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A. Allowable Personnel Development Activities 
The applicant for any type of Infant-Toddler Program personnel certification must document 
personnel development activities completed which represent competence. Activities carry 
credit to reflect the amount of time spent in completing the activity. Allowable activities also 
have parameters and essential elements that distinguish one type of activity from another. 
Certification Reviewers are responsible for approving all types of credits applied toward the 
Associate and Specialist certifications. The four general types of allowable activities by 
which credit may be acquired are described below. These activities are: 

 Experience 
 Higher Education Degree Coursework, Continuing Education and Training 
 Consultation/Mentorship 
 Independent Study: Individual Plans and Specialized Projects 

(Research Studies and Educational Pilots)  

1. Experience 
Experience is the accumulation of knowledge, skill, and ability over time, developed 
through practice on-the-job. Applicants may include their experience with infants, 
toddlers and families as a contributing factor in the development of competence and 
approved under the following conditions: 
a. One year of experience equals one (1.0) training credit. Full-time employment for 

twelve (12) consecutive months equals one year of experience. A minimum of thirty 
(30) hours of paid employment per week is required to be considered full-time 
employment. Certification Reviewers may choose to pro-rate experience, but .5 
credits for six (6) consecutive months of full time or twelve (12) months of part time 
employment is the minimum that can be awarded. Twenty (20) hours per week is 
the minimum employment time that can be counted toward experience credit. 
If the applicant is an hourly employee, the applicant’s supervisor must write and 
submit a signed statement verifying that the applicant has met the twenty (20) 
hours per week of minimum employment time to be counted toward experience 
credit. 

b. Experience must be with infants or toddlers, birth to age three, with developmental 
disabilities or delays, and their families. A maximum of two (2) years may be used 
that come from serving primarily infants and toddlers who are typically developing 
or a combination of serving children birth to five. Other experience may be 
presented to the Certification Reviewer for consideration. 

c. Training credits earned through experience should be distributed according to the 
predominant focus of the experience.  
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 Specialist level: A maximum of seven (7) credits may be earned through 
experience; no more than two (2) experience credits may be applied to one 
competency type. 

 Associate level: A maximum of four (4) credits may be earned through 
experience; no more than one (1) experience credit may be applied to one 
competency type.  

2. Higher Education Degree Coursework, Continuing Education and Training 
Higher education degree coursework received and/or provided includes formal courses 
for credit sanctioned by institutions of higher learning for associate, baccalaureate, or 
graduate degrees. (See item a below.) 
Continuing education includes the formal educational courses, institutes, symposia, 
conferences and workshops offered by institutions of higher learning such as community 
colleges, universities and regional education agencies such as Area Health Education 
Centers (AHECs).  
Training includes in-service activity typically on a job-related topic offered by service 
programs for their personnel or by specially funded projects. Continuing education and 
training received and/or provided may be approved. (See item b below.). Applicants 
looking for training opportunities may find options on our website at www.ncei.org. Click 
on “Professional Development”. 
At the discretion of the Certification Reviewer, repeat coursework, continuing education, 
or training may be approved. 
a. One (1) semester hour approved by a college or university equals 1.5 training 

credits. One (1) quarter hour approved by a college or university equals .67 
semester hours and equates to one (1.0) credit. 

b. Ten (10) contact hours of continuing education or training equals one (1.0) credit. 
Continuing education or training less than ten (10) contact hours in duration 
converts into credit at the rate of .1 (1/10) of a credit per contact hour. For 
example, a five-hour workshop may award .5 credit and a twelve-hour institute, 1.2 
credits. 

c. All education or training received or provided within the past fifteen (15) years may 
be counted. Reviewers may recommend that applicants attend current continuing 
education or training relevant to the individualized needs of applicants. Applicants 
seeking credit for providing a training/presentation must ensure that the activity is 
beyond the applicant’s usual scope of work. 

d. Credit will be given for appropriate courses where applicant has earned a grade “C” 
or better.  

http://www.ncei.org/
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e. Documentation of education or training received or provided must include the 
following:  
1) applicant’s name 
2) date training received or provided 
3) title of training 
4) training provider agency and/or principal faculty 
5) duration (contact hours) 
6) name of persons responsible for the activity 
7) transcripts/certificate of attendance; syllabus/other form of verification for 

presenter credit 
8) competency type(s) acquired or taught 

3. Consultation/Mentoring 
Consultation/mentoring is the provision of expert advice to help the practitioner achieve 
insight or develop knowledge, skill, or ability about specific on-the-job issues. Advice may 
be provided by a technical consultant, a peer, or a mentor. It may occur in group settings 
that involve collegial support and discussion or in one-to-one relationships.  
Consultation/mentoring may be approved under the following conditions: 
a. Ten (10) contact hours equals one (1.0) training credit for the consultant/mentor or 

the person receiving consultation/mentoring. 
b. Consultation/mentoring received within the past fifteen (15) years may be counted. 

No more than twenty (20) contact hours, or two (2.0) credits, may be counted per 
competency area. 

c. The consulting/mentoring arrangement must include a written plan developed by 
the pair and approved by the Certification Reviewer or applicant’s supervisor and 
mentor. 

