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CONGRATULATIONS! 

Whether you’re becoming a 
new parent or expanding your 
family, this is an exciting time 
in your life!

As you plan for your 
upcoming parental leave, 
refer to this guide for tips 
and information to make the 
transition a success. 

COMPANY RESOURCES 3

TIMELINE 4

PLANNING YOUR LEAVE 5
Sharing Your Good News
Coverage Plans 6
Handover 7
Handover Tools 9
Return to Work Intentions 10
Staying in Touch 11
Pre-Leave Checklist* 12
Sample Handover Letter* 13

WHILE YOU’RE OUT 14
Preparing for Return Checklist* 15

WELCOME BACK 16
Ease Into Your Transition
1st 100 Days Plan 17
Hit the Ground Walking 20
Career Conversations  21
Return From Leave Checklist* 22



3

Company Resources

 
(including RNs and lactation consultants) to help manage your family planning journey.      

Working parents are important to WSGR. The firm offers paid parental leave alongside 
a comprehensive benefits package. 

Talk to HR about parenting-related benefits. These may include: 

• New Parent Career Coaching 
Coaches can assist employees in preparing for leave and managing the transition. 

• Backup Childcare  Bright Horizons 
Subsidized care helps bridge coverage when the family’s regular care provider is closed/ 
unavailable. 

• Flexible Work 
The firm supports flexible work options, including flexible hours, working from home,   
reduced schedules, and time to attend doctor’s appointments.  

• Maternity Management 
Employees have access to a maternity concierge and access to a network of practitioners 

 
•

 

Lactation Program

 
On-site lactation rooms provide a private, comfortable place for new moms to express milk. 
Nursing moms can also request amenities such as a mini fridge, doorbar security and privacy shades
to store/express milk. Nursing mothers traveling on business can ship milk home through Milk Stork.  

•
 
Employee Assistance Program

 An EAP program provides education, information, and counseling to help employees and 
 their family members to manage personal matters. 

• Pre-Tax Programs
 Employees may wish to opt-in or adjust their HSA/FSA elections in order to pay for eligible 

 healthcare and daycare expenses with pre-tax dollars.
 
 
 
Please refer to the Human Resources Intranet page for all vendor contact information. Note that 
all leave requests must be reported to and approved by Cigna Leave Solutions.  
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Timeline

PREPARING FOR LEAVE 

INITIAL ANNOUNCEMENT

Share your good news!
Learn about available resources
Set meeting to discuss transition12 WEEKS PRIOR TO 

LEAVE STARTING

Begin transition planning
Plan to ramp down  

as leave approaches

ON LEAVE

NEW ADDITION

Celebrate!
Focus on bonding with new child

Notify HR of birth date

PLANNING FOR RETURN

Reconnect if appropriate 
Update on when you’re returning
Finalize childcare
Set realistic expectations for return

RETURNING TO WORK 

ON YOUR RETURN

Begin to reengage
Develop 1st 100 days plan

Reconnect with stakeholders
Review workload and schedule

Check-in with leader often



Planning Your 
Leave
SHARING YOUR GOOD NEWS!
Choosing when to tell your leader is a personal decision. Hopefully 
you’ll feel comfortable sharing your good news four to five months 
in advance. Your first announcement may be a simple “heads up” 
with a plan to talk more in a few months.

If you’re not ready to share your news with the whole team, let 
your leader know. Ask him/her to hold off on notifying others until 
you’re ready. Together you can make a plan to inform colleagues 
and clients. 

Contact HR for information on benefits and 
leave options. Find out what resources the firm provides to 
support new parents. This is also a good time to talk with peers 
and colleagues who have already gone through leave and the 
experience of becoming new parents. 

Inevitable Fact of Employment
No guilt! Lots and lots of people take time away. This is 
a short blip of time in a long career. You don’t need to 
apologize or feel guilty about taking time away! 
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Coverage Plans
As you plan for leave, consider the impact on your team and 
clients and present your leader with a transition strategy. 
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Tips for planning and delegating:
• Capture a list of your responsibilities along 

with recommendations for distributing all 
essential tasks. 

