

Out of office email templates

Out of office messages ensure your clients know about your unavailability, helping to prevent misunderstandings.  
 
In these email templates I’ve provided a lot of alternatives.  Feel free to adapt them to whatever best suits your clients and your business. 

Email Template 1 – Upcoming absence

Subject: Upcoming Leave Notification & Support Resources

Dear [Client's Name],

I hope you're doing well. I’ll be on leave from [Start Date] to [End Date], and during this time, I won’t be available for sessions or email correspondence.

If you’d like to schedule an appointment for my return, please book online at [Booking Link].

If needed, you may also reach out to [Colleague’s Name, if applicable] at [Colleague’s Contact Info] for interim support.

If you require urgent support while I am away, please consider the following resources:
· Emergency Services – 000 (if you or someone you know in crisis and needs immediate help)

Other options for help
· Lifeline – 13 11 14  Crisis Support 24/7 
· Beyond Blue – 1300 224 636 or chat online
· 1800 Respect – 1800 737 732 Support for sexual assault or domestic and family violence
· MensLine Australia – 1300 789 978
· 13YARN – 13 92 76 Crisis support for Aboriginal and Torres Strait Islander people
· Kids Helpline – 1800 551 800
· Suicide Callback Service – 1300 659 467
· Open Arms – 1800 011 046 for veterans and veteran families

For a full list of national mental health helplines, chats, and support groups, you can visit: Beyond Blue – Helplines and Support Groups.


Looking forward to reconnecting with you after my break. 

Take care, 
Best regards,
[Your Name]
[Your Practice Name]
[Your Contact Information]
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Email Template 2  – Out of the Office and returning date

Subject: Out of Office – Returning [Return Date]

Hello,

Thank you for your email. I’m currently on leave until [End Date] and will not be available during this time. 

I’ll respond to your email as soon as possible upon my return. If you need to schedule an appointment with me when I’m back, you can book online at [Booking Link].

If you need support in the meantime, here are some places you can reach out to:
· Emergency Services – 000 If you or someone you know in crisis and needs immediate help

Other options for help
· Lifeline – 13 11 14  Crisis Support 24/7 
· Beyond Blue – 1300 224 636 or chat online
· 1800 Respect – 1800 737 732 Support for sexual assault or domestic and family violence
· MensLine Australia – 1300 789 978
· 13YARN – 13 92 76 Crisis support for Aboriginal and Torres Strait Islander people
· Kids Helpline – 1800 551 800
· Suicide Callback Service – 1300 659 467
· Open Arms – 1800 011 046 for veterans and veteran families

For a full list of national mental health helplines, chats, and support groups, you can visit: Beyond Blue – Helplines and Support Groups.

If needed, you may also reach out to [Colleague’s Name, if applicable] at [Colleague’s Contact Info] for interim support.

Thank you, I look forward to connecting with you soon.

Best regards,
[Your Name]
[Your Practice Name]
[Your Contact Information]
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