The plan should specify:  
1) general competency type addressed  
2) specific learning objectives for the competencies 
3) the activities to be carried out, such as observation, demonstration, individual 

and/or group discussions, review of written materials, etc. 
4) evaluation by advisor and/or advisee 
5) name and credentials of consultant(s)/mentor(s) to be involved 
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4. Independent Study 
a. Individual Plans 

The applicant may engage in activities in the pursuit of specific knowledge, skill, 
or ability through self-directed learning. Types of activities that might be approved 
are: developing a presentation on a topic of practice, writing an article for a 
journal, designing curriculum, producing a video or preparing materials to become 
an instructor in an area of practice. 

b. Specialized Projects 
The applicant may have added major responsibilities in a one-time program 
where significant information, a new perspective, or a higher skill level is 
acquired. Projects that might be approved are those where the applicant has a 
specific role in a demonstration project, educational project, research study, data 
collection project or a program review related to an area of practice. 

c. Criteria to be Met (Individual Plans and Specialized Projects) 
1) Ten (10) contact hours of independent study includes one (1.0) credit. No 

more than twenty (20) contact hours, or two (2.0) credits, may be counted per 
competency area. 

2) Applicant must have prior approval of a supervisor or Certification Reviewer 
for the independent study. 

3) To qualify for credit, documentation of the independent study must include a 
written statement that includes: 
a) the competency type addressed 
b) a description of the study objectives and outcomes relevant to the  

competency to be addressed 
c) projected number of hours to be applied toward this effort and a 

subsequent log that includes dates, activities and time spent 
d) evaluation of the study or specialized project by a third party directly 

associated with it such as students who participated in a workshop 
designed by the applicant or, the editor of a journal where applicant’s 
article appeared.  

B. Rate of Earning Credit 
1. Certification 

a. The applicant pursuing an Associate or Specialist Certificate must earn all required 
credits within three (3) years. 

b. The applicant’s original hire date to work with the Infant-Toddler Program marks the 
beginning of the three (3) year time frame for the certification process. Subsequent 
hire dates because of employment at other CDSAs or contracted provider agencies 
will not extend the time period to acquire the certification.  



North Carolina Infant-Toddler Program Section V 
Guidance to Personnel Certification Acquisition of Credit 

JULY 2009 – N.C. DHHS  V-5 

c. However, in the rare instance where there is an interruption (less than three years 
from the date of hire) in the applicant’s work with the Infant-Toddler Program due to 
events such as: 

1) illness, 
2) pregnancy, 
3) change in work assignment within the same agency, or 
4) other changes in employment.  

The applicant may be allowed to count the time before the interruption toward the three 
(3) year timeframe. Applicants should discuss these situations with the Certification 
Reviewer. Applicants are encouraged to develop a plan and consistently monitor their 
progress toward achieving the certification.  
d. In the event, the applicant’s absence from the Infant-Toddler Program exceeds 

three (3) years; the applicant starts the certification process over.  

2.  Certification Renewal 
a. Certification must be renewed annually at the rate of three (3.0) credits (Associate 

and Specialist). One of these renewal credits may be earned from full-time 
experience, provided the credit meets the criteria outlined herein. 

b. The Certification Reviewer has several responsibilities after approving the renewal.  
1) The Reviewer should promptly email the following information to the Resource 

and Information Unit at ri.unit@dhhs.nc.gov: 
• name of person whose certificate is being renewed 
• place of that person’s employment 
• type of certification (ITFA or ITFS) 
• renewal date 
• reviewer’s name and place of employment 
• initial certification date 

Failure to provide this information within four (4) weeks of the annual certification 
renewal date will put the renewal into lapsed status. 
2)  The Certification Renewal Worksheet (Appendix H) is required for recording 

annual renewal information. This will become the official documentation of 
the renewal. It is to be retained in the Certification Reviewer’s files as it may 
be requested by the Resource and Information Specialist if there are any 
questions about the renewal. 

3) Renewal certificates will be issued by email after receipt of acceptable 
renewal information. The certificate will indicate the individuals’ name, type of 
certification being renewed (ITFS/ITFA) and the renewal date. 

4)  The Certification Reviewer should print and sign the front of the renewal 
certificate before awarding it to the individual to verify renewal. 

c. Annual renewals can be reported “only” for the current renewal year. An early 
submission of annual renewals will not change the original renewal date.

mailto:ri.unit@dhhs.nc.gov
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Handling lapsed status  
1) Renewal information received more than four (4) weeks after the individual’s 

initial certification date expires is considered in lapsed status. This may have 
implications on the individual’s ability to bill for services. Therefore it is very 
important that certifications be renewed in a timely manner. 

2) All lapsed credit/contact hours for initial and renewal applications must be 
earned during the lapsed time period and submitted to the Reviewer to 
determine if they can be counted towards certification.    

3) Once all lapsed initial and renewal credit/contact hours are recalculated using 
the lapsed renewal formula (see Appendix F), the Resource and Information 
Specialist will assign the individual the new renewal date for certification 
approval. 

If the lapse in time for renewal exceeds three (3) years from the original certification 
expiration date, the individual must reapply for ITP certification. 
 
Handling inactive status 

Certified individuals who subsequently leave the employment of the Infant-Toddler 
Program (CDSA or contracted provider agencies) or have an interruption in their work 
with the Infant-Toddler Program due to changes in employment (such as work 
assignments or duties), or documented leave are not eligible to renew their certifications. 
They are considered inactive. 

1) When there is an interruption of one year (12 months) or less from the last 
renewal date in an individual’s work with the Infant-Toddler Program due to: 
• a change in employment at a CDSA or contract provider agencies 
• a change in job duties or work assignments within the same agency 
• documented leave such as illness, pregnancy, family emergencies, etc. 

and the individual returns to work with the Infant-Toddler Program, the 
individual will count the time before the interruption toward the one (1) year 
renewal timeframe. Individuals should discuss these situations with the 
Certification Reviewer.  Also see Appendix G for guidance.  

2) If the interruption in the individual’s renewal is between 12 and 36 months (1 
to 3 years); the individual may choose to renew (as indicated above) or may 
start the certification process over.  

