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Campus Assessment Response Evaluation and Solution Team 

Introduction 

 

College students can often have difficulty adjusting to college life, but in some cases 
students that are in mental, physical or psychological distress cannot function in their 
personal lives and/or focus on learning. Due to these difficulties, BridgeValley 
Community & Technical College (BVCTC) has developed a plan and selected a 
committee to address potential problems of this nature. In response, BVCTC has 
established the Campus Assessment Response Evaluation and Solution team (CARES) 
to serve as an additional measure for campus safety.  
 
BVCTC is committed to providing a campus environment that is conducive for students 
to develop their full potential. BVCTC promotes student success, prepares a skilled 
workforce, and builds tomorrow’s leaders by providing access to quality education. 
BVCTC acknowledges that students in mental, physical, or psychological distress may 
have difficulty learning and/or functioning in their personal lives and offers support to 
these students. In addition, there may be times when the college is required to respond 
to students who may directly threaten the safety and security of themselves and others. 
Through development of the CARES team, the college has created a mechanism to 
identify students in distress and to identify students who pose a potential threat to 
campus safety. This mechanism will initiate support and safety interventions, which will 
provide students with the greatest chance of success and the campus community an 
increased level of protection. 
 
This document will outline the campus CARES team procedures, which does not 
replace existing academic or Student Code of Conduct procedures, nor does it 
supersede existing local, state and/or federal laws. Except where otherwise noted, the 
procedures in this directive apply to all students. 
 
The college may add, revoke, or modify these procedures to best meet the needs of the 
particular situation. Circumstances may dictate or necessitate procedural changes in 
policy implementation or enforcement that are not part of this policy, and this document 
will be continually changing to best reflect the operating procedures of the college and 
the CARES team. 
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Definition:  
 
CARES team (Concern, Assessment, Response, Evaluation, and Solution) 
The CARES team is a small group of appointed school officials who meet regularly to 
collect and review concerning information about at-risk students, faculty, staff and 
community members and develop intervention plans to assist them. The CARES team 
takes referrals from the campus community and reviews them to determine the level of 
risk or concern and then to develop action plans to address the risk. Referrals will be a 
three phase process. 
 
 
 
 
 
 
 

Mission Statement 

 
The CARES team is a campus wide team of appointed staff and faculty responsible for 
identifying, assessing, and responding to concerns and/or disruptive behaviors by 
students, who struggle emotionally, or psychologically, or who potentially pose a risk to 
the health or safety of the individual, college, or its members. 

Responsibilities 

The primary duties and responsibilities of the CARES team include the following tasks: 

 Provide early support for and intervention to students exhibiting behaviors of 
concern in order to best serve them and enhance their opportunities for success 
as well as to protect the campus community; 

 Receive reports from members of the campus community about concerning or 
disruptive student or faculty/staff behaviors; 

 Address these reports through an established threat assessment and 
management process; 

 Develop and select potential interventions and responses that are informed by 
the assessment process; 

 Assign and communicate roles and responsibilities for implementation of 
interventions and responses to appropriate individuals, including the student of 
concern, CARES team members, faculty, staff, and community resources; 

 Follow up on interventions to address their effectiveness, and make adjustments 
as needed; 

 Inform the campus community of the CARES team, and educate and empower 
the campus community members regarding the need, purpose, and mechanisms 
for reporting and intervention; 

Gather Data 
Risk 

Rubric/Analysis 
Intervention 
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 Provide education and consultation to the campus community regarding 
responding to students and/or faculty/staff of concern. 

CARES Team Membership 

Team Membership Description 

The CARES team consists of college personnel with expertise in law enforcement/threat 
assessment/tactical applications, student affairs, medical and mental health. 
Membership is based on the position and not the individual. The members selected 
have regular contact with campus community members in some manner, which will aid 
in assessment of persons of concern. Members have the authority to receive a CARES 
recommendation and take the appropriate action. A collaborative process to assess 
threats and concerns will be used. Depending on the situation, personnel with areas of 
specialization or responsibility may be called upon to assist the team. The team may 
also consult with other individuals as needed such as a faculty member who has a 
concern about a student, faculty/staff member, a professional counselor to share 
expertise, and/or a manager who has information concerning a student/employee. 
 

