


Referral Source Update 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 for use when the referrer has provided their information for BIT/CARE Team follow-up. Institutions are encouraged to incorporate these email templates into their electronic database (e.g., Guardian, Maxient, Symplicity).
_____________________________________________________________________________________
[bookmark: _Hlk153275399]Automatic Reply Language after a Referral Submission

Thank you for making a referral to the BIT/CARE Team. Your referral will be assessed and evaluated within 24 business hours. If you provided your contact information, a member of the BIT/CARE Team will contact you to follow up, if necessary, and as allowed by the Family Educational Rights and Privacy Act (FERPA). Should you have new or additional information that you believe to be at all relevant to your original referral, please complete an additional referral [or contact the BIT/CARE Team at Contact Information]. For more information about the BIT/CARE Team, including the procedures and protocols, please visit Website URL.

_____________________________________________________________________________________
Email Response to Collect Additional Information 

Referrer’s Name,
Thank you for making a referral to the BIT/CARE Team. The team will discuss a plan that serves both the individual and the broader community. Some additional information would be helpful in that team discussion. Specifically, Insert Follow-up Questions Here.

Our team adheres to the Family Educational Rights and Privacy Act (FERPA) and other privacy guidance/laws to ensure that the privacy of information submitted in referrals and in follow-up to referrals. We will keep you updated on the progress as appropriate, consistent with the privacy rights of the individual(s) involved. 

If there are any additional details or insights you believe would be helpful, please share them with us by submitting an additional referral at Referral URL or reaching out to BIT/CARE Team point of contact. Your continued collaboration and support are invaluable to us. 

We greatly appreciate the time you took to submit a referral. If you have any questions or need further information, please reach out to me directly or visit Website URL.
Thank you, 
Signature
Staff Member Name, Title, Contact Information

_____________________________________________________________________________________
Email Update After Connection with the Referred Individual (when appropriate)

Referrer’s Name,
We wish to keep you informed about the status of your recent BIT/CARE Team referral and to provide an update. A member of our team has connected with Referred Individual’s Name and conducted an initial meeting/a few meetings. During this meeting, we discussed the concerns outlined in your referral and explored potential stressors and other difficulties that may be contributing to the situation. 
[Based on this/those conversation(s), we have decided to take the following actions:
· Insert Details Here]
[We continue to collaborate with Referred Individual’s Name to provide resources and support. We will continue to offer case management services to ensure connection to the support resources available. OR 
At this time, we have concluded our work with Referred Individual’s Name and have connected them to the appropriate resources for support.] 

Our goal is to work alongside individuals to alleviate distress, which should lead to a reduction in the concerns prompting your referral. However, if you continue to observe persistent or additional behaviors or observe little or no improvement, we encourage you to submit another referral at Referral URL.

We sincerely appreciate your referral and any supplementary information you have shared. Your ongoing support is instrumental in maintaining a safe and nurturing environment for all members of our community. If you have any questions or need further information, please reach out to me directly or visit Website URL.

Thank you,
Signature
Staff Member Name, Title, and Contact Information

_____________________________________________________________________________________
Email Update After No Response/Connection with the Referred Individual (when appropriate)

Referrer’s Name,
I wanted to update you regarding the referral for Referred Individual’s Name. Despite our best efforts, we have not received a response or acknowledgment from them. Based on our procedures, and considering the risk level, we are closing the referral at this time.

Your concern for the student’s well-being is appreciated. If you notice any changes or new concerns about Referred Individual’s Name in the future, please don’t hesitate to send us another referral at Referral URL. At that time, we will re-evaluate given all available information.

Thank you for your support and concern for our community’s safety. If you have any questions or need further information, please reach out to me directly or visit Website URL.

Thank you,
Signature
Staff Member Name, Title, and Contact Information

_____________________________________________________________________________________
Email Update After the Referred Individual Declined Services (when appropriate)

Referrer’s Name,
I wanted to update you regarding the referral for Referred Individual’s Name. We have contacted Referred Individual’s Name, but they have decided not to engage with our services at this time. We respect their decision and acknowledge their right to decline support from us. Based on our procedures, and considering the risk level, we are closing the referral for now.

Your concern for the student’s well-being is appreciated. If you notice any changes or new concerns about Referred Individual’s Name in the future, please don’t hesitate to send us another referral at Referral URL.

Thank you for your support and concern for our community’s safety. If you have any questions or need further information, please reach out to me directly or visit Website URL.

Thank you,
Signature
Staff Member Name, Title, and Contact Information
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