
Parental Leave Timeline Email TEMPLATE 
Make a copy (under File) to personalize your own version of this email 

 
Hi [manager/HR], 
 
As you know I’m welcoming a baby into my family this [season/date] and am planning to take 
parental leave. I wanted to confirm all the details of my parental leave timeline with you.  
 
I plan to start my leave on [date] through California’s job-protection program Pregnancy 
Disability Leave. Once I am no longer disabled, I’ll then transition to job-protected leave through 
the California Family Rights Act. 
 
Once my job-protected leave through the California Family Rights Act ends I plan to return to 
work, which will be the week of [date]. If I have any complications or anything changes I’ll let you 
know by email as soon as possible.  
 
Thank you for all your support during this transition. I appreciate it! 
 
[your name] 
 
 
 

https://calcivilrights.ca.gov/employment/pdl-bonding-guide/#:~:text=California%20law%20guarantees%20job-protected,via%20birth%2C%20adoption%2C%20or%20foster
https://calcivilrights.ca.gov/employment/pdl-bonding-guide/#:~:text=California%20law%20guarantees%20job-protected,via%20birth%2C%20adoption%2C%20or%20foster
https://calcivilrights.ca.gov/wp-content/uploads/sites/32/2023/02/Expanded-Family-And-Medical-Leave_ENG.pdf