Core Team Members include   

 Chief Human Resources: Vacant 

 Assistant Dean of Students/Director of Counseling: Carla Blankenbuehler  

 Chief of Campus Police: Basra Fakir 

 Vice President of Student Affairs: Todd Jones 

 Vice President of Academic Affairs: Suzette Breeden  

 Assistant Professor/ EMS Program Director: Brittany McClure  

 Associate Vice President for Student Engagement: James McDougle  

 Vice President of Operations: Jason Stark 
 
 
 

CARES Team Liaisons 

 

The CARES Team will work with other College personnel as needed based on the 

issues reported in the CARES Report. These Liaisons will assist the team with specific 

individual cases by providing additional resources and information. Liaisons include, but 

are not limited to, the following: 

 

 Dean of Health and Nursing 

 Dean of General Education Liberal Arts and Sciences 

 Dean of Business, Legal, Creative Entrepreneurship and Technical Studies 
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 Director of Military and Veteran Services 

 Director of Accessibility Services 

 Others as needed 

Training 

 

Training for the core team should be organized on a regular basis, with topics including, 

but not limited to: threat assessment, legal issues, insights into different professional 

approaches/perspectives (e.g., mental health and law enforcement), risk management, 

documentation, and other policies and procedures that the team may need to 

understand to function effectively. Training is coordinated through the chair and vice 

chair of the CARES team. 

Expectations 

 

All Core CARES team members are expected to: 

 Attend all scheduled meetings. 

 Review and familiarize with current CARES cases prior to attending. 

 Be prepared to report and share appropriate information for individuals listed on 

the CARES report. 

 Utilize advocate by simplicity as a tool for documenting and supplementing 

CARES reports in regards to their scope of influence on the case. 

 Provide additional outreach and support for individual cases as determined by 

the CARES team recommendations in an individual’s action plan. 

 Be familiar and have the ability to apply NaBita Threat Assessment Tool (see 

appendix) to cases. 

 Maintain students’, faculty/staffs’ privacy and follow established processes. 

 Communicate directly with the CARES Chair should their standing or presence 

on the CARES team alter from the directives listed above (including but not 

limited to: reporting inability to attend Meetings and any concerns or feedback for 

the CARES team’s management. 

 

BridgeValley Website/Intranet 

The CARES referral form can be located on the Student Affairs Intranet site. The 

website page is currently still under construction. 
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Records  

 

Records created by the CARES team related to individual students are considered 

“educational records” and as such are protected in accordance with the Family 

Education Rights and Privacy Act (FERPA), https://www.bridgevalley.edu/registrar-ferpa 

CARE team records will be maintained by the Associate Vice President and will be 

considered confidential and accessible only to the student and parties with appropriate 

access. Any CARES team member can add comments to CARES reports. 

 

PROCEDURES AND INTERNAL COMMUNICATION 

 

Referrals 

 
Any person who has concern for the well-being or safety of a student, faculty or staff, or 
who has reason to believe that an individual may pose a direct threat to themselves or 
others, has the responsibility to fill out an electronic CARES report and refer the matter 
to the CARES Team. An academic or nonacademic conduct report may be referred to 
the CARES Team for consideration.  
 
In cases deemed emergency situations, please refer to the Crisis Response Quick 
Reference in the Appendix or call 911. 
 

Preliminary Response and Risk Assessment 

 
When a CARES team report is received, the Associate Vice President (AVP) or their 
designee will assign a member of the CARES team to follow-up with the individual 
making the referral in order to obtain more detailed information about the concern. The 
AVP or designee will review each referred case since the last meeting and consider all 
information to determine the level of risk. The following scale will be utilized to 
determine what level of risk that the behavior/situation poses to the student and/or to 
others. Levels of risk can be modified at any point in the process.  
 

Level of Risk 

 
Low risk –There is no serious threat to the student of concern or others. At this  
level, any concerns between individuals can generally be resolved by addressing 
the conflict or dispute between the parties involved. Counseling and follow‐up 

https://www.bridgevalley.edu/registrar-ferpa
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support may be recommended. Generally, in this situation, the student can 
acknowledge the inappropriateness of the behavior and engage in behavior to 
make amends with the other party.  
 
Moderate risk ‐At this level, there may be a threat to self or others that could be  
carried out although there is no evidence that the student has taken preparatory 
steps. These students are generally displaying disruptive behaviors.  
 
High risk –At this level, there appears to be an imminent and serious danger to 
the safety of the student of concern or others. It appears that specific steps have 
been taken to carry out a plan to harm. 
 