3) If the interruption in the individual’s renewal exceeds three (3) years; the 
individual must start the certification process over.  
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Required Credits by Competency Type for the Infant, Toddler & Family 
Associate Certificate and the Infant, Toddler & Family Specialist 

Certificate.  

CREDIT COMPETENCY TYPE 
ASSOCIATE SPECIALIST 

A. Child Development   2.0 6.0 

B. Family Development 1.0 3.0 

C. Screening and Assessment 1.0 3.0 

D. Interdisciplinary Family Service 
Planning 1.0 2.0 

E. Intervention Strategies 2.0 6.0 

F. Interagency and Community Process 1.0 2.0 

G. Professionalism and Ethics 2.0 1.0 

TOTAL 10.0 23.0 

10 contact hours = 1.0 credit 1 semester hour = 1.5 credits 
 1 quarter hour = 1.0 credit 
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Name of Applicant and Title:       
Current Program Affiliation:       
Address:       
Telephone Number:       Email:       
# Years Experience:       Date of Hire:       
Undergraduate Major:       Graduate Major:       
    

Please ensure that all applications are typed and signed. 
A. Child Development 6.0 Credits (60 Contact Hours) 

Course Title or Other Activity Date(s) Hours
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
 Total Hours: 0.00
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B. Family Development 3.0 Credits (30 Contact Hours) 

Course Title or Other Activity Date(s) Hours

                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
 Total Hours: 0.00
 

C. Screening and Assessment 3.0 Credits (30 Contact Hours) 

Course Title or Other Activity Date(s) Hours

                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
 Total Hours: 0.00
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D. Interdisciplinary Family Service Planning 2.0 Credits (20 Contact Hours) 

Course Title or Other Activity Date(s) Hours

                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
 Total Hours: 0.00
 

E. Intervention Strategies 6.0 Credits (60 Contact Hours) 

Course Title or Other Activity Date(s) Hours

                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
 Total Hours: 0.00
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F. Interagency and Community Process 2.0 Credits (20 Contact Hours) 

Course Title or Other Activity Date(s) Hours

                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
 Total Hours: 0.00
 

G. Professionalism and Ethics 1.0 Credits (10 Contact Hours) 

Course Title or Other Activity Date(s) Hours

                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
 Total Hours: 0.00
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Observation of Practice for ITFS Certification 
Applicant’s Name:       Observer:       
 
Directions:  An important element of the certification process is observation of the applicant providing 
services to children and families.   

• Observation of practice should always occur in two settings: direct and interdisciplinary.   
• Observation should occur after the applicant has worked with the Infant-Toddler Program for 

six months or longer.  
• There should be documentation of observation of practice for each competency area included 

on the application.   
• Documentation should be complete and objective so as not to impede the certification process.  

Section III of NC I-TP Guidance to Personnel Certification provides a more detailed description of competencies. 
See Appendix A-2 for sample of Observation of Practice. 

PLEASE ENSURE THAT ALL OBSERVATIONS ARE TYPED AND SIGNED. 

1. Child Development: 1) Summarize the development of children from birth to age three. 2) Recognize the 
importance of play in a child’s social, physical, emotional, mental, and language development. 

a) Direct Service Setting(s):       

b) Interdisciplinary Setting(s):       
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2. Family Development: 1) Summarize the development of children and families. 2) Evaluate issues that strengthen 
children and their families. 3) Develop relationships with families. 

a) Direct Service Setting(s):       

b) Interdisciplinary Setting(s):       

3. Screening and Assessment: 1) Explain the importance of ongoing child and family assessment. 2) Use tools and 
techniques of effective assessment. 3) Coordinate the assessment process with the family. 4) Identify suspected child 
abuse/neglect. 5) Summarize and interpret assessment information. 

a) Direct Service Setting(s):       

b) Interdisciplinary Setting(s):       
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4. Interdisciplinary Family Service Planning: 1) Identify the purposes and results of successful interdisciplinary 
collaboration. 2) Based on assessment information, develop and implement Individualized Family Service Plans (IFSPs).

a) Direct Service Setting(s):       

b) Interdisciplinary Setting(s):       

5. Intervention Strategies: 1) Plan and implement curricula to meet the special needs of children. 2) Identify and 
assess behavioral differences of children with high-risk conditions or developmental disabilities. 3) Design and promote 
developmentally appropriate learning environments. 4) Coordinate intervention services as specified in the IFSP. 

a) Direct Service Setting(s):       

b) Interdisciplinary Setting(s):       
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6. Interagency and Community Process: 1) Give reasons for and benefits of collaboration with families, caregivers, 
and other service providers. 2) Summarize legislation and regulations that affect children at risk, developmentally 
disabled children, and their families. 3) Facilitate effective transitions for children and families. 

a) Direct Service Setting(s):       

b) Interdisciplinary Setting(s):       

7. Professionalism and Ethics: 1) Demonstrate professionalism. 2) Promote positive parent, staff, and community 
relations. 3) Demonstrate sensitivity to all cultures. 4) Promote positive relationships with families. 5) Demonstrate self-
empowerment. 6) Assume responsibility for personal management. 

a) Direct Service Setting(s):       

b) Interdisciplinary Setting(s):       
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      I recommend the applicant
for the SPECIALIST certificate.  

Signature of the Reviewer:  

Date:        

Certification Reviewer Contact Information: 

1. Name (Print):       

2. Employer:       

3. Address:       

4. Email:       

5. Telephone Number       

 

Upon completion of this form, mail to:  

EI Branch, WCHS, Division of Public Health  
Resource and Information Unit 
1916 Mail Service Center 
Raleigh, NC  27699-1916 
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Observation of Practice for ITFS Certification 
DIRECTIONS: An important element of the certification process is observation of the applicant 
providing services to children and families. 

