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Section II: SBIT Introductory Teacher Letter & 
Case Liaison Checklist (Optional)  
 

Purpose & Guidelines for Use: 
 
SBIT Teams can use this Introductory Teacher Letter as a model to write their own 
invitation to teachers who are referring to SBIT for the first time.  The Case Liaison 
Checklist provides a simple reminder about the essential responsibilities of the SBIT 
Case Liaison role. 
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SBIT Teacher Introductory Letter: Model  
 
Dear Teacher: 
 
Currently the SBIT meeting for __________________ is scheduled to occur on __________.  The 
purpose of SBIT is to develop an intervention(s) that will promote improvements in a student’s or 
classroom’s behavior and/or academic performance, discuss ways to evaluate whether the 
intervention is effective, and provide you with resources to conduct and evaluated the intervention.   
 
Prior to the meeting, we ask that you contact the student’s parent/guardian to inform them of the 
SBIT meeting and complete a teacher behavior report card, recording at least  2 instructional 
weeks (prior to the initial meeting) of behavior. The information that you provide on the teacher 
behavior report card will later help us to establish goals and evaluate the effectiveness of the 
intervention. 
 
Please be prepared to discuss the following things during the meeting: 
 the behavior/academic problems for which you are referring the student 
 the student’s academic and social strengths and weaknesses 
 select two or three behaviors or academic areas for which you wish the team to help you 

develop interventions 
 for behavioral cases: discuss how often the behaviors occur and/or how long they last 
 discuss when (before or after an event, subject, instruction, type of request/command, time of 

day) or with whom (teacher/peer) the behavior is more likely to occur 
 explain interventions that you have already implemented and why they did or did not work 
 estimate the level that the student can perform academic work independently and the level at 

which he/she is actually receiving instruction 
 incentives for which the student may be willing to work 

 
An SBIT TA or school psychologist intern will be coming into your classroom during the next week 
to collect additional information, such as a classroom observation and/or curriculum based 
assessment in reading/mathematics.  Your case-liaison, ____________________, should be 
meeting with you to discuss your referral and to help you in understanding the teacher behavior 
report card. If your case-liaison is not able to meet with you prior to the meeting, please do your 
best to complete the teacher behavior report cards prior to the meeting.  Following the SBIT 
meeting, your case-liaison will meet with you again to insure that you have all the resources 
necessary to implement and to monitor the effectiveness of the intervention.  Please see him/her at 
anytime that you need additional resources or have found that the intervention is becoming 
ineffective or has become too difficult to implement.  
 
Sincerely, 
 
Your Building SBIT Team 
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Essential Steps for the Case Liaison 
 
As the case liaison assigned to this case, you are the primary colleague 
and support throughout the process.  In addition to this role, the 
following are responsibilities of the case liaison: 
 
Prior to the initial SBIT meeting: 

  
 Meet with the teacher at least 1 week prior to the SBIT meeting and 
complete the following tasks: 

o Review the referral form with the purpose of becoming familiar with the 
student’s case. 

o Check with the teacher about progress in completing the teacher behavior 
report card and answer any questions the teacher may have. 

o Answer any questions the teacher may have about the SBIT process in 
general. 

 
After the initial meeting 
 

 Within a week after the initial meeting, meet with the teacher to 
determine the following: 

o Whether the teacher has begun implementing the intervention and if not, 
problem solve with teacher to find out why.  (e.g.- assist with finding proper 
resources and/or inform Coordinator of issue)  

o Whether the teacher has any questions regarding the intervention procedures 

o Whether the teacher needs any additional resources to implement the 
intervention 

o Whether the teacher is still satisfied with the intervention designed and if not, 
problem solve with teacher to minimally modify intervention and/or inform 
Coordinator of issue. 

 Check with the teacher approximately every 2 weeks for the duration 
of the intervention to determine: 

o Whether the intervention is being implemented as described during the 
SBIT meeting 

o Whether teacher is tracking accurate implementation 
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