The status of the CARE team report will be communicated to the Team via 
secure email or by phone as needed. Associate Vice President: 

1. Consult with college employees and other students who may have 
witnessed or have been impacted by the specific behaviors of the student 
2. Consult with the referred student to determine if there is the need to 
request recent medical, psychological, and/or health records. If there is a 
need: 

a. After obtaining a release from the student, medical or health-
related records will be reviewed and secured back in the 
appropriate office from which they originated. Medical or 
psychological representatives on the team may provide comments 
on the nature of the student’s condition in general, or specifically 
about this student. 
b. If the student declines to authorize release of information, 
decisions may be made using the information available to the 
Team.  

 

Information Gathering  

 
Information will be gathered from the referral source as well as other parties involved. 
Decisions on who to contact will be made on a case-by-case basis. The information 
gathered will be used to make appropriate decisions regarding the health, safety, and 
the overall well-being of the student and the BridgeValley community.  
 

Outreach to students may appear as follows  

 
-First Attempt-Will be via the individuals student email account 
(student@my.bridgevalley.edu) or phone call within 48 hours or two business days of 
receipt and review of the report, unless the situation is escalated and renders a direct 
call or on the scene response. The CARES team may also contact the student via their 
recruitment email urging the student to contact the Associate Vice President. In urgent 
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or emergency situations, outreach may include the following: pulling the student out of 
class, requesting a welfare check from their local police department or BridgeValley 
Police, or, with approval of the Associate Vice President contacting the student’s family 
or guardian.  
 
-Second Attempt –Following the initial phone call/email, a second call/email attempt will 
be made 3-5 days later.  
 
-Third/final Attempt –A final email will be sent to the student within 5 days of the last 
attempt. Should outreach be unsuccessful the following may occur: 
 
-If the case is listed to have a moderate risk or higher, reach out to the students 
instructors to organize a date/time to connect with the student in class. Instructors may 
also be contacted for any case to seek context on a student’s participation level at the 
College.  
 
-If the student is non-responsive but may be in need of campus resources or agencies, 
The Associate Vice President or designee may email the student with the information 
and continue to close the case.  
 
-If the student maintains a level of non-response, The Associate Vice President may 
reach out to the reporting party, academic advisors, and/or faculty members to gauge 
the individual’s status on campus (participation, attendance, etc.).  
 
-If the student is non-responsive, this is their first CARES report or their first CARES 
report in a year, and there are no escalating concerns, the CARES team may decide to 
close the case and mark it as informational.  
 

Outreach to Reporter  

 
Acknowledge receipt and will gather more information for CARES report from reporter. 
After contact with the student, reporter will be notified that the student has been 
provided support and referral while maintaining student privacy. Referrals may include 
on campus services and community agency services. 
 

Outreach to Faculty/Staff  

 
During the investigation of a CARES report, faculty and staff, e.g. Academic Advisor, 
Course Faculty may be contacted for additional information such as grades/attendance 
in classes as well as any issues that may have arisen during classes or while meeting 
with student. Additionally, after meeting with student, Faculty and Staff may be 
contacted regarding other support that may be needed in class or on campus. (Sample 
Responses located in Appendix) 
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Critical Incident Response Meetings 

 
In the event that a student poses an immediate risk to safety, health or well-being to 
anyone in the campus community, an emergency meeting can be called by the Chair (or 
their designee). The Critical Incident Response meeting will follow steps outlined below: 

 
1. For a true emergency, where there is a high risk to campus or student 

safety, campus police and other emergency personnel will be notified 
immediately. 

2. Campus police may determine that immediate interim action is necessary 
and/or may work with the CARES team to gather additional reports.  

3. If College Police are notified, the risk is considered to be a Moderate+. 
The CARES team will request reports from instructors, academic advisors, 
accessibility services, campus police, and other relevant offices; criminal 
history will be checked, along with social media; interviews will be 
conducted. The CARES team may also notify appropriate personnel for 
intervention and request a follow up report. 

4. Reviewing gathered information, the team will evaluate using the NaBITA 
tool and recommendations will be made to either close the case or refer. 

5. If the student is referred, the CARES team will receive follow up 
information from the referral, i.e., mental health assessment, 
determination of threat level, and recommendations. 

6. Information will be reviewed by CARES team, and begin the process back 
with #4. 

 

CARES team Meetings 

 

 The CARES team meets bi-weekly, but may meet more often during instances of 
emergencies.  

 Communication (verbal and written) involving students among CARES team 
members is confidential and always respectful of the student. 

 The CARES team recognizes certain members of the College community (i.e. 
physicians, counselors, legal representatives, and law enforcement personnel) 
have legal and ethical limitations on information that may be shared when 
discussing a student’s behavior or health status.  

 The team designee will update team members on pending cases prior to regular 
meetings. Team members are expected to review information prior to the 
meeting. 

