


Case Management Intake Note Template
NOTE: The National Association for Behavioral Intervention and Threat Assessment (NABITA) provides the template, which can be customized, to facilitate notetaking during an initial intake meeting. A sample note is also provided.  The Case Management Intake Note Template explores various domains to understand an individual’s holistic wellness and functioning. The following are brief definitions for each domain to provide guidance related to what to explore during an intake appointment:
Academics: Academic performance and engagement, satisfaction with major or field of study, and other intellectual pursuits
Social Support: Social support, connection, and a well-developed peer and/or family support system
Physical Health: Physical activity, diet, sleep, nutrition, etc.
Financial/Occupational Wellness: Personal satisfaction and enrichment derived from one’s current or future work; financial well-being and ability to meet one’s basic needs and beyond
Mental Health/Wellness and History: Awareness of one’s thoughts and feelings; ability to respond to life’s challenges in a healthy way, including any history of mental health challenges, treatment, medications, etc. 
Environmental Wellness: Ability to live sufficiently and efficiently within one’s environment, including access to housing, green space, and a sense of safety and inclusion
Cultural/Spiritual Wellness: Culturally affirming support that is representative of diversity in backgrounds, beliefs (spiritual), gender/sexual identities, ethnicities, abilities, and ages
Substance Use: One’s relationship to alcohol and other drugs, including frequency, quantity, and any potential negative impacts on one’s overall wellness
Conduct/Legal: Current or past conduct or legal concerns

Date and time of the intake appointment:
Review of privacy/scope: [Case Manager reviewed privacy statement and scope of services at start of appointment.]
Presenting issue(s)/reason for referral:
Academics: 
Social support: 
Physical health: 
Financial/Occupational wellness:
Mental health/wellness and history:
Environmental wellness
Cultural/Spiritual wellness:
Substance use: 
Conduct/Legal: 
Summary of level of functioning and presentation: (i.e., What the student identifies as their level of functioning, Case Manager’s observations of the student’s presentation including mood, affect, hygiene, etc.): 
Resource(s) provided and next steps/action plan: 




















Case Management Intake Note Sample
Date and time of the intake appointment: Monday, October 23, 2023, 2:00 pm (in person)
Review of privacy/scope: Jayne attended her intake appointment on time and completed the intake paperwork. Case Manager (CM) reviewed privacy statement and scope of services at the start of appointment. 
Presenting issue(s)/reason for referral: Jayne self-referred to case management because her girlfriend broke up with her three weeks ago and she has been “having a hard time.” Another friend recommended Jayne connect with someone in Case Management, as that friend found the office helpful. Jayne explained that since the breakup she has been “really sad” and “felt like [she] needed to talk to someone.”
Academics: Jayne is a sophomore with a 3.2 GPA. She is a sociology major and is currently enrolled in five classes. Jayne explained that she was doing “okay” in her classes this semester until the breakup. Since the breakup three weeks ago, she has not gone to classes except for an exam on which she earned a C, which she reports is an unusually low grade for her. Jayne explained that she feels “overwhelmed” by the idea of having to go back to class, face her professors, and try to get caught up in classes. 
Social support: Jayne described her ex-girlfriend as her best friend and main source of social support. Since the breakup, she has been isolated from her other friends because they have all “taken sides” and “chosen [her] ex.” Jayne reported feeling isolated and lonely. Jayne explained that her parents do not know that she is bisexual and that if they found out “they’d freak.” Jayne described her relationship with her parents as positive, but also stressful because she must keep such a big secret, referring to being bisexual, from them.
Physical health: Jayne reported a lack of appetite since the breakup, only eating minimal food throughout the day. She said she has “been getting by on smoothies and popcorn.” She reported feeling constantly tired, and not sleeping much at night as she “can’t stop thinking about everything.” Jayne stated she sleeps an average of three to four hours at night with one or two naps during the day. 
Financial/Occupational wellness: Jayne does not work, has access to a car, and receives a stipend from her parents to pay for “whatever she needs.” Jayne reported no barriers in this area.
Mental health/wellness and history: Jayne explained that she has been “sadder and crying more” since the breakup than she expected. According to Jayne, she was diagnosed with major depressive disorder in high school after a suicide attempt following a previous breakup. Jayne reported spending three days in a behavioral health unit in high school and “being on meds and in therapy ever since.” Jayne shared that she is still taking Zoloft, which is managed by her psychiatrist back home, and she said she takes it as prescribed. However, Jayne noted that she has not been to counseling since coming to college. 
Given the prior suicide attempt, CM assessed for current suicidality and self-harm. Jayne reported no history of or current non-suicidal self-injury (NSSI). Jayne’s prior suicide attempt involved taking her mother’s painkillers, which she found in the bathroom. During the intake, Jayne reported feeling “sadder than [she has] in a long time.” Jayne further explained that despite the breakup she has not felt suicidal. Jayne reflected that she remembers what it did to her family the last time she attempted suicide, and she would not want to put them through that again. She shared that she wanted to come and talk to someone before things got worse. Jayne shared that she believes the Zoloft prescription has been helpful in keeping her from feeling suicidal with this current breakup. CM worked with Jayne on planning for safety if any suicidal thoughts returned, and she stated that she could talk to her roommate or her friend down the hall if she felt like she was not able to keep herself safe. Additionally, CM provided Jayne with the on-call number at the counseling center and she said she would feel comfortable calling them for help if she needed it.
Environmental wellness: Jayne lives on campus and likes her roommate. Despite keeping the secret regarding her bisexuality from her parents, she feels safe and comfortable going home to live with them during breaks.
Cultural/Spiritual wellness: Jayne reported feeling that she can be herself and date who she wants when she is at college. She has felt the need to hide her bisexuality at home due to her parents’ lack of support. Jayne does not identify with any religious or spiritual practice.
Substance use: Jayne reported occasional alcohol use, citing drinking usually once or twice on the weekends with friends. Jayne reports no other substance use.
Conduct/Legal: None.
Summary of level of functioning and presentation: Jayne shared that she is extremely sad, and the breakup is having a negative impact on her mood, academics, sleep, and social life. She has not experienced any suicidal thoughts and has no plans, means, or intent which she attributed to the Zoloft she was prescribed following her past behavioral health hospitalization. Jayne was tearful, but able to articulate her feelings, engage in the intake, and ask for help. 
[bookmark: _heading=h.gjdgxs]Resource(s) provided and next steps/action plan: Jayne currently sees a psychiatrist back home when she goes home for breaks. She agreed to call her psychiatrist to explain about the recent breakup and her change in mood to discuss any needed medication changes. Jayne signed an ROI so that CM could speak to the psychiatrist to collaborate on support. Jayne has not seen a counselor since coming to college and agreed to start going again. Given Jayne’s current presentation, CM helped her schedule a next-day intake appointment with counseling and secured an ROI. CM sent ROI over to the counseling center and provided update to clinician who will be seeing Jayne. CM assisted Jayne in emailing her professors to update them on what is going on and why she has been absent from class. Jayne copied CM on the email and asked that her professors contact CM if they need to verify that she met with the CM. Jayne plans to meet with her professors this week to discuss where she stands in her classes and how/if she can catch up. A follow-up appointment was set for next week to check in on Jayne’s well-being and follow up on counseling session, psychiatry consultation, and academics. 
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