
Comprehensive plan for HR leaders: 
Transitioning employees back to work 
after parental leave 
Directions: Make a copy of the document to edit and customize for your organization. 

1. Preparation Before Leave 

Pre-Leave Meetings 

●​ Schedule one-on-one meetings with employees to discuss their leave plans and 
return-to-work expectations. 

●​ Outline job responsibilities and identify interim coverage to ensure a smooth transition. 
●​ Discuss potential concerns or needs that might arise during and after the leave period. 

Transition Plans 

●​ Develop a detailed transition plan that includes key contacts, project statuses, and 
interim responsibilities. 

●​ Assign a temporary replacement or team to manage the employee’s workload during 
their absence. 

●​ Create a clear handover document with all necessary information for the interim 
coverage. 

Flexible Leave Options 

●​ Offer various leave options, such as part-time work, extended leave, or unpaid leave, to 
accommodate different needs and preferences. 

●​ Provide information about the available options and help employees choose the best fit 
for their situation. 

●​ Ensure all leave options comply with legal requirements and company policies. 

2. Communication During Leave 

Regular Updates 

●​ Keep employees informed about important company updates, team changes, and 
project developments through newsletters or emails. 

●​ Send periodic updates tailored to the employee’s role and interests to keep them 
engaged and informed. 
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●​ Include information on any new initiatives, policy changes, or significant company 
achievements. 

Check-Ins 

●​ Schedule periodic check-ins to address any concerns and provide support. 
●​ Use these check-ins to discuss the employee’s well-being and any adjustments needed 

for their return. 
●​ Encourage employees to share any updates or changes in their plans or circumstances. 

Resource Access 

●​ Ensure employees have access to company resources and policies related to parental 
leave and return-to-work procedures. 

●​ Provide access to online portals, training materials, and any relevant company updates. 
●​ Offer resources on balancing work and family responsibilities, including tips and best 

practices. 

3. Preparing for Return 

Return-to-Work Plan 

●​ Create a detailed return-to-work plan that includes a phased reintegration schedule, key 
projects, and timelines. 

●​ Outline the first few weeks of tasks and responsibilities to help employees gradually get 
back into their roles. 

●​ Set realistic goals and expectations for the initial period after their return. 

Re-Orientation Sessions 

●​ Offer re-orientation sessions to update returning employees on new policies, 
procedures, and team changes. 

●​ Provide training on any new tools, technologies, or processes introduced during their 
absence. 

●​ Organize team-building activities to help reintegrate the employee into the team. 

Mentorship Programs 

●​ Pair returning employees with mentors to provide guidance and support during the 
transition period. 

●​ Choose mentors who have successfully navigated the return-to-work process 
themselves. 
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●​ Encourage regular meetings between mentors and mentees to discuss challenges and 
share advice. 

4. Flexible Work Arrangements 

Gradual Return 

●​ Allow employees to gradually increase their working hours over a defined period. 
●​ Provide a flexible timeline that considers the employee’s personal and family needs. 
●​ Monitor progress and adjust the schedule as necessary to ensure a smooth transition. 

Remote Work Options 

●​ Offer remote or hybrid work options to ease the transition and provide flexibility. 
●​ Ensure that remote work arrangements are supported with the necessary technology 

and resources. 
●​ Establish clear communication protocols and expectations for remote work. 

Flexible Scheduling 

●​ Provide flexible scheduling to accommodate childcare and other family responsibilities. 
●​ Allow employees to choose their working hours within certain parameters to balance 

work and personal commitments. 
●​ Implement a system for tracking and managing flexible schedules to ensure consistency 

and fairness. 

5. Support Systems 

Employee Assistance Programs (EAPs) 

●​ Offer EAPs that provide counseling and support for personal and work-related issues. 
●​ Promote the availability of EAPs and encourage employees to use these services when 

needed. 
●​ Include resources for mental health, stress management, and work-life balance. 

Parental Support Groups 

●​ Create support groups for parents to share experiences, tips, and resources. 
●​ Organize regular meetings or virtual sessions for parents to connect and discuss 

common challenges. 
●​ Facilitate the sharing of resources, such as childcare options and parenting strategies. 

Health and Wellness Programs 
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●​ Promote health and wellness programs that address clinical and emotional well-being. 
●​ Offer fitness classes, wellness workshops, and access to health resources. 
●​ Encourage participation in wellness programs through incentives and support. 

6. Continuous Feedback and Improvement 

Feedback Mechanisms 

●​ Implement regular feedback mechanisms, such as surveys and one-on-one meetings, 
to gather insights from returning employees. 

●​ Use anonymous surveys to encourage honest and constructive feedback. 
●​ Regularly review feedback and identify areas for improvement. 

Adjust Plans 

●​ Use feedback to adjust and improve the return-to-work process. 
●​ Make necessary changes to policies, procedures, and support systems based on 

employee input. 
●​ Communicate any changes or improvements to employees to demonstrate 

responsiveness. 

Celebrate Milestones 

●​ Recognize and celebrate milestones, both personal and professional, to boost morale 
and engagement. 

●​ Celebrate the return to work with a welcome-back event or gesture. 
●​ Acknowledge significant achievements and contributions made by returning employees. 

7. Policy Review and Update 

Review Policies 

●​ Regularly review parental leave and return-to-work policies to ensure they remain 
relevant and effective. 

●​ Compare policies with industry standards and best practices to identify areas for 
improvement. 

●​ Involve employees in the review process to gather diverse perspectives and 
suggestions. 

Inclusive Policies 

●​ Ensure policies are inclusive and accommodate diverse family structures and needs. 
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●​ Consider the needs of same-sex couples, single parents, and other family 
arrangements. 

●​ Promote inclusivity and diversity in all aspects of policy development and 
implementation. 

Training for Managers 

●​ Provide training for managers on supporting employees through parental leave and 
return-to-work transitions. 

●​ Educate managers on the legal requirements and company policies related to parental 
leave. 

●​ Offer best practices for managing flexible work arrangements and supporting employee 
well-being. 
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