
		North Carolina Department of Health and Human Services
		Division of Child and Family Well-Being
North Carolina Infant-Toddler Program (NC ITP)
Application for Infant, Toddler and Family Certificate (ITFC)
Introduction: The NC ITP credential is the ITFC. New NC ITP providers of early intervention service coordination and special instruction services are eligible to apply for the ITFC. You must complete and submit this application with a copy of your official transcripts to the Children’s Developmental Services Agency (CDSA) for the county where the services will be provided within 30 days of your hire date. The CDSA will issue a written approval or denial of the certificate within 30 days of receiving the application and no later than 60 days from the employee’s date of hire.
Detailed instructions are provided at end of this form. Incomplete forms will not be processed. Please reach out to the CDSA Director or designee should you and/or your employer have questions about the ITFC process.
Section 1: Early Intervention Service to be Provided by Applicant
	Service Options

	☐ Early Intervention Service Coordination

	☐ Special Instruction


Section 2: Applicant’s Information
	1. Full Name
(Example: Minnie Smith Mouse)
	[bookmark: Text1]     


	2. Maiden Name (if applicable)
(Example: Minnie Anne Smith)
	[bookmark: Text2]     


	3. Home Mailing Address
(Example: 123 Main Street, 
Sandhills, NC 27834)
	     


	4. Contact Phone (with area code)
(Example: 910-123-6789)
	     


	5. Email Address
(Example: ECEducator1@Mymail.com)
	     


	6. Name of Applicant’s Employer
(Example: ABC Early Childhood Services)
	     


	7. Employer’s Mailing Address
(Example: ABC Early Childhood Services 
456 Deer Street, 
Sandhills, NC 27834)
	     


	8. Date of Employment
(Example: 12/15/2025)
	Click or tap to enter a date.



Section 3: Educational Attainment
Please complete this section around the degree the applicant wants to be considered for ITFC.
	1. Degree Type (must by bachelor’s degree or higher)
(Example: Bachelor of Science)
	     

	2. Degree Major
(Example: Early Childhood Education)
	     

	3. Accredited university from which the degree was obtained
(Example: East Carolina University)
	     

	4. Copy of official transcript obtained and ready to submit with this completed application 
(Name, degree type, major, date awarded, and the university’s official signature or seal must be clearly shown)
	☐ Yes


	


Section 4: Statutory Questions
[bookmark: _Hlk218699273][bookmark: _Hlk184382710]Please answer the following questions. (They are asked in accordance with NC Session Laws 2019-91 and SL 2020-87. The responses are being collected for statutory purposes and identifying information shall not be disclosed with your responses.):
	1. Do you have a conviction record? 
(Example: Yes, 2019 convictions - speeding up to 10 miles over speed limit & driving without a seatbelt)
	☐ Yes ☐ No 
[bookmark: Text5]If yes, list all convictions:      


	2. Do you have any prior or current military service?
(Example: Yes - U.S. Army 2015-2019)
	☐ Yes ☐ No


	3. Are you a spouse of a current, active military service member? (Example: No)
	☐ Yes ☐ No 

	Section 5: Applicant Signature 
[bookmark: _Hlk219101386]By signing, this applicant agrees that they have reviewed the ITP Procedural Guidance for Personnel Certification document and that all information provided within this application is correct. Once signed and dated, the application and copy of official transcripts is forwarded to the CDSA with which the employer is contracted. I am aware that approval and denial decisions are respected and upheld across all CDSAs.
	Signature 
(Example: Minnie Smith Mouse)
	

	Type Complete Name and Title 
(Example: Minnie Smith Mouse, Special Instructor)
	     

	Date 
(Example: 01/07/2026)
	Click or tap to enter a date.







For CDSA Use Only 
Once this section is complete, send a copy with Award/Denial Letter to applicant copying the Provider Head.
	Date Application Received by the CDSA:
(Example: 01/07/2026)

CDSA Recipient’s Name (Optional)
(Example: Joseph Cane, CDSA Admin. Staff)
	Click or tap to enter a date.


     

	Date ITFC Awarded:
(Example: 1/7/2026)

Awarded by Director or Designee:
(Example: Sean Fryer-Sandhills CDSA Director)
	Click or tap to enter a date.  


      

	-OR-
	

	Date ITFC Denied:
Reason(s) Denied:

Declined by Director or Designee name: 
	Click or tap to enter a date.
     

