


Mandated Assessment Notification Letter Template

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 notification letter template to employ when issuing a mandated assessment.

Date
Sent via email to: recipient email address
Individual’s Name,

Institution works to assist students who may pose a risk of harm to themselves or others. The Institution Name Behavioral Intervention Team (BIT)/CARE Team received information that you may have been involved in an incident on or around Incident Date, that caused concern for your safety, health, and/or the well-being of the community. Specifically, Summary of Referral/Concerns.

Institution Name is concerned about the health and safety of all members of our community. To support the well-being and safety of yourself and the community [and as outlined in Institutional Policy,] the BIT/CARE Team may require individuals to participate in a mandated assessment. After the initial assessment is completed, the assessment results are used to develop a voluntary intervention plan to meet your specific needs.

This letter serves as notice that the BIT/CARE Team is requiring you to participate in a mandated assessment type (e.g., violence risk assessment, psychological assessment). The assessment meeting will be between 30-90 minutes with follow-up assessment meetings scheduled as needed. This assessment will include a full interview with Name of Staff/Office/External Provider and may require multiple meetings. Follow-up meetings are often scheduled to complete the risk assessment, gather additional information, and to clarify information provided during the first interview.  [Note: for psychological assessment: The assessment may also include formal assessments/testing measures as determined by the assessor.] The results of this assessment, in conjunction with the BIT/CARE Team referral and any additional information collected, if applicable, will be used to identify appropriate supports, and/or interventions for you and the community.

To comply with the required assessment, you must complete the following:
1. Complete a mandated assessment type (e.g., violence risk assessment, psychological assessment) with Assessor’s Name on Assessment Date at Time in/on Location (e.g., building and room number, virtual information). [If you would prefer to choose your own assessment provider, please submit their contact and licensure/certification information to Appropriate Point of Contact for approval.]
2. [Note: for assessments with external providers or psychological assessments: Sign a release allowing the assessor to provide documentation of the assessment and support recommendations to the BIT/CARE Team. This will include a written summary of the assessment and continued support, intervention, and/or accommodation recommendations from the assessor. Please have your provider complete the attached Provider Report Form to document these items.]
3. [Note: for assessments with external providers: Sign a Family Educational Rights and Privacy Act (FERPA) release allowing the BIT/CARE Team to provide relevant information (e.g., BIT/CARE Team notes, referrals, other documents regarding the concerns for your well-being) to the assessor. The FERPA release is attached to this email.]

Please note that failure to complete your assessment by the deadline above may result in a referral to the Office of Student Conduct for failure to comply. The BIT/CARE Team looks forward to your participation so that we may continue to support your own and the community’s well-being, health, and safety.

If you have any questions about this letter or the required assessment, please contact Appropriate Point of Contact at Contact Information.

Thank you,
SIGNATURE
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