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North Carolina Department of Health and Human Services

Division of Public Healt

North Carolina Infant-Toddler Program

BIOLOGICAL PARENT NOTIFICATION LETTER
	Child’s Name:
	     
	Date of Birth:
	     

	

	Date:
	     
	

	Dear
	     
	

	This letter is to inform you that a surrogate parent has been appointed for
	     

	while participating in the NC Infant-Toddler Program. A surrogate parent is required by State and Federal Regulations in situations where a parent cannot be identified, when efforts to locate a parent are unsuccessful, or when a child is in the legal custody of the Department of Social Services.

	A surrogate parent is appointed to protect the rights of the child under the Infant-Toddler Program.
A surrogate parent will have responsibilities to represent the above named child in all Infant-Toddler Program matters, including, but not limited to:

· Providing all needed consents such as consent for evaluation or service delivery and authorization for the release of information;

· Evaluations and assessments, including being present and contributing as appropriate; 

· The development, implementation, and signing of the Individualized Family Service Plan (including reviews, annual meetings);

· The ongoing provision of early intervention services; and 

· Any other rights established under the NC Infant-Toddler Program.

	We hope that all people involved in your child’s life will work together so that the most appropriate early intervention services can be provided. Feel free to contact me if you have any further questions. I can be reached at      . 

	Sincerely,
	Contact Information for CDSA:

     

	Children’s Developmental Services Agency (CDSA) Representative:
	

	     
	
	

	(Print or Type Name)
	
	

	
	
	

	Signature 
	
	

	

	cc: 
	ITP Record
	
	     
	

	
	DSS
	
	     
	

	
	     
	
	     
	


ID #:  FILLIN  "Enter Child's ID#"  \* MERGEFORMAT 

North Carolina Infant-Toddler Program

BIOLOGICAL PARENT NOTIFICATION LETTER
Purpose: 
To inform biological parent when a surrogate parent appointment has been made for Infant-Toddler Program services. When a biological parent is involved with his child, this notification explains the requirement of appointing surrogate parent, as well as responsibilities and limits of surrogate parent services.


Completion of this form follows determination of biological parent availability and involvement based on discussion with county Department of Social Services representative for children who need a surrogate parent.

Instructions: 
Typically, the Early Intervention Service Coordinator completes and signs this form. Enter child’s name, date of birth, biological parent information, and CDSA representative signature.

Send original to biological parent. Submit a copy to county Department of Social Services, and file a copy in child’s Infant-Toddler Program record.

Disposition:
Infant-Toddler Program records, including financial and automated information, must be maintained for a minimum of five years following the child’s twenty-first birthday. Records must be archived in accordance with state requirements to ensure their preservation for the required length of time.
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