 CARES team members are encouraged to communicate in person, via email or 
telephone (in emergencies). 
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 Any CARES team member may request an emergency meeting in the event that 
it is needed. 

 The meeting will be conducted by the Chair of CARES team or designee and a 
team designee will keep minutes for each meeting. 

 Communications may be made between the CARES team and external 
constituents, or those initiating the referral to the CARES team as deemed 
necessary by the team and within FERPA guidelines, HIPAA or other national 
requirements. 

 Meetings will include the following process: 
a) Briefing on cases received since last meeting and any cases of concern. 
b) Review of any relevant documentation including student interviews, 

faculty/staff information and other information related to case.  
c) General discussion and recommendation by the team based on the 

NaBita Threat Assessment Rubric (see appendix) and/or an internal 
evaluation to classify the mental and behavioral health of the student and 
the risk to themselves or others. Possible Intervention Strategies will be 
discussed and recommended for each case. 

 

Intervention Strategies  

 
In most cases, students displaying concerning behaviors are willing to work with the 
College and to obtain the assistance necessary to complete their educational program. 
When students are in distress, feeling that they have support for resolving the concern 
may serve as prevention and provide the opportunity for student learning. Based on the 
behavior displayed by the student and the assessment by the CARES team, the 
CARES team may make any of the following recommendations for intervention. 
Recommendations are made in consultation with the appropriate College department or 
administrator who takes any final action in collaboration with the Associate Vice 
President.  
 
Referral to College and/or Community Resources ‐The CARES team may refer the 
student to Student Counseling and Psychological Services and/or Student Health 
Services for intervention and connection with appropriate college and community 
resources. 
 
Voluntary Withdrawal from Classes–Based on discussion with members of the CARES 
team, the student may choose to temporarily take time away from the college to deal 
with concerns. This may be either a Medical or Hardship withdrawal. For additional 
information, please see section for Voluntary and Involuntary Withdrawals.  
 
Referral to Disciplinary Process–The CARES team will make this referral to the 
Associate Vice President Life or his/her designee when it is determined that the student 
behavior may be in violation of the student code of conduct.  
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Mandatory Direct Threat/Safety Assessment–The CARES team may recommend that 
the student, who is determined to be at high risk for danger to self or others, be required 
to participate in a mandatory assessment. The mental health consultant will conduct an 
assessment of direct threat, provide assistance in gaining access to emergency care for 
the student as needed, assist the student in establishing ongoing treatment as needed, 
and provide feedback and recommendations to the CARES team.  
 

Involuntary Withdrawal from Classes–In extremely high risk situations, the CARES team 

may find it necessary to recommend to the Vice President of Student Affairs an 

involuntary withdrawal for a dangerous student who will not comply with the requests of 

the CARES team or agree to a voluntary withdrawal. Involuntary withdrawals will be 

determined based on the opinion of the mental health consultant that the student poses 

a risk to student safety, health or well-being. The CARES team will follow established 

protocol up to and including options for involuntary withdrawal. The length of withdrawal 

and conditions for re‐enrollment at the College will be determined by the Vice President 

of Student Affairs at the time that the withdrawal is imposed. For additional information, 

please see section for Voluntary and Involuntary Withdrawals. 

 

Criminal Charges‐Students who have engaged in behavior that may be in violation of 

local, state or federal law may be referred for criminal prosecution. The BridgeValley 

police will ensure a comprehensive investigation is conducted and determine whether 

probable cause exists for the filing of criminal charges. If probable cause is established, 

the college will consider prosecution as an intervention option.  

 

Follow‐Up and Monitoring  

 

In addition to any of the specific intervention strategies described previously, the CARE 

team will determine a plan for follow‐up monitoring of each student. This may include 

checking with faculty and staff regarding student behavior and periodic meetings with 

the student and an assigned counselor or CARES team member. 

 

Mandated Health Assessment 

 

1. Instances may arise when the CARES team determines that a mental health or 

medical assessment may be necessary to rule out a mental health or medical 

issue leading to the student crisis. 

2. When a student is mandated to be assessed by mental health services 

(counseling or psychiatry), the student will receive written notification from the 
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Associate Vice President. The student should be given a reasonable timeline of 

when the assessment should be completed. Any off campus cost of the 

assessment will be the responsibility of the student. 

