


Emergency Contact Notification Letter Template
[bookmark: _Hlk148435529]NOTE: All text offered in [brackets] throughout this document is optional language. All gray highlighted text must be customized by the user or deleted if not needed.
This template should be used after attempts to reach an emergency contact by phone were unsuccessful. It could also be edited to serve as follow-up communication after contact has been made to summarize the conversation. 
Emergency Contact Name,
I am writing to inform you of a situation concerning Student Name, who has named you as their designated emergency contact for the institution. My office attempted to contact you by phone on date and time but were unable to reach you. The purpose of this letter is to inform you of the situation and provide you with a point of connection as the institution attempts to provide support to Student Name. 
On date and time, we received a referral indicating brief description of the incident, if available (e.g., "Student Name was involved in a car accident while traveling to a campus event").
At this time, I want to assure you that Student Name has been provided options for appropriate medical attention/care/support. The safety and well-being of Student Name is important to us, and we are working to provide support to him/her/them, such as: 
· [insert appropriate details here]
We kindly request your assistance during this critical time. The following are ways that you could provide additional assistance: 
· Please make every effort to contact Student Name [and any other immediate family members or loved ones to ensure they are informed and able to provide additional support.] 
Examples if hospitalized: 
· [If you have not already done so, please coordinate with Local Hospital’s Name to stay updated on Student Name’s condition and provide any necessary consent or information requested by the medical staff.] [You can reach the hospital at Hospital Contact Information.] [Include any additional information about the best way to contact hospital staff (e.g., “You may reach out to the nurse’s station and leave a message requesting a return phone call)] [Also include any coordinating point of contact at the institution, such as a Health Services employee, if applicable].
· [If Student Name is currently on any prescribed medications or has any specific medical conditions, we ask that you share this information with the attending medical professionals to aid in their treatment.]
Example if not hospitalized but the emergency warrants additional support:
· [Please encourage Student Name to follow up with Appropriate Department/Office/Contact for additional help/support with academic considerations/other appropriate resource referrals.] 

We understand the potentially distressing nature of this situation and are committed to partnering with you in support of Student Name, in accordance with the Family Educational Rights and Privacy Act (FERPA) [, other applicable laws, and/or University/College policy]. Please reach out to Appropriate Point of Contact at Contact Information to further discuss this situation, ask any questions you may have, or share any additional information you think might be important for us to know as we continue to best support Student Name.
Your assistance and support are greatly appreciated. We will continue to work diligently to ensure the best possible care and support for Student Name.
Sincerely,
Signature
Position Title
Office Information
Contact Information 
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