• Observation of practice should always occur in two settings: direct and interdisciplinary. 
• Observation should occur after the applicant has worked with the Infant-Toddler Program for six 

months or longer.  
• There should be documentation of observation of practice for each competency area included 

on the application. 
• Documentation should be complete and objective so as not to impede the certification process. 

Section III of NC I-TP Guidance to Personnel Certification provides a more detailed description of competencies.   
PLEASE ENSURE THAT ALL OBSERVATIONS ARE TYPED AND SIGNED. 

 

1. Child Development: 1) Summarize the development of children from birth to age three. 2) Recognize the 
importance of play in a child’s social, physical, emotional, mental, and language development. 
a) Direct Service Setting(s) 
Complete, Objective Example: 
Jane, CBRS Provider, was observed during a session with a child (Emma, 20 months), Emma’s mother and Emma’s 
Early Intervention Service Coordinator. Upon arrival Emma was on the floor playing with toys. Jane introduced herself 
and explained her role in family-friendly language. 
Jane actively listened to mother when she voiced concerns about her child’s motor development. Mother described a 
typical day as well as Emma’s favorite activities. Mother reported that Emma’s favorite meal is breakfast and listed all 
her favorite foods. Mother stated that grocery shopping with Emma is a struggle because she refuses to sit in a cart, 
and therefore has to be held. Mother stated that Emma is getting too heavy to hold for long periods of time and wants 
her to walk like other children her age 
Jane joined in Emma’s play activities and Emma responded with a smile. Emma pushed her toy shopping cart around 
with Jane’s assistance. Jane helped Emma to kneel down to pick up make-believe food from the floor, and helped her 
to stand and place “food” in the basket. Emma smiled and said, “Help mama!” Jane explained to mother techniques 
used and how these techniques are helpful in improving motor development. Mother joined Emma’s pretend shopping 
trip implementing strategies shared by Jane. 
Jane and the Service Coordinator shared activities with Emma’s mom that can be done during daily routines to help 
Emma learn to walk independently. Activities included walking with support to the table to eat her favorite breakfast 
foods and helping to push the shopping cart at the grocery store.  
Incomplete, Subjective Example: 
I observed the CBRS provider in an evaluation and she works well with professionals and families. She is very 
knowledgeable about child development and does a good job explaining gross motor activities on the IFSP during IFSP 
reviews. 

b) Interdisciplinary Setting(s) 
Complete, Objective Example: 
During a Speech Therapy evaluation for John (2 years old), Jane used model interaction techniques with John and 
Speech Therapist to facilitate rapport building and to help John use his words. The CBRS provider also assisted the 
family in reporting to the Speech Therapist their concerns and daily intervention strategies used to promote John's 
communication skills.  
Jane has also been observed during an IFSP review with a team that consists of parents, a Service Coordinator, and an 
Occupational Therapist. She spoke in family friendly language while participating in the discussion about the child’s 
progress and ongoing motor needs. 
Incomplete, Subjective Example 
I observed the CBRS provider in an evaluation and she works well with professionals and families. She is very 
knowledgeable about child development and does a good job explaining gross motor activities on the IFSP during IFSP 
reviews. 

JULY 2009 – N.C. DHHS   Appendix A--2 
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Name of Applicant and Title:       
Current Program Affiliation:       
Address:       
Telephone Number:       Email:       
# Years Experience:       Date of Hire:       
Undergraduate Major:       Graduate Major:       
    

Please ensure that all applications are typed and signed. 

A. Child Development 2.0 Credits (20 Contact Hours) 
Course Title or Other Activity Date(s) Hours
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 

 Total Hours: 0.00
 
B. Family Development 1.0 Credits (10 Contact Hours)
Course Title or Other Activity Date(s) Hours
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 

 Total Hours: 0.00
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C. Screening and Assessment 1.0 Credits (10 Contact Hours)
Course Title or Other Activity Date(s) Hours
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 

 Total Hours: 0.00
 
D. Interdisciplinary Family Service Planning 1.0 Credits (10 Contact Hours)
Course Title or Other Activity Date(s) Hours
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 

 Total Hours: 0.00
 
E. Intervention Strategies 2.0 Credits (20 Contact Hours)
Course Title or Other Activity Date(s) Hours
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 

 Total Hours: 0.00
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F. Interagency and Community Process 1.0 Credits (10 Contact Hours)
Course Title or Other Activity Date(s) Hours
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 

 Total Hours: 0.00
 
G. Professionalism and Ethics 2.0 Credits (20 Contact Hours)
Course Title or Other Activity Date(s) Hours
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 

 Total Hours: 0.00
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Observation of Practice for ITFA Certification 
Applicant’s Name:       Observer:       
 
Directions:  An important element of the certification process is observation of the applicant providing 
services to children and families.   

• Observation of practice should always occur in two settings: direct and interdisciplinary.   
• Observation should occur after the applicant has worked with the Infant-Toddler Program for 

six months or longer.  
• There should be documentation of observation of practice for each competency area included 

on the application.   
• Documentation should be complete and objective so as not to impede the certification process.  

Section III of NC I-TP Guidance to Personnel Certification provides a more detailed description of competencies. 
See Appendix A-4 for sample of Observation of Practice. 

PLEASE ENSURE THAT ALL OBSERVATIONS ARE TYPED AND SIGNED. 