3. The CARES team will reconvene following the mandated mental health 

assessment to review the assessment and any pertinent medical records the 

student has provided. The CARES team will provide a written notification to the 

student regarding recommendations. Possible outcomes following the review 

include, but are not limited to: 

a. No further action, or suspension of the process, if the information 

indicates that the student poses no direct threat to themselves or 

others; 

b. Referral to a healthcare provider or an outside agency for additional 

assessment or further evaluation;  

c. Voluntary or involuntary withdrawal.  

 

Voluntary and Involuntary Withdrawal for Medical and/or Psychological Reasons  

 

BridgeValley is committed to the safety and well-being of all its community members. In 

extreme circumstances, and after all other possibilities have been explored, the CARES 

team may determine that it is in the best interest of the student and the College 

community to transition the student away from the academic environment. This 

recommendation encourages a student to withdraw voluntarily and seeks to ease that 

transition and potential return to the College.  

 

In those instances, where encouragement for the student to withdraw voluntarily has not 

been successful, an involuntary withdrawal may be implemented. This recommendation 

does not take the place of disciplinary action for a student’s violations of the Code of 

Conduct. This recommendation is to be used only in extraordinary circumstances where 

it is determined that other policies are inadequate or inappropriate. 

 

Student-Initiated (Voluntary) Withdrawal 

  

Students who withdraw voluntarily from the College for medical or psychological 

reasons may be eligible to do so under the College’s policies and procedures regarding 

medical withdrawals at the discretion of the Associate Vice President of Student 

Engagement or Designee. The Associate Vice President of Student Engagement or 

Designee will work with appropriate Faculty members for incomplete grades or other 
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academic accommodations. The Associate Vice President of Student Engagement or 

Designee will assist the transition of the student to resources better able to support their 

needs.  

 

Medical and Hardship Withdrawals  

 

Students may request a Medical Withdrawal when the student experiences a medical 

emergency or condition that occurs which prevents them from completing their course 

work for the current semester. Students may request a Hardship Withdrawal when 

he/she has experienced an unexpected occurrence in their life that may require that 

he/she withdraw from all classes for the semester. A Hardship Withdrawal would include 

an emergency, crisis or unavoidable circumstance such as the injury, illness or death of 

an immediate family member, a fire or other personal disaster, financial (loss of job by 

the student or head of their household or employer-initiated job change). 

1. Requests for a medical or hardship withdrawal must be made by the last day of 

classes for the current semester.   

2. Requests for previous semesters from which a grade has already been assigned 

requires additional documentation. More information on Medical and Hardships 

withdrawals including the process is located in the appendix. 

 

College-Initiated (Involuntary) Withdrawal  

 
A student may be withdrawn involuntarily if there is clear and convincing evidence that 
his/her medical, psychological, or behavioral conditions pose a danger to others. 
College-initiated withdrawal will be conducted by the CARES team and only after all 
other options have been exhausted.  
 

Process for Involuntary Withdrawal 

 
A student who is being considered for involuntary withdrawal will be notified in writing by 
the CARES team. If the student would like to request a hearing before the CARES 
team, he/she must request a hearing within two business days of receipt of the written 
notification. If a student requests a hearing, it will be conducted as soon as possible, but 
no later than five calendar days after the request is made, unless both the student and 
the CARES team agree that a postponement is necessary. At a hearing before a panel 
of at least three members of the CARES team, the student will be allowed to present 
any evidence that he/she believes demonstrates that involuntary withdrawal is not 
necessary. If a student fails to appear at a scheduled hearing, the CARES team will, at 
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its discretion, conduct the hearing in the absence of the student. To insure due process, 
the student is entitled to: 

1. Written notice of the charges and of all the evidence that will be used  
during a hearing process for involuntary withdrawal. 

2. A formal hearing where the respondent can introduce independent  
medical opinions and/or evidence. 

3. Hearing board consideration of all evidence presented at the hearing. 
4. The respondent has the right for an advisor or counselor of their 
    choosing to attend the hearing, but any advisor or counselor  
    accompanying a party will not be permitted to speak or participate     
    directly in the hearing and will be limited to speaking only to the party for        
    which they are advising. The student may request to have one additional     
    advisor or counselor sit with him/her at the hearing. The request should 
    be made in writing to the Associate Vice President of Student    
    Engagement or his/her designee. 
5. Clearly outlined reinstatement terms and the right to appeal.  

 

Appeal Procedures  

 
Students who are withdrawn involuntarily may appeal in writing to the Vice President of 
Student Affairs or his/her designee. An appeal must be submitted within five business 
days of the student receiving notification of an involuntary withdrawal. A decision must 
be made by the Vice President of Student Affairs or his/her designee no later than five 
business days after receipt of an appeal.  
 
