
 
 

5D: Fingerprint Results 

• If there is no information provided (blank) this means the applicant has not 

registered or had a fingerprint appointment. The program must ensure 

applicants are scheduling fingerprinting appointments. 

• Not yet available - The applicant has registered for fingerprinting but the 

appointment has not occurred or the results are still in process. The status 

date is the date the notification letter was sent. 

• BRC to be resubmitted - The applicant's name, previous names, DOB, or 

SSN does not match what the applicant provided for fingerprinting. If this 

information is inaccurate, then the program should obtain a new consent 

form and the program should resubmit a BRC request. The applicant does 

not have a valid/completed BRC if there are discrepancies with 

information. An applicant cannot be conditionally hired until a new BRC 

request is completed with accurate information and a new fingerprint 

notification letter is received. 

• Suitable - the applicant has been deemed suitable by EEC and the BRC is 

complete. The program can print the suitability letter by clicking on the 

link. 

• Not Suitable - EEC deemed the applicant not suitable and should be 

removed from the program within 14 days unless EEC requires removal 

sooner. The program can print the suitability letter by clicking on the link. 
 

The program should record when the applicant was fingerprinted and encourage all 

applicants to keep a copy of the receipt received after fingerprinting. *You should have 

received a fingerprint notification letter for anyone hired on or after September 1, 2013; 

likewise you should have received a fingerprint notification for all employees whose new 

BRC was submitted on or after September 1, 2013. 
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6. Reviewer can click on "Generate  BRC Request History Report" link to 

View/print reports of the BRC request history for your licensee. 

 

 

7. Reviewer can generate the report by selecting the date range and search by 

Applicant Name field.  
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8. In addition to the BRC submission process, Reviewers have access to view the 

"Employment Decision page". Reviewers can view the Employment Status for 

their employees and can view the BRC history of their employees. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

9. Programs will be able to go into BRC Manager and record the hiring results for 

employees who are Hired/Not Hired after a suitability determination has been 

made. This can be done on the "Record Employment Decisions" link under 

"Employment Decision" tab. 
 
 
 
 
 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

javascript:WebForm_DoPostBackWithOptions(new%20WebForm_PostBackOptions(%22ctl00$ContentPlaceHolder1$LnkBRCResults%22,%20%22%22,%20true,%20%22%22,%20%22%22,%20false,%20true))
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10. Given below are the descriptions and instructions on when to use each 

employment decision code for new or current employees: 
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11. Next, choose the program number and a date range, we recommend to start with 

9/1/2013, then click "Get Results". 
 

 
 

12. The next screen will show all requests for applicants with a BRC request for the 

date range indicated. 
 
Status Date column should display the date when applicant has conditionally 
employed/employed/not hired/retained employment/ended employment.   
 
The Last Modified Date should be updated with current date when user changes 
either "Employment Status" or "Status Date" on the Edit Dialog Box.  
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13. Choose "Edit info" to update the employment status in the drop down box and 
then click update to "Employed", "Not Hired", "Ended Employment". etc. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

14. Under "View Employee Listing" Reviewer can view a list of the individuals 

who have undergone background records checks and who Reviewer has 

indicated are employed with their organization. Reviewer can take below 3 

actions to update the employment Status of an employee.  

i. "Edit Info" - Update the Location of Care (Currently this option is not 

functional) 
ii. "Ended Employment" - To remove duplicates or individuals who are no 

longer employed. (Currently this option is not functional) 

iii. "Renew BRC" -  Request a new BRC using the action links below. 
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15. If the Reviewer clicks on "Not Employed", the below pop up screen is displayed 

and the user can remove the person from the employment list. Care (Currently 

this option is not functional) 
 

 
 
 

16. If the Reviewer clicks on "Edit Info", the below pop up screen is displayed and 

the user can update the Location of Care for the employee. Care (Currently this 

option is not functional) 
 

 
 
 
 

17. If the Reviewer clicks on "Renew BRC", the below pop up screen is displayed 

and the user can submit a request to renew the  background record check for that 

employee. 
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Step 6 - Submitting a BRC Renewal Request (Only Reviewer) 

 
1. Only Reviewer can submit a BRC Renewal Request. User can go to "View 

Employee Listing" click under "Employment Decision" page. 
 