1. Child Development: 1) Summarize the development of children from birth to age three. 2) Recognize the 
importance of play in a child’s social, physical, emotional, mental, and language development. 

a) Direct Service Setting(s):       

b) Interdisciplinary Setting(s):       
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2. Family Development: 1) Summarize the development of children and families. 2) Examine issues that influence 
the strengths of children, adults, and families. 

a) Direct Service Setting(s):       

b) Interdisciplinary Setting(s):       

3. Screening and Assessment: 1) Explain the purposes and benefits of assessing children and their families.  
2) Practice ways to accurately report and interpret observation information. 

a) Direct Service Setting(s):       

b) Interdisciplinary Setting(s):       
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4. Interdisciplinary Family Service Planning: 1) Recognize ways to help parents become active members of their 
child’s early intervention team. 2) Support effective transitions for families and children. 3) Recognize professionals 
and their roles in assisting children. 4)  Recognize child and family rights. 

a) Direct Service Setting(s):       

b) Interdisciplinary Setting(s):       

5. Intervention Strategies:  1) Assist with individual and group interventions with children. 2) Communicate effectively 
with children and their families. 3) Interact with children in a structured learning environment. 4) Maintain a safe and 
healthy environment for children. 5) Assist multidisciplinary teams. 

a) Direct Service Setting(s):       

b) Interdisciplinary Setting(s):       
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7. Professionalism and Ethics: 1) Show awareness of self-empowerment. 2) Assume responsibility for personal 
management. 3) Communicate effectively. 4) Summarize the ethics of working with children and families. 5) Show 
sensitivity to all cultures. 

a) Direct Service Setting(s):       

b) Interdisciplinary Setting(s):       

 

6. Interagency and Community Process: 1) Summarize the benefits of collaborating with families. 2) Summarize the 
benefits of the early intervention process. 

a) Direct Service Setting(s):       

b) Interdisciplinary Setting(s):       
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      I recommend the applicant
for the ASSOCIATE certificate.  

Signature of the Reviewer:  

Date:        

Certification Reviewer Contact Information: 

1. Name (Print):       

2. Employer:       

3. Address:       

4. Email:       

5. Telephone Number       

 

Upon completion of this form, mail to:  

EI Branch, WCHS, Division of Public Health  
Resource and Information Unit 
1916 Mail Service Center 
Raleigh, NC  27699-1916 



North Carolina Infant-Toddler Program Appendix A-4 
Guidance to Personnel Certification Application and Worksheet for Personnel Certification 

Infant, Toddler and Family Associate 
THIS IS A SAMPLE OBSERVATION OF PRACTICE 

 

JULY 2009 – N.C. DHHS   Appendix A-4 

Observation of Practice for ITFA Certification 
DIRECTIONS: An important element of the certification process is observation of the applicant 
providing services to children and families. 

• Observation of practice should always occur in two settings: direct and interdisciplinary.   
• Observation should occur after the applicant has worked with the Infant-Toddler Program for six 

months or longer.  
• There should be documentation of observation of practice for each competency area included 

on the application. 
• Documentation should be complete and objective so as not to impede the certification process.   

Section IV of NC I-TP Guidance to Personnel Certification provides a more detailed description of competencies. 
PLEASE ENSURE THAT ALL OBSERVATIONS ARE TYPED AND SIGNED. 

 

1. Child Development: 1) Summarize the development of children from birth to age three. 2) Recognize the 
importance of play in a child’s social, physical, emotional, mental, and language development. 
a) Direct Service Setting(s) 
Complete, Objective Example: 
Jane, CBRS Provider, was observed during a session with a child (Emma, 20 month), Emma’s mother and Early 
Intervention Service Coordinator. Upon arrival Emma was on the floor playing with toys. Jane introduced herself and 
explained her role in family-friendly language. 
Jane actively listened to mother when she voiced concerns about her child’s motor development. Mother described a 
typical day as well as Emma’s favorite activities. Mother reported that Emma’s favorite meal is breakfast and listed all 
her favorite foods. Mother stated that grocery shopping with Emma is a struggle because she refuses to sit in a cart, 
and therefore has to be held. Mother stated that Emma is getting too heavy to hold for long periods of time and wants 
her to walk like other children her age 
Jane joined in Emma’s play activities and Emma responded with a smile. Emma pushed her toy shopping cart around 
with Jane’s assistance. Jane helped Emma to kneel down to pick up make-believe food from the floor, and helped her 
to stand and place “food” in the basket. Emma smiled and said, “Help mama!” Jane explained to mother techniques 
used and how these techniques are helpful in improving motor development. Mother joined Emma’s pretend shopping 
trip implementing strategies shared by Jane. 
Jane and the Service Coordinator shared activities that can be done during daily routines to help Emma learn to walk 
independently. Activities included walking with support to the table to eat her favorite breakfast foods and helping to 
push the shopping cart at the grocery store.  
Incomplete, Subjective Example: 
I have observed the CBRS provider and she did a great job talking to the mother. I have worked with her for 15 years 
and she always shares appropriate activities with families  

b) Interdisciplinary Setting(s) 
Complete, Objective Example: 
During a Speech Therapy evaluation for John (2 years old), Jane used model interaction techniques with John and 
Speech Therapist to facilitate rapport building and to help John use his words. The CBRS provider also assisted the 
family in reporting to the Speech Therapist their concerns and daily intervention strategies used to promote John's 
communication skills.  
Jane has also been observed during an IFSP review with a team that consists of parents, a Service Coordinator, and an 
Occupational Therapist. She spoke in family friendly language while participating in the discussion about the child’s 
progress and ongoing motor needs. 
Incomplete, Subjective Example 
I observed the CBRS provider in an evaluation and she works well with professionals and families. She is very 
knowledgeable about child development and does a good job explaining gross motor activities on the IFSP during IFSP 
reviews. 
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Purpose: To document consultation/mentoring/independent study for selected Types of 
Competence. (See Sample Agreement B2) 

Instructions: Indicate the Type(s) of Competence, learning objectives, methods of learning 
(research, observation, demonstration, etc.), and the means of evaluation used to 
verify completion of objectives. Applicant must have prior documented approval of a 
supervisor or Certification Reviewer for the independent study agreement.  However, 
the Mentoring agreement must be approved by either the Certification Reviewer or 
Supervisor and Mentor. Please submit this form to the Branch Office with the 
application. 

