


BIT/CARE Team Member Roles and Responsibilities Checklist
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.
This Checklist allows all Team Members to prepare for each Team meeting effectively and efficiently. The Chair should edit this document to accurately reflect the membership of the institution’s BIT/CARE Team. These examples include team members and membership circles that are not required, except for the Dean of Students (or designee) or Vice President for Student Affairs (or designee), a mental health care representative, a student conduct representative, and a representative from campus security/law enforcement. 
The BIT/CARE Team Chair has a distinct role with its own checklist. Please refer to BIT/Care Team Chair Responsibilities Checklist for a comprehensive list of responsibilities for the Chair’s unique role.
Core Members

Dean of Students/Vice President for Student Affairs (or designee)
· Read the agenda and new referrals in advance of the meeting and complete the following: 
· Check for history of interaction with the Dean of Students’ Office
· Check for participation in any student clubs/organization/group
· Get relevant updates from appropriate club/organization advisor(s), including any challenges or difficulties observed/presented 
· Report contact from parents/guardians, news outlets, etc., regarding the incident or involved individuals and/or any recent activity on social media that has been brought to your attention 
· [Check any Financial Aid or Bursar/Student Accounts concerns]

Mental Health Care Representative
· Read the agenda and new referrals in advance of the meeting and complete the following:
· Check if they are a previous or current client
· Check for a release of information (ROI) and/or expanded informed consent (EIC) on file
· Gather relevant information and share during the meeting if an ROI/EIC is on file
· If no ROI/EIC, or if individual is not a client (current or previous), prepare to provide general mental health consultation without diagnosing the individual or disclosing protected client information

Student Conduct Staff Member
· Read the agenda and new referrals in advance of the meeting and complete the following: 
· Check for prior student conduct history, including incident reports, findings, and educational sanctions
· [Check for academic dishonesty reports]
· Determine if the reported behavior is a potential violation of the code of conduct and will be referred to Student Conduct
· Determine if Student Conduct should implement interim actions 
· Ensure due process/fundamental fairness rights 

Campus Security/ Law Enforcement Representative
· Read the agenda and new referrals in advance of the meeting and complete the following: 
· Run individual’s name through law enforcement databases (institutional and local/state databases)
· Collect relevant crime or incident reports
· Check for internal contact with individual
· If relevant, gather vehicle registration and parking information
· [Check for concealed carry permits or registered weapons]
· Check social media, looking for concerning or threatening posts

Housing and Residence Life Representative
· Read the agenda and new referrals in advance of the meeting and complete the following: 
· Check if student currently lives on campus, if so
· Verify where the student lives
· Identify roommates if any
· Check with Resident Assistant(s) and/or Residence Hall Director(s) for any contact with or updates on student
· Check swipe system to determine the last time the student accessed residence hall, laundry facilities, and/or dining center
· Check internal housing/residence life database for incident reports/notes on student 

Case Management Representative or Non-Clinical Case Manager 
· Read the agenda and new referrals in advance of the meeting and complete the following: 
· Check if student is currently working with case management
· Gather relevant collateral information (e.g., services provided, resources recommended, intake form information)
· Check if there is an ROI/EIC in place for other providers, and if so, get updates from them as needed

Inner Circle

Academic Affairs Representative
· Read the agenda and new referrals in advance of the meeting and complete the following: 
· Check academic transcript and history (e.g., attendance, performance, major changes, withdrawals, academic probation)
· Check academic advising notes
· [Check for academic dishonesty and academic disruption reports]
· Collect and share updates from current professors, advisors, Registrar, etc. (if appropriate)

Accessibility Services Representative 
· Read the agenda and new referrals in advance of the meeting and complete the following: 
· Check if	student is currently registered with Accessibility Services
· Gather relevant collateral information (e.g., accommodations offered and usage)
· Check if there are any ROI/EIC in place for other providers, and if so, get updates from them as needed
· Prepare to provide general accommodations/disability consultation on individuals not registered with Accessibility Services (if applicable)

Human Resources Representative
· Read the agenda and new referrals in advance of the meeting and complete the following: 
· Verify employment
· Check with current supervisor for concerns and/or additional information
· Check employment records for relevant information

Student Health Services Representative
· Read the agenda and new referrals in advance of the meeting and complete the following: 
· Check if there is an ROI/EIC in place for on campus health services or other provider
· Provide information on current medical challenges and treatment recommendations
· If no ROI/EIC, or if individual is/has not been a patient, prepare to provide general consultation on medical and health-related issues or to help connect the individual with treatment options, without diagnosing the individual or disclosing protected patient information

Middle Circle

Athletics Representative
· Check the agenda and determine if you have information about a referred individual. If so, plan to contact the Chair to discuss attending the meeting and complete the following:
· Check with coaches for concerns and/or additional information
· Check with related areas, including athletic training and academic support from athletic department, for relevant information or updates on the student athlete

General Counsel
· Be available for consult from Chair regarding cases in need of legal guidance
· Consult or join team meetings, read referrals, and other relevant case information
· Prepare to discuss the case with the team, offering consultation and viable options for the team to consider
· Maintain a consultative role, supporting the mission and policies of the BIT/CARE team



International Services Representative
· Check the agenda and determine if you have information about a referred individual. If so, plan to contact the Chair to discuss attending the meeting and complete the following:
· Check Visa status 
· Gather relevant collateral information
· Provide general consultation related to Visa-related matters, cultural considerations, relevant international crises, cultural adjustment challenges, and availability of resources in support of international individuals

Multicultural Affairs Representative
· Check the agenda and determine if you have information about a referred individual. If so, plan to contact the Chair to discuss attending the meeting and complete the following:
· Participation in office-sponsored/affiliated programs/clubs/organizations
· Get relevant updates from appropriate club/organization advisors
· Review reports of any identity-based incidents relative to the student
· Report any recent activity on social media, contact from parents/guardians, news outlets, etc., that may be occurring in the campus community regarding the referral

Title IX Coordinator or Deputy Title IX Coordinator
· Check the agenda and review for individuals involved in Title IX reports and/or complaints. If there is a report/complaint (current or prior), plan to contact the Chair to discuss attending the meeting and complete the following:
· Check for any active supportive measures/interim actions (e.g., academic adjustment, no contact order) associated with the individual
· Consider additional available supportive measures/interim actions that may be offered, consistent with Title IX requirements
· Collect any important dates/information for any active reports/complaints
· Check for any previous reports/complaints, findings, and sanctions (if applicable)

Veteran Affairs Representative
· Check the agenda and determine if you have information about a referred individual. If so, plan to contact the Chair to discuss attending the meeting and complete the following:
· Provide relevant information (e.g., updates from Veteran Affairs staff members, service branch, G.I. Bill status)

Outer Circle

Outer circle members function as the primary source of referrals to the team. They may also be asked to check in with individuals referred to the team, speak with them directly about any challenges, and assist in interventions when an established relationship exists. Outer circle members do not attend meetings or have access to the database. The following is a list of common outer circle members, but others may be included based on the needs of the referral and the structure of the institution.

· Academic Advisors
· Athletic Coaching Staff
· Club/Student Organization Officers and Advisors
· First-Year Experience Faculty
· Fraternity and Sorority Life Staff
· Orientation Leaders 
· Religious Life Staff
· Resident Advisors and Hall Directors 
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