


Introduction Emails for Resource Referral Templates and Samples
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) provides these templates to facilitate a “hand off” for a student who is receiving support from the BIT/CARE Team or case management to a campus or external resource. This template provides the referral resource with information about the student and how they can best assist the student.
Resource Referral Template

Contact Name:
I serve on the Behavioral Intervention Team (BIT)/CARE Team, a multidisciplinary team of professional staff members at name of institution that works with individual students who may be experiencing stressors impacting their academic success and/or overall well-being. I am currently working with student name. In my conversations with student name, I have learned student name has summary of reason for referral to resource. 
Based on this information, I believe your office/organization may be in a position to provide additional support to student name at this time. 
· List specific services or offerings might best meet the needs of the student
Insert known details about student’s upcoming appointment with the referral source, the student’s intent to contact the office to schedule an appointment, or request for the referral source to contact the student. 
[Student name and I have discussed the value of our partnership to support Student’s success. I recognize that a Release of Information (ROI) may be required for you to share information back with me related to services or support provided. I have explained how I would use this information with Student and would appreciate it if you would explain how the ROI works related to your office/organization’s practices and protocols.]  

[Attached you will find a signed copy of your ROI.] OR [If/When completed, please send a copy of Student’s completed ROI to me at staff email]. 
Thank you in advance for your assistance. I have a follow-up appointment scheduled with Student for Day, Date at Time. If you have any questions, or there is anything that may be helpful to you, please contact me at email or phone.
[Sincerely],
Staff Member Name, Title 
Office/Department Name


Resource Referral Sample (no ROI) 
Good afternoon, Dez Dickerson:
I am Senior Case Manager working with the Behavioral Intervention Team (BIT), a program on campus that receives referrals and works with individual students who may be experiencing stressors impacting their academic success and/or overall well-being. 
I am working with Andre Cymone, a sophomore student. Through my conversations with Andre, I have learned he is experiencing financial difficulties and is having a difficult time finding a job on campus to offset his needs. 
· Based on my conversations with Andre, I am hoping you can support him with the following:
· On-campus employment options available through the Career Center 
· Accessing the campus’s employment system to apply for jobs 
· Tips for articulating his experience
Andre has an appointment to meet with you on Friday, October 20, 2023, at 2:00 p.m.
Thank you in advance for your assistance. I have a follow-up appointment scheduled with Andre for Monday, October 23, 2023, at 10:00 a.m. I will follow up with you after your appointment with Andre so that we can continue to coordinate our support. If you have any questions, or there is anything else I can do to help, you may contact me at Miko.Weaver@rnu.edu or 555-555-5555.
Sincerely,
Miko Weaver, Sr. Case Manager
Rogers Nelson University

Resource Referral Sample (with ROI)
Good afternoon, Dr. Chapman:

I am Senior Case Manager working with the Behavioral Intervention Team (BIT), a program on campus that receives referrals and works with students who may be experiencing stressors impacting their academic success and/or overall well-being. 
I am working with Andre Cymone, a sophomore student. Through my conversations with Andre, I have learned he is having a difficult time managing his stress and emotions and is feeling isolated because of his identity as a Black man. Andre expressed an interest in seeking counseling services and I assisted Andre in making an appointment with you.
· Based on my conversations with Andre, I am hoping you can support him with the following:
· Test anxiety
· General stress of being a college student
· Locating anger management support groups
· Experiencing race-based stressors
Andre and I have discussed the value of our working together to support Andre’s success and recognize that a Release of Information (ROI) would be required for you to share information with me. I have explained how I would use this information with Andre, and he understands; however, I would appreciate it if you would provide Andre with a ROI and explain how the release works from your perspective. If/When completed, please send a copy of Andre’s completed ROI to me at miko.weaver@rnu.edu.
Thank you in advance for your assistance. I have a follow-up appointment scheduled with Andre for Monday, October 23, 2023, at 10:00 a.m. Please contact me after your appointment with Andre, if he signs an ROI, so that we can continue to collaborate in our support. You may contact me at Miko.Weaver@rnu.edu or 555-555-5555.
Sincerely,
Miko Weaver, Sr. Case Manager
Rogers Nelson University
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