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When a therapist decides to leave their practice, whether due to retirement,
relocation, or a career change, it is essential to communicate this
transition effectively to clients and professional colleagues. A therapist
leaving practice letter serves as a formal notification and can help maintain
professionalism, ensure a smooth transition for clients, and provide an
opportunity for clients to seek alternative support. In this article, we will
explore the components of such a letter, why it is important, the emotional
considerations involved, and provide a sample letter for reference.

Why a Therapist Leaving Practice Letter is
Important

A therapist leaving practice letter is crucial for several reasons:

1. Communication: It informs clients and colleagues of the therapist's
departure, which is essential for transparency.
2. Client Care: It allows clients to prepare for the transition and seek
alternative therapy options, ensuring continuity of care.
3. Professionalism: A well-crafted letter reflects professionalism and
respect for the therapeutic relationship.
4. Closure: It provides a sense of closure for both the therapist and the
clients, reinforcing the importance of the therapeutic journey.

Components of a Therapist Leaving Practice
Letter

A therapist leaving practice letter should include several key components to
ensure clarity and provide necessary information:

1. Date
- Always include the date on which the letter is written at the top of the
document.



2. Recipient’s Information
- Address the letter to the specific clients, colleagues, or institutions you
are notifying.

3. Opening Statement
- Start with a clear statement regarding the purpose of the letter. For
example, "I am writing to inform you that I will be leaving my practice."

4. Reason for Leaving
- While it’s not mandatory to provide detailed personal reasons, a brief
explanation can be helpful. Examples include retirement, relocation, or a new
career opportunity.

5. Transition Plan
- Outline any plans for referrals or resources for clients to find new
therapists. This helps clients navigate their next steps.

6. Gratitude and Reflection
- Express appreciation for the time spent working together. Reflecting on the
therapeutic relationship can be meaningful for both the therapist and the
client.

7. Contact Information
- Provide information on how clients can reach you for any follow-up
questions or concerns, as well as any relevant deadlines for client
referrals.

8. Closing Statement
- End the letter on a positive note, wishing clients well in their future
endeavors.

Emotional Considerations When Writing the
Letter

Leaving a practice can evoke various emotions for both the therapist and the
clients. Here are some emotional considerations to keep in mind:



- Grief and Loss: Both parties may experience feelings of sadness or loss.
Acknowledge these emotions in the letter.
- Change and Uncertainty: Clients may feel anxious about finding a new
therapist. Providing reassurance and resources can help ease these concerns.
- Celebration of Growth: Highlighting the progress made during therapy can
foster a positive feeling amidst the transition.
- Encouragement: Offer words of encouragement for clients as they move
forward in their journey.

Sample Therapist Leaving Practice Letter

Below is a sample letter that illustrates the components discussed:

---

[Your Name]
[Your Address]
[City, State, Zip Code]
[Email Address]
[Phone Number]
[Date]

Dear [Client’s Name or “Valued Clients”],

I hope this letter finds you well. I am writing to inform you that I will be
leaving my practice effective [last working day, e.g., “December 1, 2023”].
This decision has not come easily, but after much consideration, I have
decided to [provide brief reason, e.g., “relocate to be closer to family” or
“transition into a new career path”].

As your therapist, I deeply value the journey we have shared together. It has
been an honor to support you in your growth and healing process. I want to
assure you that your well-being remains my utmost priority during this
transition.

To ensure that you continue to receive the support you deserve, I have
compiled a list of resources and referrals to help you find a new therapist:
1. [Therapist Name] - [Contact Information] - [Specialization]
2. [Therapist Name] - [Contact Information] - [Specialization]
3. [Therapist Name] - [Contact Information] - [Specialization]

Please feel free to reach out to me via email or phone if you have any
questions or if you would like to discuss this transition further. I am here
to assist you in any way I can until my last day in the office.

Thank you once again for the trust and openness you have shared during our
time together. I am grateful for the opportunity to have been a part of your
journey. I wish you all the best as you continue to grow and thrive.



Warm regards,

[Your Name]
[Your Credentials, e.g., “Licensed Therapist”]

---

Final Thoughts

Writing a therapist leaving practice letter is an important step in ensuring
a smooth transition for both the therapist and the clients. It reflects
professionalism, provides necessary information, and helps clients navigate
their next steps in seeking support. By following the components outlined in
this article and considering the emotional aspects involved, therapists can
craft a thoughtful letter that honors the therapeutic relationship and sets
clients up for continued success.

Frequently Asked Questions

What is a therapist leaving practice letter?
A therapist leaving practice letter is a formal document that a therapist
writes to inform their clients and colleagues that they are terminating their
practice, either permanently or temporarily.

Why is it important for therapists to provide a
leaving practice letter?
It is important for therapists to provide a leaving practice letter to ensure
clear communication with clients about the transition, to give them closure,
and to guide them on how to continue their care, whether through referrals or
other resources.

What should be included in a therapist leaving
practice letter?
A therapist leaving practice letter should include the therapist's last
working day, reasons for leaving, any referrals to other professionals,
expressions of gratitude, and reassurance about the clients' ongoing care.

How can therapists ensure a smooth transition for
their clients in a leaving practice letter?
Therapists can ensure a smooth transition by providing clear referrals to



other therapists, offering to assist with the transition, and inviting
clients to discuss their feelings about the change before the last session.

Is it necessary for a therapist to provide a leaving
practice letter to all clients?
Yes, it is generally advisable for a therapist to provide a leaving practice
letter to all clients to maintain professionalism and ensure that everyone is
informed about the change in their therapy services.

Can a therapist send a leaving practice letter via
email?
Yes, a therapist can send a leaving practice letter via email, but it is
recommended to also provide a printed copy during the last session to ensure
the message is received and to allow for personal interaction.

What tone should a therapist use in a leaving
practice letter?
A therapist should use a professional yet compassionate tone in a leaving
practice letter, expressing gratitude for the therapeutic relationship while
remaining clear and informative about the transition.
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