Appeals must be made in writing and on the following basis:  

i. The student was not afforded due process, as defined by this policy. 
ii. The decision by the CARES team was arbitrary and capricious (that is the 

decision was not based on substantial evidence) 
iii. There is new evidence that is sufficient enough to alter the original 

decision, and this evidence was not known by the student at the time of 
the hearing. Appellate decisions after reviewing the request for appeal, the 
Vice President of Student Affairs or his/her designee may: 

i. Request additional information from the appealing student 
and/or the CARES team 

ii. Uphold the decision of the CARES team of involuntary 
withdrawal.  

iii. Remand the case back to the CARES team for further 
consideration CARES team Actions. If a student is 
withdrawn involuntarily, the CARES team will immediately 
prepare a list of offices to be notified of the decision. The list 
normally will include, but is not limited to, the following 
offices: academic dean of the major or program in which the 
student was enrolled, Registrar, Financial Aid, Conduct 
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Office, Bookstore, and Public Safety. Other offices or 
individuals may be notified of the decision if the CARES 
team determines such notification is necessary to protect the 
health and/or safety of either the student or third parties. 
Students who are involuntarily withdrawn from the College 
will be allowed to petition the CARES team for readmission 
during a subsequent term. A petition must present clear and 
convincing evidence that they no longer pose a danger to 
others. The CARES team may impose reasonable conditions 
upon students who are readmitted after being involuntarily 
withdrawn. Failure to comply with conditions may result in 
the student being withdrawn immediately from the College. 

 

Effect of Involuntary Withdrawal 

 
Students who have been involuntarily withdrawn from the College are generally not 
permitted to be on College premises or participate in College events. However, a 
student who has been involuntarily withdrawn or suspended on an interim basis pending 
an appeal may be on campus, with the permission of the Vice President of Student 
Affairs or his/her designee. Students are responsible for contacting appropriate College 
offices to ensure that their academic and financial affairs are in order. All determinations 
as to the effect of an involuntary withdrawal in these areas will be made by the 
applicable offices in accordance with existing College policies. 
 

Behaviors Resulting from a Disability 

 
In the case that a student with a disability poses a risk to student safety, health or well-
being, the CARE team will follow established protocol up to and including options for 
involuntary withdrawal. Procedures will be in accordance with the Rehabilitation Act of 
1973 as amended, the Americans with Disabilities Act of 1990, the Americans with 
Disabilities Act –Amendments Act, Accessibility Services office should be consulted. 
 
 

ADDITIONAL DUTIES OF CARES TEAM 

 

Outreach and Training 

 
The CARES team has the responsibility to inform and educate the College community. 
The college community must be aware of the CARES team, the need and purpose for 
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intervention, the procedure for filing a report and how to contact members of the Team 
with concerns. Campus wide training is incorporated into faculty and staff annual 
trainings, new employee and student orientations  
 

Annual Report and Review 

 
The CARES team will provide the Vice President of Student Affairs with an annual 
report during the regular cycle of annual assessment. The report will include quantitative 
information about CARES reports as well as any training and program awareness to 
College faculty and staff. CARES team will do an annual review of the Protocol and 
Procedure Manual and make any necessary revisions. 
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Appendix 

 
Appendix A: Crisis Response Quick Reference 

Appendix B: NaBita Threat Assessment Tool 

Appendix C: NaBita Risk and Tools 

Appendix D: NaBita Examples of Behavior 

Appendix E: Red flags, warning signs and indicators 

Appendix F: CARES Team flowchart 

Appendix G: Sample Feedback to Referral Source 

Appendix H: Medical and Hardship Withdrawal Information 

Appendix I: Frequently Asked Questions 

Appendix J: BridgeValley sample CARES referral form 

Appendix K: BridgeValley sample CARES letter 

Appendix L: BridgeValley sample of CARES Meeting Agenda and Notes 

Appendix M: References and Resources  
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Appendix F 

  

 

Harm to others 

Contact BridgeValley Police 

Emergency meeting 

Contact Care team for emergency 

meeting. 

Harm to self 

Contact BridgeValley Police and or 

Counselor for emergency evaluation 

(After hours, contact BridgeValley 

Police) 
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Appendix H 

Medical and Hardship Withdrawal Information Sheet 

How to Apply 

1. Read this Medical and Hardship Withdrawal Information sheet and Frequently Asked 

Questions completely. You are responsible for reading and understanding the Adding, 

Dropping and Withdrawing from Courses policy before submitting an application. 

