This is the Community Portal for the NH Connections Information System (NHCIS). This is where individuals working in
the field of early childhood and afterschool register to access professional development, credentialing, and background
checks. Administrators, approved by the Child Care Licensing Unit, have access to their staffs’ BRC eligibility status and
expiration.
We call this the Community Portal or the New Hampshire Connections Portal.
https://nhpublichealth.force.com/nhccis/s/login/?startURL=%2Fnhccis%2Fs%2F&ec=302

If you are new to the system, you should sign up for an account as soon as possible. Please use your personal email
address so you have access to this account if you change employers and use your legal first and last names.
If you had an account in the old NH Professional Registry, try to create an account using the email address you used for
that account. If the system says you already have an account, request a new password if you can access emails from that
email account. Otherwise, move forward to create a new account as instructed.
Register by clicking the REGISTER button on the left-hand side of the screen. You will land on this form to complete.

Once you complete the registration form you will come to this screen. You should have an email (pictured below) in your
mailbox (yours will not say “Sandbox”). If you do not see this e-mail, please check your spam folders and include it as a
“trusted sender” so this e-mail will not go to your spam folder.

Once you enter your verification code you will need to answer these 4 questions to move forward. These questions are
for data purposes to help DHHS get a better picture of the early childhood and afterschool workforce in New Hampshire.

Now you are in the Community Portal!
Below you will see two squares. One says Professional Registry and the other says Training. We call these Tiles. Everyone
can see these tiles upon registering.
Now to connect to the child care program you work for or plan to work for, if that applies to you.
Click on the GET STARTED box within the pink square. Once you do this you will search for the program you are planning
to work at (or are already working at). Use the exact name as it appears on the program’s license, which can be found by
searching for the child care program using the Child Care Search on the NH Connections Website:
https://nhpublichealth.force.com/nhccis/NH_ChildCareSearch

Here is what this looks like as you enter information. There are roles within the system (such as Center Director) that
require the approval of the Child Care Licensing Unit and allow you elevated access within the system. You should be in
touch with your licensing coordinator about being approved per He-C 4002. If you need assistance, please call us at 603271-9025.
When searching for your program verify the license # as seen below with an organization that has multiple programs.

Completing your Background Record Check in NHCIS
Once you are registered and connected with a child care program you will now have a Background Record Check Tile
(BRC). You will also have a registration ID which can sometimes be helpful if you run into issues and need further
assistance.

Your next step is to begin the Background Record Check Process. Once you hover over this tile you will see the VIEW
DASHBOARD square. Enter this tile by clicking on this square.

Once you enter the BRC tile you will see an option to start a New Applicaiton

Please read all instructions and make sure you don’t miss any important information.

Please pay particular attention to this section and make sure you are including the required information.

One you have submitted your application you can find the application in “My Applications" in the submitted section.

In addition, you will receive an email with instructions on next steps:

You will find your documents on your BRC page along the left-hand column under My Documents, the screen shots
below show how you can access this section and download your documents for printing.

If you have lived in another state during the last 5 years you will also receive an email with instructions on where to find
the out of state forms and instructions. This must be submitted with your completed paperwork and any payments
required.

Once your paperwork is received at CCLU and it is being processed your application status will change to “Under
Review.” This process can take from a week to several weeks depending on results received from criminal or abuse and
neglect registries. Should there be results from any of these searches you will receive a letter from us with a deadline for
providing additional information. Please be sure to respond by the deadline. Failure to do so will result in being deemed
ineligible.

You will also receive an email when we have received the payment and application for an eligibility card if you are
required to obtain one.

If parts of your application are incomplete, you will receive an email and a letter with what is needed will be mailed to
the child care program. Please let the program know they should be on the lookout for this letter as delays in submitting
required documentation could result in a status of ineligible.

Once your application has been deemed eligible you will receive an e-mail and your application will move to Processed.
You will also see your expiration date in that status area as well as the top right of the BRC section of your NHCIS portal.

You will also receive an employment eligibility card email when that card has been printed and is being mailed to you.

DIRECTORS/PROVIDERS
Staff and household members 10-17:
•

If you have staff or household members between the ages of 10 and 17 you only need to submit a Household
and personnel form. The household and personnel form for ages 10-17 can be found here.

•

If a 10–17-year-old has lived outside of NH during any part of the last 5 years, please also submit the appropriate
Out of State CAN form. You can find that here

•

These individuals will not show up on your staff roster currently.

Your Staff Roster and BRC approval Process
You will notice in the steps above that your staff will receive an email with instructions once they submit their BRC
application through NHCIS. It is important that you have them print their forms so you can mail them and any required
payments to CCLU for processing. We recommend these get mailed from the program so you can ensure all steps were
completed.

What you will see in your NHCIS portal
If a staff is listed as eligible they have a current BRC and can work. Ineligible means they do not have a current BRC and
must not be present at the program until they are deemed eligible. Staff who are new and awaiting BRC results are
marked as Pending and are not eligible to work until deemed eligible.

If you have questions about the status of your staff’s application please have them check their application status as they
will be able to see if it is under review or not. If you mailed documents to our office and your staff doesn’t see that their
application has moved from Submitted to Under Review, and it has been more than 2 weeks, please e-mail our office for
more information (cclunit@dhhs.nh.gov).
If the submission is incomplete and something additional is required, your staff will receive an email and the
requirements will be mailed to the child care program for completion. Here is a sample of the email your staff will
receive:

Once your staff have been deemed eligible you will see them on your staff roster with their expiration date.

