North Carolina Department of Health & Human Services
Division of Public Health

North Carolina Infant-Toddler Program 
Assistive Technology Loan Agreement/Return/Transfer
	Child’s Name:
	     
	Child’s Date of Birth:
	     
	

	Date Equipment Received by CDSA:
	      
	Date Delivered to Family/Provider:
	
	

	
	
	
	
	

	Inv.#:
	
	Item:
	     
	 FORMCHECKBOX 

	Date of Return:      

	Inv.#:
	
	Item:
	      
	 FORMCHECKBOX 

	Date of Return:      

	Inv.#:
	
	Item:
	      
	 FORMCHECKBOX 

	Date of Return:      

	Inv.#:
	
	Item:
	      
	 FORMCHECKBOX 

	Date of Return:      

	Inv.#:
	
	Item:
	      
	 FORMCHECKBOX 

	Date of Return:      

	Inv.#:
	
	Item:
	      
	 FORMCHECKBOX 

	Date of Return:      

	Inv.#:
	
	Item:
	      
	 FORMCHECKBOX 

	Date of Return:      

	Inv.#:
	
	Item:
	      
	 FORMCHECKBOX 

	Date of Return:      

	Inv.#:
	
	Item:
	      
	 FORMCHECKBOX 

	Date of Return:      


RETURNS ONLY (FOR CDSA USE ONLY): Please check off in the box(es) above right what equipment is being returned, include date, and fill out the return portion on page 2.

	I am the responsible person for this loan and I agree to the following as indicated by my initials (& signature below):
	

	Service Provider:
	

	
	
	1.  The device received is clean and in working condition. Batteries were supplied if appropriate. (Batteries will only be provided at initial time of loan.)
	

	
	
	
	

	
	
	
	

	
	
	2.  The device will only be used with the designated child (the device is not transferable).
	

	
	
	
	

	
	
	3.  I understand that the use of this assistive technology (AT) is by LOAN. I agree to return the AT when no longer needed for assessment and equipment trial or to transfer the loan to the designated family as determined by the IFSP team and facilitated by the EISC. 
	

	
	
	
	

	Family:
	

	
	
	1.  The device received is clean and in working condition. Batteries were supplied if appropriate. (Batteries will only be provided at initial time of loan.)
	

	
	
	
	

	
	
	
	

	
	
	2.  I was instructed in the proper use and care of the device and how the device will assist in addressing the IFSP outcome. I agree to be responsible for the proper use, care, cleaning, and maintenance of the device.
	

	
	
	
	

	
	
	
	

	
	
	3.  I agree to notify the EISC if the device is not working properly. The item will not be adapted or altered in any permanent way.
	

	
	
	
	

	
	
	
	

	
	
	4.  The device will only be used with the designated child.
	

	
	
	
	

	
	
	5.  I agree to routinely communicate with my child’s EISC and IFSP team regarding the continued need and use of the device in relation to achieving the IFSP outcome(s).
	

	
	
	
	

	
	
	
	

	
	
	6.  I understand that I can request on-going assistance and training from the EISC related to use of the device to meet the IFSP outcome. The EISC will coordinate appropriate personnel to provide assistance
	

	
	
	
	

	
	
	
	

	
	
	7.  I understand that the use of this assistive technology (AT) is by LOAN. I agree to return the AT when no longer needed to achieve an IFSP outcome, when my child is no longer enrolled, or when my child exits the Infant-Toddler Program. 
	

	
	
	
	

	
	
	
	

	
	
	8.  I understand that I may be responsible for a lost, damaged, or unreturned device on loan to my child. 
	

	
	
	
	

	Signature:
	
	Date Received:
	
	

	Print Name: 
	
	Relationship to Child:
	
	

	
	
	
	

	Name of Service Provider’s Agency: 
	     
	

	Address:
	     
	

	City:
	     
	State:
	     
	Zip Code:
	     
	

	
	
	


North Carolina Infant-Toddler Program 

Assistive Technology Loan Agreement/Return 
	Child’s Name:
	     
	Child’s Date of Birth:
	     
	

	


	CDSA USE ONLY


Equipment Return Information:
Check off what equipment is being returned and enter date returned on page 1 and fill out the information below.