 EI Branch, WCHS, Division of Public Health  
  Resource and Information Unit 
  1916 Mail Service Center 
  Raleigh, NC  27699-1916 

  Fax: 919-870-4834 

Type of Competence: (Child Development, Family Development, etc. Include number of projected 
hours to be spent on project) 

      

Learning Objectives: 
      

Methods (Research, Observation, Consultation, Mentoring, etc. include all that apply): 
      

Evaluation (verification of meeting objectives):  
      

Date Initiated:         Target Date:       

Signatures:    
 Applicant  Supervisor or Reviewer/Mentor 

Address:        Address:       

Phone:        Phone:       

Email:        Email:       

Date Completed:         

Signatures:    
 Applicant  Mentor/Supervisor/Reviewer 
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Purpose: To document consultation/mentoring/independent study for selected Types of 
Competence. 

Instructions: Indicate the Type(s) of Competence, learning objectives, methods of learning 
(research, observation, demonstration, etc.), and the means of evaluation used to 
verify completion of objectives. Applicant must have prior documented approval of a 
supervisor or Certification Reviewer for the independent study agreement. However, 
the Mentoring agreement must be approved by either the Certification Reviewer or 
Supervisor and Mentor. Please submit this form to the Branch Office with the 
application. 

 EI Branch, WCHS, DPH  
  Resource and Information Unit 
  1916 Mail Service Center 
  Raleigh, NC  27699-1916 

  Fax: 919-870-4834 

Type of Competence: (Child Development, Family Development, etc. Include number of projected 
hours to be spent on project): 

Intervention Strategies, 15 hours 

Learning Objectives: 
The applicant will observe and demonstrate: 

1) a variety of teaching techniques, including incidental teaching, prompting, teaching 
through play, facilitating self-directed learning 

2) Intervention techniques relevant to developmental impairments 

Methods (Research, Observation, Consultation, Mentoring, etc. Include all that apply): 
The applicant will review materials both written and video related to teaching techniques; will 
accompany a consultant on home visits totaling 10 hours of observation with discussion following. 

Evaluation (verification of meeting objectives):  
Consultant will observe the applicant in demonstrating teaching techniques with children and will 
provide a written summary of the applicant's learned competencies for the reviewer. 

Date Initiated:         Target Date:       

Signatures:    
 Applicant  Supervisor or Reviewer/Mentor 

Address:        Address:       

Phone:        Phone:       

Email:        Email:       

Date Completed:         

Signatures:    
 Applicant  Mentor/Supervisor/Reviewer 
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Purpose: To award credit for personnel development activities such as workshops, courses, 
conferences, and in-service training.   

Instructions: This form must be completed at least two weeks prior to the event by continuing 
education or training representatives who request approval. Complete this entire form 
and mail or fax with event brochure or agenda and presenter’s qualifications to: 

 EI Branch, WCHS, Division of Public Health  
  Resource and Information Unit 
  1916 Mail Service Center 
  Raleigh, NC  27699-1916 
 Fax: 919-870-4834 

Title of Event:       

Date of Event:       Location:       
 

Competency Area to be Addressed:       

Objectives:       

Number of Hours (Do not count Break and Meal Times):       
Training Presenter(s):       
       
Training Event Coordinator:       
  

Name of Person Making This Request:       
Address:       
Phone:       Fax:       
Email:       

Signature:  Date:       
    

Please send presenter’s qualifications and event brochure or agenda. 
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Purpose: To document request s to designate individuals as Certification Reviewers for 
applicants seeking personnel certification through the North Carolina Infant-Toddler 
Program. All Reviewers must have the Specialist level certificate and have attended 
Certification Reviewer training. 

Instructions: The CDSA director or his/her designee should complete the form below to designate a 
CDSA employee or contracted service provider as a Certification Reviewer. The 
following items are also to be submitted with the form below:  

 copy of the person’s Certification Reviewer Training certificate 
 copy of the person’s most recent Specialist certificate 

All information should be sent to: 

  EI Branch, WCHS, Division of Public Health 
  Resource and Information Unit 
  1916 Mail Service Center 
  Raleigh NC  27699-1916 
  Fax: 919-870-4834 

Name of Recommended Reviewer:       

Affiliation:       

Address:       

Phone:       Fax:       

Email:       

Number of Years of Experience in Early Childhood Intervention:       

Attended Certification Reviewer Training:       

Date:       Location:       

Name of Person Making Recommendation & Title:       

Affiliation:       

Address:       

Phone:       Fax:       

Email:        

Signature:  Date:       
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Purpose: To establish and maintain continuity of an applicant’s progress toward obtaining 
Infant-Toddler Program certification. Failure to provide this letter of transfer may result 
in the applicant’s inability to continue to provide service. This letter also helps to 
monitor the three year timeframe from date of hire for completion of certification. 

