


Missed Case Management Appointment Email Templates

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 document and follow-up when an individual does not attend a scheduled case management appointment. 

Missed Appointment Template – First Appointment/Intake Appointment

Student name,

I am emailing you as you missed our scheduled case management appointment on date and time. I am sorry we didn’t have the opportunity to connect during the appointment. I would like to reschedule it as soon as possible so that we can discuss any barriers you are experiencing and how I might be able to support you. Please [use the calendar link below], reply to me at this email, or call the office at phone number to set up a new time to meet. 

[insert calendar scheduling link (e.g. calendly)]
Thank you!
Case Manager’s name

Missed Appointment Template – Follow-Up Appointment

Student name,
I wanted to check in with you as I had you down for an appointment on date and time and didn’t see you come by the office. I hope you insert language about how the student has been, what they were supposed to do before this appointment, etc. For example: I hope you were able to meet with your Financial Aid advisor to talk about the impact of withdrawing from a course. I’d like to meet with you to get an update on how you’ve been doing. 

Please [use the calendar link below,] reply to me at this email, or call the office at phone number to set up a time to meet. 

[insert calendar scheduling link (e.g. calendly)]
Thank you!
Case Manager’s name



March 2024 © NABITA. Not legal advice. Not training materials. Purchasers of the NABITA Behavioral Intervention Team Toolkit (BITKit) have a limited license to modify and use the materials in the BITKit for institutional use. Purchasers may not make BITKit materials publicly available by posting original or modified materials publicly or sharing with any entity unless that entity is acting on purchaser’s behalf as a school official with respect to the BITKit materials. Non-purchasers, including entities acting as school officials for purchasers, may not use or modify the BITKit materials in any way other than for the purchaser’s direct benefit in compliance with the terms of this limited license. Contact NABITA with any questions about use.
image1.png
NI