• Think about your leave as a development 
opportunity for other team members. 

• Consider what might be postponed until you 
return. 

• As you plan handoffs, schedule time to work 

 in tandem.

Your leave can be a really good opportunity for colleagues to 
take on new responsibilities and expand their knowledge. To 
ensure this is a positive experience, make sure you devote 
enough time for training and enable them to be proficient 
before you go. 

A thorough handover is going to help everyone involved feel 
more confident about you going on leave. It’s important from 
an organizational perspective but also for you in terms of your 
profile and professionalism. 
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Handover
The handover process takes time, so it’s 
important to start planning early. A good handover 
goes beyond the tasks and the projects that 
you’re doing, so think through all the extra 
information that could be useful—things like key 
contacts or important client information 
that will help to build rapport, and the context or 
objectives of a project.

Make sure your handover is completed well before you’re due to 
leave, so if you need to leave early everything is covered off and in 
place. Avoid any new assignments or deadlines in the last month 
before a leave, and plan for a more complete work transfer two 
weeks before your anticipated leave date. 

Adopting
If you’re adopting, timing can be tricky. Don’t wait until the 
last minute. The initial process can take a long time while 
the final stages can often be really quick, so try to build this 
into your plans.

7



8

Planning Your Handover 
Start now to create a running “When I’m Back” to-do list for yourself. That way,  
you’ll have more focus and direction when you return after your leave. 

There are three stages to creating a good handover plan: 

1.  Break down your role into its parts.
• What are the critical elements of your role?

• What are the short- and long-term objectives?

• What are the key things that need to be delivered while you are on leave?

• What skills are required?

2.  Evaluate who will be impacted. (See Handover Contacts grid.)
• Who do you interface with? Who are your key stakeholders?

• What impact will your leave have on them?

• Make sure clients and colleagues are comfortable with the support  
they’ll be receiving while you’re on leave.  

• Write detailed handover notes for each client contact, including their expectations  
and their needs. 

3.  Allocate roles and deliverables. (See Handover Roles grid.) 
• Outline objective and accountability for each task.

• Think about who can deliver the best.

• Think about the support they’ll need before and after you go on leave. 
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Handover Contacts & Clients
INTERNAL/EXTERNAL CONTACT RELATIONSHIP PRIORITY

COMMUNICATION COVER INFORMATION HOW / WHEN? ON LEAVE?

INTERNAL/EXTERNAL CONTACT RELATIONSHIP PRIORITY

COMMUNICATION COVER INFORMATION HOW / WHEN? ON LEAVE?

INTERNAL/EXTERNAL CONTACT RELATIONSHIP PRIORITY

COMMUNICATION COVER INFORMATION HOW / WHEN? ON LEAVE?

INTERNAL/EXTERNAL CONTACT RELATIONSHIP PRIORITY

COMMUNICATION COVER INFORMATION HOW / WHEN? ON LEAVE?

Handover Roles
TASK WHO WHAT HOW / WHEN? SUPPORT



Return to Work 
Intentions
As part of the planning process, you and your leader will need 
to discuss how long you expect to be out on leave and when you 
plan to return. This is a good time to discuss options surrounding 
your return to work. If you know you’ll want a flexible schedule or a 
phased return, start those discussions now.

When you’re planning what your leave might look like, think ahead 
to the whole year following your child’s birth. Consider whether you 
want to save a period of leave and/or time off to use later in the 
year, or on an intermittent basis, not just in the immediate months 
following your child’s birth. 

Take the initiative to plan a performance conversation with your 
leader before you go out on leave. Review the key work you’ve 
done and prepare to talk about the strengths and assets you 
bring to the organization. If there are parts of your work that are 
causing you stress and frustration, raise your concerns. Otherwise, 
those same issues will be there when you return, when you have 
additional demands on your time and energy. 