     





Comprehensive Instructions for Completing the Application for ITFC

Section 1: Early Intervention Service to be Provided
· Check the box(es) for the Infant-Toddler Program service the applicant is hired to provide: 
· Early Intervention Service Coordination 
· Special Instruction, also referred to as Community Based Rehabilitative Services (CBRS) 
· Example:
☐ Early Intervention Service Coordination
☑ Special Instruction

Section 2: Applicant’s Information 
Applicant enters name and contact information for them and their employer and assures all fields are filled out completely and accurately.
1. Full Name
· Enter applicant’s current legal name.
· Example: Minnie Smith Mouse
2. Maiden Name (if applicable)
· Provide applicant’s maiden name which is the name given before marriage.
· Example: Minnie Anne Smith 
3. Home Mailing Address is where you receive mail.  
· Include Street Address or PO Box, City, State, and Zip Code.
· Example: 123 Main St., Sandhills, NC 27834
4. Contact Phone (with area code) Add the best number to contact you for business.
· Format: (XXX-XXX-XXXX)
· Example: (910-123-6789)
5. Email Address
· Add a valid email address that you check regularly and can receive business emails.
· Example: ECEducator1@Mymail.com
6. Name of Your Employer The agency that hired you to provide service coordination or special instruction.
· Add the full name of your employer agency.
· Example: ABC Early Childhood Services
7. Employer’s Mailing Address
· The Street Address or PO Box and the City, State, and Zip Code where your employer receives their business mail.
· Example: 456 Deer St., Sandhills, NC 27834
8. Date of Employment (This application must be submitted within 30 days of hire date)
· Enter the date you started your current job. 
· Example: 12/15/2025
· Applications will not be processed prior to hire date.

Section 3: Educational Attainment 
(The information requested can be found on your college transcripts.  It is typically found at the top or very end of transcripts.) List of approved degrees can be found in the ITP Procedural Guidance for Personnel Certification. If an applicant holds a degree that falls under “another human service degree field,” completion of the Another Human Service Field Worksheet is required. This worksheet is used by the CDSA Director or designee to assist in determining whether the degree qualifies as an “another human service” field.

1 Enter the type of degree you obtained. (Must be at least a bachelor’s degree from an accredited university)
2 Enter your major. This is the subject area or academic field that you chose as your main specialization.
3 Enter the accredited university from which your degree was obtained.
Example of Degree, Major, and University: 
Bachelor of Science in Early Childhood Education from East Carolina University
4 Check box when transcript has been obtained and ready to be submitted as part of the application packet. 
Attach copy of official transcript(s) clearly showing: 
· Full name
· Degree type
· Major
· Date awarded
· University’s official seal/signature

Section 4: Statutory Questions
The questions below are asked in accordance with NC Session Laws 2019-91 and SL 2020-87. The responses are collected for statutory purposes and identifying information shall not be disclosed with responses.

1. Do you have a conviction record?
· x Yes ☐ No (Check appropriate box)
· If Yes, list all convictions.
· Example: Yes, 2019-Speeding (up to 10 miles over the speed limit) & driving without a seatbelt
2. Do you have any prior or current military service?
· x Yes ☐ No (Check appropriate box)
· Example: Yes (Applicant served in U.S. Army, 2015-2019)
3. Are you a spouse of a current, active military service member?
· ☐ Yes x No (Check appropriate box)
· Example: No (Applicant is not the married person of someone that is now in the military)

Section 5: Applicant Signature: The applicant signs and dates attesting the following have been met:

· The ITP Procedural Guidance for Personnel Certification document was reviewed by applicant
· This application is filled out completely and accurately
· Approval or denial decision is respected and upheld across all CDSAs.
Example:
· Signature: Minnie Smith Mouse 
· Type Complete Name and Title: Minnie Smith Mouse, Special Instructor
· Date: 01/07/2026
Once signed, the application and copy of official transcripts is submitted to the CDSA in which the employer is contracted.  The CDSA Director or Designee will review the application and transcripts and award or deny the ITFC in writing within 30 days from application receipt and no more than 60 days from date of hire.  

For CDSA Use Only
Applicant leaves this section blank – It is completed by CDSA staff and includes:
· Date the completed application is received by the CDSA
· CDSA recipient’s name that intercepted the completed application (Optional for CDSA)
· Date certificate is awarded or denied after the review of application and transcripts. 
· List reasons if denied. They should be the same across ITFC documents (ITFC Denial letter and ITFC Tracking Sheet EXCEL document)
· Name of the CDSA Director or Designee awarding or denying the Application for ITFC
Example: Date ITFC awarded: (1/7/2026) Awarded by Director or Designee: Sean Fryer-Sandhills CDSA Director
Once complete send a copy to the applicant and provider head with the Award/Denial Letter.
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