


Outreach Email, Phone Call, and Text Message Templates for Case Management

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 e-mail templates for Case Manager outreach to individuals.

Email 1st Attempt
Student name,
I am Case Manager’s/BIT/CARE team member’s name, a Case Manager here at institution name. I am reaching out to you today as I understand insert summary of concern/referral reason. I’d like to set up a time to meet with you to hear more about this and discuss how I might support you at this time. I often help students connect with resources, communicate with their faculty, or find other support for addressing the challenges they are experiencing. If you’d like to learn more about my role, feel free to visit our website website link.

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
___________________________________________________________________________________
Email 2nd Attempt

Student name,

I am Case Manager’s/BIT/CARE team member’s name, a Case Manager here at instituition name. I recently reached out to you as I understand insert summary of concern/referral reason. As I mentioned in my previous email, I’d like to set up a time to meet with you to check in and discuss how I might best support you at this time. In my role, I assist students in connecting with resources, communicating with their faculty, or finding other support for addressing any challenges they are experiencing. If you’d like to learn more about what I do, feel free to visit our website website link.

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

___________________________________________________________________________________
Resource Letter

Student name,

I am Case Manager’s/BIT/CARE team member’s name, a Case Manager here at institution name. I recently reached out to you as I understand insert summary of concern/referral reason. I have not heard back from you about scheduling an appointment. I want you to have a list of resources that you may find helpful at this time. If you decide you would like to meet with me, 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. 

· List of campus and/or community resources

[insert calendar scheduling link (e.g. calendly)]
Thank you,
Case Manager’s name
_____________________________________________________________________________________
Phone Call (student answers the phone)

Hi, student name. My name Case Manager’s/BIT/CARE team member’s name, and I am a Case Manager here at University/College. I am calling today as I understand insert summary of concern/referral reason. I’d like to set up a time to meet with you to check in and discuss how I might best support you. I often help students connect with resources, communicate with their faculty, or find other supports for addressing challenges they are experiencing. Would you like to set up an appointment to meet with me? 
_____________________________________________________________________________________
Phone Call 1st attempt (no answer, leave a message)

Hi, student name. My name is Case Manager’s/BIT/CARE team member’s name, and I am a Case Manager here at University/College. I am calling today as I understand insert summary of concern/referral reason. I’d like to set up a time to meet with you to check in and discuss how I might be able to support you. I often help students connect with resources, communicate with their faculty, or find other supports for addressing challenges they are experiencing. Please give me a call back at phone number or respond to the email I sent you to set up an appointment. I look forward to connecting with you soon.  
_____________________________________________________________________________________


Phone Call 2nd attempt (no answer, leave a message)

Hi, student name. My name is Case Manager’s/BIT/CARE team member’s name, and I am a Case Manager here at University/College. I have been trying to reach out as I understand insert summary of concern/referral reason. I’d like to set up a time to meet with you to check in and discuss how I might best support you. I often help students connect with resources, communicate with their faculty, or find other supports for addressing challenges they are experiencing. Please give me a call back at phone number or respond to the email I sent you to set up an appointment. I look forward to connecting with you soon. 
_____________________________________________________________________________________
Text Message 

This is Case Manager’s/BIT/CARE team member’s name from office name. I am trying to reach you to schedule an appointment. Please contact me at phone number or check your email for additional information. 
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