.
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Staying in Touch
You have no obligation to stay in touch during your parental leave. 
If you simply want to bond with your baby, tell your leader.  
But if letting go is causing you anxiety, figure out what will make 
you feel comfortable and connected. 

Consider your desire to:
• Check email or voicemail during leave

• Be informed of significant team or project events

• Attend any meetings in person or via phone

• Attend training or social events

Remember, you will be on leave, not working from home. When 
thinking about connection to work, be conservative. Often 
times, expectant parents will overestimate their energy and 
underestimate the demands that come with caring for a new baby.

Recognize things may change. Many parents want to check-in 
regularly, until the reality of a new baby sets in. If you decide  
you’re not up for it, reach out to your leader and talk about  
your changing needs and expectations. 

You should not be working while on leave. If you require a higher 
level of connection and involvement, check with HR 
about appropriate arrangements.

11
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Pre-Leave Checklist
Announcing your news
• Make sure your leader and other key people are informed

• Talk to HR, notify Cigna Leave Solutions and complete necessary paperwork

• Talk to your peers and colleagues who’ve been there before

• Enroll in Career Coaching to help plan your leave

• Enroll in your insurance provider’s maternity management program

• Consider whether you need changes in travel, schedule, or workload to stay well

Handover plans
• Review coverage plans for your role while you are away

• Identify and train your coverage partner(s) while you are out

Communications plans during leave
• What do you want to know about?

• When do you want to be contacted?

• How do you want to be contacted?

Understand what needs to happen regarding business practicalities
 

•
 
Email, phones

•
 
Company equipment

•
 
Benefits

Thinking ahead
• Talk through expectations for workload and schedule when you return

• Review childcare options; waiting lists can be extremely long 

• Consider adjusting HSA or FSA contributions to cover dependent care  
and additional family healthcare expenses 
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Sample Handover Letter
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Dear [Team/Department/Everyone],

In just a few weeks I’ll be starting to say “goodbye.” I am officially off as of [date] to have a beautiful baby, and 
I’m currently planning to return on [insert anticipated return date].

I wanted to drop you all an email with some reassuring points, as well as information you might want / need to 
know – and if I have missed something, then there is still time to ask. 

If you will NOT be providing support on your leave... First and foremost, I would like to stress that my team 
has been briefed with clear handover plans and will provide the best cover possible. But if I am needed on 
an urgent basis for any business-critical questions that can’t be resolved without me, [insert name] has my 
personal contact information and can get in touch with me directly. 

If you WILL be providing support on your leave... First and foremost, I would like to stress that although I 
have a clear objective for my leave, I will be there for the business and the team if/when needed for urgent, 
business critical matters. [insert contact name] has my personal number and will be coordinating questions 
from the team/business. 

Provide some context around the current business position and any details of your return to work that you 
may have. We have a clear strategic direction for [team or organization], so the team will be operationalizing 
it and bringing it to life for the business. The next few weeks are going to be intense, full of briefings and 
handovers, but please be reassured that the team is fully armed with a plan and know what they need to do.  

Outline the direction and objectives of the team over the time you will be away... The team has a clear 
strategic direction, high level roadmap, and outlined project plans for most activity we are looking to deliver 
over the coming [insert duration of your leave]. 

For instance, [insert project names and high-level summaries as appropriate]. These projects are all designed 
to [insert project objective summary: what will be achieved or the business?]. We are working our way through 
all of this as well as clear ownership and timelines in the lead up to my departure. 

Please reach out with any questions.  I thank you for your support in advance.  

Sincerely,

[Insert your Name/ Signature]
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While You’re Out
Here are some areas to think about as you prepare to return to work:

14

• Childcare: Plan your childcare well in advance. Create a backup plan for childcare 
failures, test your childcare before you go back to work, and consider starting your 
childcare arrangements in advance so you only have to make one big transition at 
a time.

• Outsourcing: Figure out what you’ll outsource once you go back to work. Cleaning? 
Lawn service? Meal delivery? You don’t have to do it all.

