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Prior to the Meeting:
· The Chair creates an agenda (See BIT/CARE Meeting Agenda Template included with BITKit) of all current BIT/CARE team cases (new referrals and ongoing Cases) with sufficient information to allow team members to prepare for the meeting.
· The Chair distributes the agenda to all core, inner, and middle circle team members via an electronic recordkeeping system, secure e-mail, or other method used by the institution to distribute confidential and private information.
· Middle circle members with information about a specific case communicate that information to the Chair or advise the Chair they will attend the meeting.
· Team members review the agenda and compile all relevant information to share with the team. 
· The Chair ensures meeting space and/or technology is available for the meeting. 
· The Chair ensures that electronic or physical copies of the NABITA Risk Rubric are available for all BIT/CARE Team members.
During the Meeting:
· The Chair facilitates the meeting using the three-phase process (Data Gathering Risk AssessmentInterventions) for all open cases, including: new referrals, ongoing cases, and cases that have been moved to monitoring status
 For each case, the Chair follows these steps:
·  Data Gathering: 
· Allow each team member to share information relevant to the new referral/ongoing case from their respective area, refraining from discussing intervention yet 
· Risk Assessment: 
· Facilitate the risk assessment, using the information from the referral(s) and relevant data from the team to determine a level of risk using the NABITA Risk Rubric
· Once the team has reached a consensus on risk level, assign and record a risk level on the D-Scale, E-scale, and Overall 
· Interventions:
· Facilitate discussion related to appropriate interventions that align with the level of risk and the needs of the referred individual
· Assign team members for follow-up and determine a plan for implementing the chosen interventions, considering who is best positioned to offer support and deploy the interventions
· Every two weeks, the Chair facilitates the use of the written and formalized case review process to determine and document which cases should remain active, be moved to a monitoring status, or be moved to inactive/closed. 
· Designated team member compiles notes and updates the electronic recordkeeping system for all cases discussed at BIT/CARE Team, including risk level with rationale, intervention(s), and specific team members assigned for each case (See Sample BIT Note Sample included with BITKit).
· Team members update the cases on the agenda to report to the BIT/CARE Team on interventions that are underway, progress on each case, and any need to reassess risk levels or adjust intervention plans based on how interventions have unfolded. 
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