


Missed Mandated Assessment 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 letter template to employ when an individual does not attend a scheduled mandated assessment meeting.  
Date
Sent via email to: recipient email address

Individual’s Name,

The Institution’s Behavioral Intervention Team (BIT)/CARE Team required you to complete a mandated assessment type (e.g., violence risk assessment, psychological assessment) on date mandated assessment issued due to an incident you were involved with on or around Incident Date, that caused concern about your safety, health, and/or the well-being of the community. Specifically, Summary of Referral/Concerns. Please see the attached copy of the original mandated assessment letter dated [DATE].
This letter serves as a notice that based on the information available, you have not completed the issued mandated assessment type (e.g., violence risk assessment, psychological assessment). You will have 24 hours from the issuing of this letter OR until Date and Time to contact Appropriate Point of Contact to reschedule your mandated assessment type (e.g., violence risk assessment, psychological assessment) no later than date required to complete by. Please note that failure to reschedule your mandated assessment type (e.g., violence risk assessment, psychological assessment) by the deadline provided may result in a referral to the Student Conduct Office for failure to comply. 
The BIT/CARE Team looks forward to your compliance so that we may continue to support your and the community’s 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
Issue Administrator Name, Title, Office
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