2. Compete and sign a Medical Withdrawal Application Form or a Hardship Withdrawal Form. 

3. On a separate sheet of paper, type and sign a personal statement requesting a medical or 

hardship withdrawal. The following questions should be answered in your statement. 

i. What is the nature of your medical/hardship situation? 

ii. When did your medical issue or hardship begin or occur? 

iii. How does your medical/hardship issue prevent you from completing your 

coursework for the semester? 

iv. The last date that you attended each course you were/are taking. 

4. Submit official documentation that supports your personal statement. 

5.  Submit all items as a complete application packet. The application will not be processed 

until all documentation listed above is received: Packets can be mailed to: 

 

Associate Vice President 

2001 Union Carbide Drive 

South Charleston, WV 25313 

 

Application Deadline 

 

Application for a medical withdrawal must be received by the last day of class for the semester. 

After the semester ends these are reviewed on a case by case basis by the Associate Vice 

President. 

 

 

Students may request a Medical Withdrawal when the student experiences a medical emergency or condition 

that occurs which prevents them from completing their course work for the current semester.  

 

Students may request a Hardship Withdrawal when he/she has experienced an unexpected occurrence in their 

life that may require that he/she withdraw from all classes for the semester. A Hardship Withdrawal would 

include an emergency, crisis or unavoidable circumstance such as the injury, illness or death of an immediate 

family member, a fire or other personal disaster, financial (loss of job by the student or head of their household 

or employer-initiated job change). 

 

1. Requests for a medical or hardship withdrawal should be made by the last day of classes for the 

current semester. 

2. Requests for previous semesters from which a grade has already been assigned requires additional 

documentation and the professor for each course must be willing to complete a Grade Change Form. 
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Student Services 

Medical and Hardship Withdrawal 

Policy and Process Information 

 

Required Documentation 

 

Submit official documentation that supports your personal statement. Examples of 

Medical/Hardship Withdrawal documentation include: 

Type-written correspondence, on office letterhead from a licensed healthcare 

professional (i.e. physician, psychologist, and/or psychiatrist). The letter must be signed 

by the healthcare professional. The letter should include the reason (medical or 

psychological) necessitating the withdrawal and how the issue interfered with the 

completion of your coursework for the semester, and the name, title and phone number of 

the office representative who can verify the authenticity of the letter. Documentation on a 

prescription pad is unacceptable. 

Official and/or notarized forms, documents, or correspondence from a state agency, a 

governmental entity, or reputable business. 

Death certificate, funeral program, and/or obituary with the deceased name, date of 

death, and funeral home contact. 

A letter from an employer or supervisor on company letterhead stating mandatory job 

change(s) and date(s) of the change(s). The letter should include the name, title, and 

phone number of the company representative who can verify the authenticity of the letter, 

preferably a human resources professional. 

A Medical/Psychological Re-Enrollment Request Health Provider Report Form will be 

required to return to classes following an approved medical withdrawal (see below). 

 

All documentation is subject to verification by the Associate Vice President.  If false 

documentation or misrepresented information is submitted, you will be referred for an 

alleged violation of the Student Code of Conduct and your request will be denied.  

 

Requests for a partial withdrawal 

 

A Medical or Hardship withdrawal normally applies to all courses for the semester, but in 

exceptional cases, a withdrawal may be granted for some but not all of the courses. To have a 

request for a partial withdrawal considered, you must clearly explain and demonstrate, through 

documentation, how and/or why your non-academic issues impacted only a portion of your 

coursework.  

 

Incompletes  

 

Students requesting an incomplete grade due to unavoidable circumstances should contact the 

instructor of the course. Eligible students will have an opportunity to complete the course within 

an established amount of time as published in the academic calendar. 

 

 



32 
Rev. 8/2021 

Medical Withdrawal  

 

In cases of students requesting a medical withdraw. Medical withdraws will be reviewed by the 

Associate Vice President or designee. Medical withdraws are reviewed upon a case by case 

basis. The Associate Vice President will consult with appropriate college officials when 

necessary.  

 

 

Returning to School 

 

 In order to return to school following an approved medical withdrawal, a letter of clearance 

from the same healthcare professional who provided the documentation for the original medical 

withdrawal will be required in order to demonstrate that the student is able to return to school. A 

completed Medical/Psychological Re-Enrollment Request Health Provider Report Form must be 

submitted to the Medical Review Committee for approval to return to school.  

 

 Important Considerations Students withdrawing from any or all of their classes should be 

aware that a reduction of their course load may affect other aspects of their academic and campus 

life, and they should contact these offices to discuss any potential impact. 

