


Emergency Notification Checklist
NOTE: All text offered in [brackets] throughout this document is optional language. All gray highlighted text must be customized by the user or deleted if not needed.
The National Association for Behavioral Intervention and Threat Assessment (NABITA) offers this checklist when the BIT/CARE Team needs to each out to a student’s emergency contact.
When evaluating the need for contact with parent(s), guardian(s), or emergency contact(s), the Behavioral Intervention Team (BIT)/CARE Team will:
· Assess the referral using the NABITA Risk Rubric
· Discuss the best approach for emergency notification for all referrals assessed at Elevated or Critical:
· Determine which contact may be most helpful in resolving the health and safety emergency (parent(s), guardian(s), or other identified emergency contact(s))
· Note that under FERPA, the institution may contact any individual during a health and safety emergency. Although parent/guardian/emergency contact are the typical points of contact, other individuals could be contacted as circumstances dictate, such as a sibling, grandparent, or other trusted family member.
· Select the most appropriate staff member to make the notification
· Consider: Relationship/rapport with student, context of information to share, perception of the role of the staff member
· Possible options: BIT/CARE Team Chair, Case Manager, student conduct representative, dean of students (or designee)
· Determine the information to be shared 
· Specific, objective observations of behavior, statements, writing, or social media postings that led to BIT/CARE Team concern
· Steps BIT/CARE Team has taken or plans to take in response and support
· Actions the emergency contact can take to support the student
· Consider student engagement in emergency notification process:
· Inform the student about emergency notifications plans
· Offer options for participation in initial contact
· Inform the student of information to be shared 
· Document all outreach efforts and communication in electronic recordkeeping system
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