Instructions: The letter should be obtained by the applicant on the letterhead of the agency from 
which the applicant is leaving and include the following (see sample below): 
1. Name and Title of Applicant 
2. Date 
3. Name of CDSA or affiliated program 
4. Infant-Toddler Program date of hire and termination with agency (month and 

year) 
5. Date the applicant began application process (month and year) 
6. Applicant employment status (Full or Part-time) 
7. Type of certification applicant pursuing (Associate or Family) 
8. Type of work performed 
9. Age range of children applicant served 
10. Supervisor signature 
11. Agency’s address and telephone number  
12. Applicant signature and date  
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The numbers in the sample correspond to 12 items above. 

Crystal Clear Directions 
123 Regina Way 

Mayberry, NC 12345 
(252) 123-456711 

June 30, 20082 
To whom it may concern: 

Tammy Bailey1 came to Crystal Clear Directions3 from Denise’s Child Care where she was a lead teacher1 
for the two-year old9 classroom. Ms. Bailey was a full-time6 employee working 35 hours each week. She worked 
with our agency from January 5, 20074 until May 23, 20084. She began the application process for the Infant-
Toddler Family Specialist7 in February 20075. During this time, she provided CBRS8 for children in the Infant –
Toddler Program.  

Ms. Bailey was an asset to our program and we wish her well in her future endeavors. Please feel free to 
contact me if you have any questions. 
Sincerely, 
C. Ann Smith 
C. Ann Smith10 

Owner/CBRS Supervisor 
Tammy Bailey July 2, 2008 12 
Applicant should sign and date 
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HOW TO CALCULATE A LAPSE IN CERTIFICATION 

Individuals may not renew their certification for a variety of reasons. This lapse in having valid certification 
may have negative ramifications on whether someone can legitimately continue to provide services.   

Following are steps, examples and a chart to help you calculate the number of contact hours required to 
reactivate lapsed ITFA/ITFS certification. 

Step 1: Determine the number of months the certification has lapsed. Start with the last renewal date 
and count the months to the current date. Round up to the next month if the lapsed time falls 
between months. For instance, if the lapse is determined to be two and one-half (2.5) months 
or more, round up to three (3) months. 

EXAMPLE 1:  Jeanne Francis’ last renewal date was January 2006. She leaves the ITP system 
but returns September 2008 when she submits her paperwork to renew her certification. 
Jeanne’s certificate is in inactive status. See Appendix G.  

EXAMPLE 2: John Williams’ last renewal date was January 2006. He fails to submit paperwork 
for renewal until September 2008. John’s certificate has been in lapsed status for 20 months. 

Step 2: The chart below indicates that a twenty (20) month lapse requires fifty (50) contact hours. 

Step 3: Add this number (50) to the annual renewal contact hour requirement of thirty (30) hours.  

Thus, to renew John’s certification, he will need eighty (80) contact hours. 

(50 + 30 = 80) 

Step 4: Assign new renewal date to correspond with date certification is renewed. 

TABLE TO DETERMINE THE NUMBER OF CONTACT HOURS REQUIRED FOR THOSE IN LAPSED STATUS 

Months of 
Lapse 

Contact hour 
requirement 

Months of 
Lapse 

Contact hour 
requirement 

Months of 
Lapse 

Contact hour 
requirement 

1 2.5 13 32.5 25 62.5 
2 5.0 14 35.0 26 65.0 
3 7.5 15 37.5 27 67.5 
4 10.0 16 40.0 28 70.0 
5 12.5 17 42.5 29 72.5 
6 15.0 18 45.0 30 75.0 
7 17.5 19 47.5 31 77.5 
8 20.0 20 50.0 32 80.0 
9 22.5 21 52.5 33 82.5 

10 25.0 22 55.0 34 85.0 
11 27.5 23 57.5 35 87.5 
12 30.0 24 60.0 36 90.0 

If the time between renewing certification is more than three (3) years (36 months) from the original certification 
expiration date, the individual must reapply for ITP certification. For example, if Susan’s certificate was to be 
renewed in June 2005 and she submits paperwork for renewal on September 2008, she would not qualify for 
recertification, but would have to begin the certification process again. 
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OTHER EXAMPLES OF HOW TO CALCULATE LAPSE IN CERTIFICATION 

Example 3:  An individual, whose renewal date was March 2004 and who failed to submit the required thirty 
(30) contact hours by March 2005, is considered in lapsed status. If the individual presents for renewal in 
May 2005, the lapse is two (2) months which corresponds to a five (5) contact hour requirement. Therefore, 
thirty-five (35) contact hours are required for renewal.   

(30 + 5 = 35) 

Example 4:  An individual’s renewal date is June 2006, but the individual is on medical leave for five (5) 
months and doesn’t submit for renewal until s/he returns to work in November 2006. The individual’s 
certification has been in lapsed status for five (5) months which equals twelve and one-half (12.5) contact 
hours. This situation requires forty-two and one- half (42.5) contact hours for renewal.  

(30 + 12.5 = 42.5) 

HOW TO CALCULATE LAPSE FOR INITIAL INFANT TODDLER FAMILY CERTIFICATES 

Example 5:  An individual’s pursuit of initial ITFS exceeds the three (3) year requirement by five (5) months. 
The individual’s certification application is considered in lapsed status for five (5) months which equals twelve 
and one-half (12.5) contact hours. This situation requires twenty-three (23) credits/230 contact hours (as 
outlined on the ITFS application and worksheet) plus twelve and one-half (12.5) contact hours for the five (5) 
months of lapsed status before the application will be for considered for certification. In addition, the 
additional contact hours must be earned during the lapsed period.  