• Practice your new routine: As your return to work approaches, set your alarm and 
get used to waking up in time for your new routine. Remember time for baby prep 
and daycare drop-off.

• Talk with your partner: Have a conversation about your new routines. Consider the 
difference between what “best” and “good enough” looks like for your family. Being 
realistic about your expectations, and clear about what’s acceptable to you both, 
can help you through the transition period.  

• Network: Get in touch with your professional network and let them know you’ll be 
returning from leave. Leverage your personal network for any assistance you may 
need outside of work. 

• Establish boundaries: Boundaries are essential to sustainable success. Think 
about what boundaries you need to create both personally and professionally,  
how to communicate them, and how to hold yourself accountable. 

• Be kind to yourself: It’s common for working parents to feel like they should be 
doing more at work or at home. Give yourself time to ease into this transition. 
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Preparing for Return 
Checklist

Inform HR of actual birth date, adoption, or foster placement

Connect with leader regarding return to work plan

Consider whether you want flexible schedule options when you return to work

Complete childcare arrangements

Test childcare

Plan a backup for childcare failures

Build a support network

Take time to check in with yourself

Continue working with your new parent career coach (or start coaching) to plan  
your return to work
 
Request the things you'll need when you return to the office (e.g. mini fridge, privacy screens, etc.)
through Workday 
 
 

 

Change your benefits and submit a qualifying family event via Workday within 30 days of your
baby's birthdate 



Welcome Back
EASE INTO YOUR TRANSITION
• Acknowledge your emotions You might be feeling exhausted, 

nervous, excited, or guilty. That’s normal! Approach your 
emotions from a place of mindful reflection. You’ll feel a greater 
sense of control and will be more confident in your ability to make 
intentional decisions as a result.

• Seek out supportive colleagues who have been through a leave 
themselves.

• Ask your childcare provider to text photos and updates.

• Place an extra high priority on self-care and bonding time for 
your first several weeks back at work (e.g. limit travel, cut down 
on unnecessary commitments, hire temporary home help, etc.)  

You’ll get there! Be kind to yourself. Consider this transition a 
period of adjustment, in no time, you’ll find a sense of comfort  
and equilibrium. 

PHASED TRANSITIONS
• Return to work on a Wednesday so your first week back is 

shorter than normal. This will help you ease back into the routine.

• It’s possible that your return to work doesn’t have to be an all-
or-nothing engagement. If you’d like more time to adjust, talk to 
your leader about a phased return, starting out just a few days 
each week or on a reduced workload. Even just a few light weeks 
might provide the transition time you need.

16
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1st 100 Days Plan
Create a plan for the first few months of your return, so you can set realistic objectives for your 
transition. Include what you want to achieve, the goals and quick wins, as well as important activities 
for your first few weeks. 

Complete the following exercise before you return to work or within the first few days. Use it 
to plan your actions or goals for your first 100 days back at work.

CONSIDER:

Awareness of context 
Spend time during your first weeks back assessing the current situation: observing, asking questions, 
learning how things currently work. 

You will be a fresh set of eyes to your group after being on leave and as such your impressions are 
valuable.  

Think about what is going well within your role and the team generally, and which needs are not being 
met. Consult with your peers, your team members, your leaders and any other stakeholders to help 
you develop the most complete assessment. 

Ensure that you understand the link between your team’s work and the firm’s success; develop a 
clear understanding of how you and your team contribute to the business strategy and results.

GOALS/ACTIONS:
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1st 100 Days Plan
CONSIDER:

Leader 
Schedule a meeting with your leader in your first few days. Areas for discussion: 
• Updates on the team, the business, etc.  
• Your role – is any further clarity needed? 
• Confirm your leader’s expectations of you
• Revisit previous performance/ development goals that were agreed. Are these still valid? How will you 

achieve them? 
• Review your workload.

Develop a plan of how you will communicate over the next 3 months and schedule one-to-one meetings 
at least monthly.  Use these meetings to give and receive feedback around what’s going well, what you 
have achieved and where you need further support.  