2. Under "View Employee Listing" Reviewer can view a list of the individuals 
who have undergone background records checks and Reviewer can submit the 
renewal request for an applicant. 

 
3. If the Reviewer clicks on "Renew BRC", the below pop up screen is displayed 

and the user can submit a request to renew the  background record check for that 
employee. 

 
 
 

 
4. Once the Reviewer submits "Renew BRC", the user reaches "Background 

Record Check Consent Form" under "BRC Request". Reviewer can follow the 
same steps from here as mentioned under Step 4. 
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5. The Reviewer can go back to "View Pending and Completed BRC Requests" 

link under "BRC Results and Reports" page to view the status of the Renewal 
request just submitted. The current status for the request will show "Request 
Received". 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. The Reviewer can go back to "Generate BRC Request History Report" link 
under "BRC Results and Reports" page to view the status of the Renewal 
request just submitted. The current status for the request will show "Request 
Pending" for CORI and DCF. 
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Background Record Check Manager Terminology 
 

Conditional hiring - The hiring authority may hire a candidate conditionally and permit the 

candidate to have unsupervised contact with children if their CORI, DCF, and SORI have been 

completed and approved. A candidate hired conditionally upon the results of the fingerprint check 

must schedule a fingerprinting appointment as soon as possible. The candidate remains a conditional 

employee as long as the fingerprint-based check of the state and national criminal databases is 

pending. 

 
CORI- Criminal Offender Record Information. Information regulated by the Department of 

Criminal Justice Information Services (DCJIS) regarding the criminal history of persons within 

Massachusetts, including convictions, non-convictions, juvenile, and sealed record information. 

 
Data Entry User - any person in a licensed program who is authorized by the program to input 

BRC requests but NOT authorized to receive, review, or discuss the results of criminal 

background investigations or DCF background record check information of potential employees 

or volunteers in a program. 

 
DCF – stands for the Department of Children and Families. A DCF check is a check of the 

Department of Children and Families' Central Registry and Registry of Alleged Perpetrators to 

determine if a candidate has been named in either Registry as the person responsible for abuse or 

neglect of a child in a supported M.G.L. c.119, §51B Report. 

 
Fingerprint - A scan of a candidate’s fingerprints submitted to the Federal Bureau of Investigation 

(FBI) for matching against the state and national criminal history databases. The FBI sends 

fingerprint results to the Massachusetts State Police and DCJIS, and then forwarded to EEC for 

review and approval.  EEC may not share fingerprint results with programs. 

 
Licensee Applicant - person responsible for the administration of the program or facility and is 

the duly authorized agent of the individual, partnership, corporation, association, organization or 

trust, department, agency or institution of the federal government or of the Commonwealth or 

any political subdivision thereof who is applying for licensure or approval. 

 
Reviewer with Access Only - any person in a licensed program who is not a necessary 

participant in the hiring decision but will receive, review, or discuss the results of criminal 

background investigations or DCF background record check information of potential employees 

or volunteers in a program. 

 
Reviewer with Hiring Authority - any person in a licensed program who is a necessary 

participant in the hiring decision and will receive, review, or discuss the results of criminal 

background investigations or DCF background record check information of potential employees 

or volunteers in a program. 

 
SORI – stands for Sex Offender Registry Information. Information and classifications maintained 

by the Massachusetts Sex Offender Registry Board (SORB) regarding persons convicted or 

adjudicated of a sexual offense and required to register as a sex offender with SORB. EEC is 

authorized to check for level 2 and level 3 sex offenders. 


