


Referral to Student Conduct/Human Resources for Missed Mandated Assessment 
Template and Sample

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 guide BIT/CARE team referrals to student conduct/human resources for failure to comply with a mandated assessment.
Administrators should follow institutional reporting procedures and use appropriate reporting system(s)/form(s) (e.g., Guardian, Maxient, Symplicity). For administrators using a standardized institutional incident report form, some of the fields below may already be built into the form and could be omitted from the written text of the referral or report. 

Referral Template
Referral to: Student Conduct/Human Resources			Date of Referral:
Submitted by: Administrator Name, Title
Referred Individual: Name, ID number, Status (e.g., student, faculty, staff)
[Institutional Policy authorizing the use of mandated assessments:]
Type of mandated assessment: (e.g., violence risk assessment, psychological assessment)
Timeline of referral/concerns and points of contact, including date, time, and mode of contact 
(e.g., letters, calls, in-person visits):
· Date(s)/Time(s) of referral/concerns that resulted in the mandated assessment
· Date(s)/Time(s)/Mode(s) mandated assessment was issued
· Date(s)/Time(s) of missed assessment
· Date(s)/Time(s)/Mode(s) of attempted points of contact
Additional information:
Point of contact for questions or additional information:
· Name
· Title/Office
· Email
· Phone
· 

Referral Sample

Referral to: Student Conduct				Date of referral: November 28, 2023
Submitted by: Tim Cason, Dean of Students
Referred Individual: Will Darry, Student [ID Number]
Institutional Policy authorizing the use of mandated assessments: SA-405: Behavioral Intervention and Violence Risk Assessment Policy
Type of mandated assessment: Structured Interview for Violence Risk Assessment (SIVRA-35)
Timeline of referral/concerns and points of contact, including date, time, and mode of contact (e.g., letters, calls, in-person visits): 
· Nov. 27, 2023 at 8:45am 
The Behavioral Intervention Team (BIT) received a referral regarding student Will Darry via a Guardian referral form. Based on those concerns, student Darry was rated at an Overall Summary of “Elevated” on the NABITA Risk Rubric (D-Scale rating of Deteriorating and E-Scale rating of Elaboration of Threat). Per University Policy, the BIT issued a mandated SIVRA-35 assessment on November 27, 2023. The SIVRA-35 was scheduled for 2:00 pm on November 27, 2023, with Director of Case Management Services, Makenzie Schiemann. 

· November 27, 2023 at 12:30pm
Dean of Students Tim Cason attempted to notify student Darry in-person after his Introduction to Psychology course. Dr. Abbott, faculty for Introduction to Psychology, noted that student Darry did not attend class that day. Following this in-person attempt, Dean Cason attempted to contact student Darry via cell phone on record (555-154-1234) at 12:45 pm. Student Darry did not answer the phone and Dean Cason was unable to leave a voicemail because the mailbox was full. The mandated assessment notification letter was delivered via electronic letter to student Darry’s institutional email on November 27, 2023, at 1:00 pm. Student Darry retrieved/accessed his mandated assessment notification letter at 1:02 pm on November 27, 2023. Student Darry did not attend his November 27, 2023, 2:00 pm SIVRA-35 assessment. 

· November 27, 2023 at 3:00pm 
Darry was notified that he did not attend his mandated SIVRA-35, and he had until 3:00 pm on November 28, 2023, to call Director Schiemann to reschedule his assessment. As of 4:00 pm on November 28, 2023, student Darry has not contacted Director Schiemann to reschedule his assessment.
Additional information: Student Darry lives off-campus.
Point of contact for questions or additional information: Dean Cason, tim.cason@university.edu, 555-463-1234
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