	Date:
	     
	EISC: 
	     

	Name & Title of Person Completing Form:
	     
	Name of CDSA:
	     

	

	

	Safety Check/Condition of Equipment:
	Preferred Disposition of Equipment:

	 FORMCHECKBOX 

	(a) Ready for re-loan
	 FORMCHECKBOX 

	(a) Leave at CDSA 

	 FORMCHECKBOX 

	(b) Missing parts / items needed:      
	 FORMCHECKBOX 

	(b) Return to another CDSA

	 FORMCHECKBOX 

	(c) Needs repair
	 FORMCHECKBOX 

	(c) Return to Loan Administrator 

	 FORMCHECKBOX 

	(d) Needs extensive cleaning
	

	 FORMCHECKBOX 

	(e) Damaged beyond repair
	

	

	Additional Comments:      

	Reviewed by CDSA AT Contact:  FORMCHECKBOX 


	

	

	Date:
	
	EISC: 
	

	Name & Title of Person Completing Form:
	
	Name of CDSA:
	     

	

	

	
	Safety Check/Condition of Equipment:
	Preferred Disposition of Equipment:

	 FORMCHECKBOX 

	(a) Ready for re-loan
	 FORMCHECKBOX 

	(a) Leave at CDSA 

	 FORMCHECKBOX 

	(b) Missing parts / items needed:      
	 FORMCHECKBOX 

	(b) Return to another CDSA

	 FORMCHECKBOX 

	(c) Needs repair
	 FORMCHECKBOX 

	(c) Return to Loan Administrator 

	 FORMCHECKBOX 

	(d) Needs extensive cleaning
	

	 FORMCHECKBOX 

	(e) Damaged beyond repair
	

	

	Additional Comments:      

	Reviewed by CDSA AT Contact:  FORMCHECKBOX 


	


CDSA Transfer Notification:

Check off what equipment is being transferred on page 1 and fill out the information below.

	Date: 
	     

	Receiving CDSA:
	     

	Name of new EISC: 
	     

	Comments: 
	     


North Carolina Infant-Toddler Program 

Assistive Technology Loan Agreement/Return 
Purpose: 
This form is used by the CDSA to confirm receipt of loan assistive technology by families or service providers and document and notify the loan administrator of the return or transfer of an AT loan. Parent’s and/or provider’s initials and signatures on the form acknowledge understanding and agreement with the terms of the loan.

Instructions: 
Send the completed form (follow instructions below) to the AT Loan Administrator by email as an encrypted or password protected attachment or fax. The original form is maintained in the appropriate section of the Child’s Infant-Toddler Program records. A copy of the form is provided to the person who signed as responsible for the loan. 

Loans: 
· The loan administrator will enter the child’s name, date of birth, inventory number (Inv. #) and name of device (Item) on the form. The form will be sent electronically to the requesting CDSA.

· The checkboxes are for returns only. 

· The CDSA records the date when the assistive technology was received by the CDSA and the date when the device was delivered to the family or service provider.

· Comments on the condition of the device can be documented next to the item description at the top of the form at the time of delivery of the loan. 

· In the section outlining responsibilities, the person (provider or family member) responsible for the loan should initial each item in the designated section and sign and date the form at the bottom. 

· If the loan is to the service provider, then the provider agency information should be completed. 

Returns:

· Page 2, section “Equipment Return Information” is to be completed when a loaned AT item(s) is returned by a provider or family to the CDSA. 
· The person responsible for completing the loan (EISC or AT Contact) checks off what equipment is being returned in each corresponding box on page 1 and enters the date the item was returned. 
· The person responsible for completing the loan fills out the return portion on page 2. 
· Complete the date, EISC name, name and title of person completing the form and the name of CDSA.
· Complete the “Safety Check/Condition of Equipment” section. Include parts needed, if applicable. 
· Complete the “Preferred disposition of equipment” section. 
· Add any additional comments in the box below and have the AT Contact review the return form and sign it. 
· If items are returned at different times, then the person handling the return can check the box of the items returned at a later date and enter the date returned and complete the return information for the additional items. 
· Any damage or notification of loss/theft should be documented in the Additional Comments section on page 2.  If a replacement item or part is needed, this also needs to be documented.  
Transfers:

·  Page 2, section “CDSA Transfer Notification” is to be completed by the EISC from the sending CDSA when a family moves to a new CDSA catchment area and the child will remain enrolled in the NC ITP. All AT equipment currently supported by the IFSP is to be transferred with the child. 
· The person responsible for completing the transfer section (EISC) checks off what equipment is being transferred with the family when moving to a new CDSA catchment area and enters the date of transfer. 
· The EISC enters the date of transfer, the name of the receiving CDSA (the name of the CDSA catchment area where the family is moving to), name of the new EISC, and any comments regarding the transfer. The EISC should inform the new EISC of the AT equipment as part of the transfer information. 
· The EISC submits the Agreement/Return form with the Transfer section completed to JIRDC within three (3) days of being notified that the child is moving to another CDSA.   
· JIRDC forwards a copy of the form to the new CDSA’s AT Contact to inform him/her as to what AT equipment the child has. 
Disposition:
Infant-Toddler Program records, including financial and automated information, must be maintained based upon the ITP’s record retention policy. Records must be archived in accordance with ITP and state requirements to ensure their preservation for the required length of time.
NC ITP Assistive Technology Loan Agreement/Return Form (April 2014)
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