



Sample Emergency Plan for Mental Health Professionals 

[Your Practice Name] – Emergency Plan


1. Overview: 

This emergency plan is designed to help manage the practice in case of unexpected 
events (illness, pregnancy, family emergencies, etc.) that may require temporary leave 
or adjustments to your practice. The goal is to ensure the continuation of client care, 
maintain confidentiality, and reduce disruption to your business.


2. Key Information to Prepare: 

• Personal Emergency Contact: 
Name: [Insert Name] 
Phone: [Insert Phone Number] 
Email: [Insert Email Address] 
Relationship: [e.g., Spouse, Office Manager, Trusted Colleague]


• Practice Point of Contact (for clients): 
Name: [Insert Name of trusted colleague or emergency point person] 
Phone: [Insert Phone Number] 
Email: [Insert Email Address] 
HIPAA Training Completed: [Yes/No] (Ensure this person has signed off on 
privacy practices)


• Backup Clinician or Referral List (if applicable):  
[List of licensed clinicians who can take over or refer clients in case of an 
emergency, including specialties and contact info.]
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• HIPAA-Compliant Virtual Platforms:


◦ [Zoom for Healthcare, Doxy.me, etc.]

◦ Credentials: [Insert information]

◦ Backup Virtual Option: [Another platform, if needed]


3. Communication Plan: 

• Client Notification Procedure: 
In case of an emergency, clients must be notified promptly about schedule 
changes, cancellations, or referrals. 
Immediate Actions:


◦ Inform all clients via email and/or phone about the emergency situation.

◦ If unable to personally reach out, the emergency contact person will take 

charge and notify clients.

◦ Use your website to post an emergency message indicating any 

unexpected changes to appointments.

• Website/Online Communication Update: 

Update the homepage of the website with a message like: 
“Due to unforeseen circumstances, [Your Name] will be temporarily unavailable. 
We are currently working on rescheduling appointments. Thank you for your 
patience, and we will keep you updated. For urgent matters, please contact 
[Point of Contact Name].”


4. Client Care during Absence: 

• Short-Term Absence (up to 2 weeks):


◦ Offer telehealth sessions if physically unable to meet in person.

◦ If you are unavailable for telehealth, provide a list of trusted colleagues or 

a referral network.

◦ Set emergency availability dates (if possible) to check in with clients.


• Extended Absence (more than 2 weeks):


◦ Temporary Clinician Coverage: If possible, arrange for a trusted 
clinician to take over your caseload or offer substitute therapy sessions.


◦ Client Referral Process: Provide clients with a list of mental health 
professionals in the area who specialize in the same concerns.


◦ Client Transfer Plan: For long-term cases, discuss the transition with 
your clients to ensure a smooth handover to another therapist. Include 
discussion on treatment continuity and client consent.


5. Record-Keeping and Confidentiality: 
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• Access to Client Records:


◦ Only authorized individuals (e.g., emergency point person or backup 
clinician) will have access to client records in the event of an emergency.


◦ Ensure all client records are stored securely in an encrypted, HIPAA-
compliant system (e.g., EHR or password-protected folders).


• Backup System for Appointments:


◦ Utilize online scheduling tools (e.g., SimplePractice, TherapyNotes) to 
allow clients to reschedule or book appointments automatically.


◦ If you do not use a scheduling tool, assign a trusted person to handle 
rescheduling and cancellations.


6. Action Steps for Immediate Use: 

• Step 1: Assess the Situation 
Determine whether you can continue providing services or need to adjust your 
availability.


• Step 2: Notify Key Contacts 
Contact your emergency point person to take over client communications and 
updates.


• Step 3: Adjust Client Schedules 
Post updates on your website, and reschedule or refer clients as necessary.


• Step 4: Ensure Confidentiality  
Ensure that all communications and client records are handled per HIPAA 
standards, and that backup clinicians understand privacy protocols.


• Step 5: Monitor Health & Recovery 
Prioritize your health and recovery. Only return to practice when you're fully able 
to do so without compromising client care.


7. Pre-Planning Checklist (For Emergencies) 

• ☐ Emergency contact information is up-to-date.

• ☐ A trusted point person has been identified and trained in HIPAA 

protocols.

• ☐ List of backup clinicians is available and contacted.

• ☐ Referral list of trusted clinicians in the local area is prepared.

• ☐ Telehealth options and scheduling systems are set up and tested.

• ☐ Website notification template is ready for emergencies.
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• ☐ Client contracts include language on handling unforeseen absences.
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