(230+12.5=242.5) 

Example 6:  An individual’s pursuit of initial ITFA exceeds the three (3) year requirement by five (5) months. 
The individual’s certification application is considered in lapsed status for five (5) months which equals twelve 
and one-half (12.5) contact hours. This situation requires ten (10) credits/contact hours (as outlined on the 
ITFA application and worksheet) plus twelve and one-half (12.5) contact hours for the five (5) months of 
lapsed status before the application will be for considered for certification. In addition, the additional contact 
hours must be earned during the lapsed period.  

(100+12.5=112.5) 

Example 7:  An individual’s ITF initial certification is due June 2006, but the individual has had an interruption 
of service for 7 months (March 2006 to September 2006 and returns to work in October 2006. The 
individual’s time counted toward certification stops in March 2006 at 33 months and picks up again (at 33 
months) in October 2006; therefore, leaving 3 months (January 2007) to obtain ITF certification. The 
individual submits an application in April 2007. The individual’s certification application is considered in 
lapsed status for two (2) months, which equals five (5) contact hours. This situation requires twenty-three (23) 
credits/contact hours (as outlined on the ITFS application and worksheet) plus five (5) contact hours for the 
two (2) months of lapsed status before the application will be considered for certification. In addition, the 
additional contact hours must be earned during the lapsed period. 

(230+5=235) 

If an interruption of service exceeds three (3) years, the applicant starts the certification process over (See 
Section V).         
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HOW TO CALCULATE AN INACTIVE RENEWAL IN CERTIFICATION 

Individuals’ renewal cycles may be interrupted for a variety of reasons such as change in employment with the 
ITP (CDSA or contracted provider) or documented leave. This interruption places the individual in INACTIVE 
status, and requires appropriate calculation of renewal credits if the individuals’ interruption is less than three 
(3) years from their last renewal.   

Following are steps, examples and a chart to help you calculate the number of contact hours required to 
reactivate inactive ITFA/ITFS certification. 

Step 1: Determine the number of active renewal months. Start with the month of renewal interruption. 
Subtract the month of the most current certification date (either initial certification or last 
renewal). 

Month of renewal interruption – Month of last renewal = Number of active renewal months. 
 

Step 2: Determine the number of months available to renew. Start with twelve (12) months and 
subtract the number of active renewal months (from Step 1). This number provides you with 
the number of months an individual has left in the one (1) year renewal cycle to renew his/her 
certification. 

12 – Number of active renewal months = Number of months available to renew. 
 

EXAMPLE 1:  Jeanne Francis’ last renewal date was January 2006. She leaves the ITP system 
in August 2006 (rendering her status inactive), but returns December 2006. Jeanne now has 5 
months (until May 2007) to renew her certification. Her new renewal date will be May 2007, 
not January 2007. 

 August 2006 – January 2006 = 7 months 
 12 – 7 = 5 months left to renew certification 
 
EXAMPLE 2: Sally Rodgers’ last renewal date was March 2007. She begins medical leave in 
May of 2007 (rendering her status inactive), and returns to work June 2008. She now has 10 
months (until April 2009) to renew her certification or she can choose to submit an initial 
application. 

 May 2007 - March 2007 = 2 months 
 12 – 2 = 10 months left to renew certification 
 
EXAMPLE 3: John Smith’s last renewal date was November 2005. He left employment with the 
ITP, but decided to return in February 2009. His interruption in renewal exceeds three (3) 
years. Thus, he must submit an initial certification application. 

February 2009 – November 2005 = 39 months, which exceeds 3 years. John must 
start the process over and submit an initial application. 
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EXAMPLE 4: Hilda May’s last renewal date was June 2007. Due to a change in her job duties 
in March 2008, she no longer works with children enrolled in the ITP. She accepts another 
position working with children enrolled in the ITP in March 2009. Hilda now has 3 months 
(June 2009) to renew her certification or she can choose to submit an initial certification 
application. 

March 2008 – June 2007 = 9 months 
12 – 9 = 3 months left to renew certification or submit an initial certification 
application. 

 

Step 3: The chart below indicates a twelve (12) month renewal cycle and months available to renew. 

Step 4: Determine when renewal is due. 

Step 5: Once the individual returns to work and submits the required 30 hours of documented renewal 
credit, his/her renewal can be renewed at that time. Renewal credit/contact hours must be 
earned after the most current certification date (either initial certification or last renewal). The 
Resource & Information Specialist will assign the new renewal date. 

TABLE TO DETERMINE THE MONTHS AVAILABLE TO RENEW  

Months of 
Renewal Cycle 

Number of Active 
Renewal Months

Months 
Available to 

Renew 
12 11 1 
12 10 2 
12 9 3 
12 8 4 
12 7 5 
12  6 6 
12 5 7 
12 4 8 
12 3 9 
12 2 10 
12 1 11 
12 0 12 
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NC Infant-Toddler Program 
Certification Renewal Worksheet  

INFANT, TODDLER & FAMILY       
Please submit renewal information (see V-5, 2c2 in 2008 Guidance Document) to the Central Office no more 
than four (4) weeks after you have approved the renewal. Failure to report renewals within this timeframe will 
result in staff having to make up for lapsed period.  

This is official documentation for the renewal, and may be requested by your R&I Specialist for verification 
of information. Please retain in your files. 

Name of Applicant:         

Title:         

Current Program Affiliation:          

Date of Original Certificate:          

Current Renewal Period:            to            
    Date (mm/dd/yyyy)  to Date (mm/dd/yyyy)  
Annual Renewal Rate: 30 Contact Hrs (3 credits) minimum  
 

   

Course Title or Other Activity Date(s) Hours
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 
                 

Total Hours: 0.00

I certify that       has fulfilled all requirements for the renewal of  
Infant, Toddler and Family       certification for the current year. 

Name of Reviewer:       

Date:        
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