 

Enrollment Services: Financial Aid 304.205.6700 

Satisfactory Academic Progress –SAP 

 

Veterans Benefits: Military and Veteran Services 304.734.6620 
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Appendix I 
 

Frequently Asked Questions 

 

Is it guaranteed that my Medical or Hardship withdrawal will be approved? 

There is no guarantee that a request will be granted. Requests are reviewed by the Medical 

Withdrawal Committee on a case by case basis and must be supported by documentation to be 

considered and approved. 

 

How will my Financial Aid or Account Balance be impacted? 

A Medical or Hardship Withdrawal is not intended to clear or decrease your account balance, 

entitle you to receive a refund, or cancel your obligation to repay tuition and fees and/or awarded 

financial aid for the semester in which you receive a withdrawal. Students requesting a Medical 

or Hardship Withdrawal should consult with Financial Aid to identify the impact of a 

Withdrawal on their Student Account and/or eligibility to receive Financial Aid in subsequent 

semesters. 

 

What will happen to my grades? 

If a Medical or Hardship Withdrawal request is granted, you will receive a grade of WA 

(Administrative Withdrawal) or WH (Health Withdrawal). If you have voluntarily withdrawn or 

have been administratively withdrawn for nonattendance or nonpayment, you are not eligible to 

receive a Medical or Hardship Withdrawal. Grades of WA or WH allows the student to withdraw 

from the course without an academic penalty. 

 

Should I take my finals? 

The Adding, Dropping and Withdrawing from Courses policy does not specify if a student 

should take final exams. However, the Medical and Hardship Withdrawal procedures state that a 

student must have a non-academic situation which prevents them from completing their 

coursework. If a student completes the semester and takes exams, the Medical Withdrawal 

Committee normally rules that a student has completed the semester and is not retroactively 

eligible for a Medical Withdrawal from that semester.  

 

Will my application be kept confidential/private? 

The decision on your request is shared with the following individuals for processing purposes, 

Office of the Registrar, Financial aid and/or the Chief Financial Officer of the College and your 

instructors for processing purposes. The nature of the issues will only be disclosed as “medical” 

or “hardship.” Your personal statement and documentation will not be shared outside of the 

CARES team unless you give permission or pose an immediate threat to yourself or others. This 

includes, but is not limited to: family, friends, or college officials.  

 

Am I required to sit out a semester/can I sit out a semester?  

Students are not required to sit out a semester, however it is important to analyze your situation 

to determine the likelihood of your situation impacting classes the next semester. Please refer to 

the college catalog for information on Readmission Requirements for students who have been 

not been enrolled for consecutive semesters.  
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Can I return to school after a Medical or Hardship Withdrawal? Students approved for a 

medical withdrawal will require a clearance to return to school. The healthcare professional who 

submitted the documentation for the withdrawal must complete and submit the Physician or 

Mental Health Professional’s Assessment and Recommendation Regarding Student’s Readiness 

for Reenrollment form. A hold will be placed on the student’s record until the form has been 

submitted and approved. Students approved for a hardship withdrawal can return with no 

restrictions. 

 

It is the student's responsibility to withdraw officially in accordance with college regulations as 

printed in the BridgeValley Catalog. 
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Appendix K 
 

Sample CARES letter 
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Appendix M 
 

 

References and Resources 

 

NaBita: The National Behavioral Intervention a Team Association is an organization for the 

support and professional development of behavioral intervention team members: 

https://nabita.org/ 

 

Augusta University BIT Policies and Procedure Manual 

https://www.augusta.edu/careteam/careprotocolandproceduremanual2017.pdf 

 

Texas A & M University Central Texas BIT Policies and Procedure Manual: 

https://www.tamuct.edu/departments/student-affairs/bat.php 

 

Lake Land College Behavioral Intervention and Violence Prevention Plan/Team Handbook: 

https://www.lakelandcollege.edu/ss/cn/behavior/team.cfm 

 

Community College of Denver Care Team manual: https://www.ccd.edu/download/file/fid/6109 

 

The NCHERM Group is the umbrella for six linked organizations which serve to advance holistic, 

proactive prevention and risk management within K-12 schools and on college and u34niversity 

campuses: https://www.ncherm.org 

https://www.augusta.edu/careteam/careprotocolandproceduremanual2017.pdf
https://www.tamuct.edu/departments/student-affairs/bat.php
https://www.lakelandcollege.edu/ss/cn/behavior/team.cfm
https://www.ccd.edu/download/file/fid/6109