Consider these areas for discussion:
• If you have changed your working pattern keep this under review: is it commercially viable and 

personally sustainable? In a nutshell – is it working? 
• Clarity around boundaries – how well are these being managed? 

Common pitfalls include: 
• Assuming that things are the same and the same “rules” apply. 
• Setting unrealistic expectations on the return to work. 
• Basing your actions on the wrong assumptions.
• Not asking enough questions and not listening.

GOALS/ACTIONS:
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1st 100 Days Plan
CONSIDER:

Visibility
• Reconnect with other key stakeholders. 
• Start reconnecting (ideally face to face) with old colleagues and introducing yourself to new ones. 
• Find out which meetings it would be helpful for you to be at (even if they are not required of you). 
• Establish some early wins that you can deliver in your first few months and that will have meaningful 

impact. These will give you confidence and enhance visibility. 
 Think about what messages you want to send about yourself: How do you want to be perceived?  
And, how will you promote that message?
 
 
 
Contact Linda Lee or Professional Development about getting staffed on matters, if you have availability. 

 

GOALS/ACTIONS:

CONSIDER:

What’s next? 
Do you have a clear idea of what you want your next steps to look like?  Or do you need more time to 
settle back into working life before thinking about the next phase?  

• What is the best timing for you to think about the future? 
• What do you need to do to position yourself for the next step? 
• Are your skills up to date? 
• Who do you need to communicate your career goals to in order to make them more likely to happen?

GOALS/ACTIONS:

•

•



Hit the Ground 
Walking
Keep team members and other stakeholders informed of your 
transition plans. Your colleagues don’t expect to dump everything 
on your desk right away your first day back. Work with your leader 
and create a handoff schedule that gives you time to absorb new 
information and catch up. 

Stand your ground. Insert yourself where needed and take back 
projects according to the schedule you and your leader agree upon. 

TIME AND A BOTTLE
If you are breastfeeding, you will be joining a long history of 
women who have taken short breaks to pump milk at work.  
You can expect your leaders and team members to support  
and respect your need for privacy and time away. 

Some moms prefer to block off protected personal time on their 
calendar. Others are comfortable excusing themselves with a 
simple, “I need a break. I’ll rejoin you in a bit.”

The firm offers on-site lactation rooms that provide a clean, 
comfortable, and secure place to express milk. Contact HR 
to share any tips for how to make breastfeeding 
easier in your organization. 
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Career 
Conversations 
Don’t make career decisions in a vacuum. Talk with a coach or 
mentor to help gain clarity on what you want out of your career  
and work schedule going forward. 

Avoid any guilt or negative self-talk about requests for flexible 
work arrangements or taking your career at a different pace. Look 
for leaders and other people who have found ways to integrate 
parenting with their career goals.

Use your best judgment about the timing and extent of future 
development discussions. You want to give yourself time to figure 
out your needs and wants, but you also want to be proactive 
and intentional in your decision-making. Beware of reactionary 
decisions! 

Be patient with yourself. Take time to think and adjust. You don’t 
have to plan your entire career right when you come back. Let 
your leader know if you’re getting the right kind of work, in the 
appropriate amount, if you’re having any challenges, and if you’re 
having concerns about your career path. 

21
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Return from Leave 
Checklist

Take stock of how you’re feeling

Plan your 1st 100 days: What will you achieve?

Reintegrate into work

Plan conversations with key stakeholders

Schedule regular catch ups with your leader 

 Identify a working parent to connect with

Review the firm’s back-up care program

Continue working with your new parent career coach (or start coaching)

Take it slow—don’t try to do it all on day one

Communicate your needs, at work and home

Manage your boundaries
• Understand what’s important to you at work/at home

• Clarify times to complete tasks/activities

• Set realistic expectations

• Determine where you are able to compromise

• Manage expectations of key people

• Take time to understand other points of view, even if you don’t agree

Talk to others about how you’re feeling about this return



Best Wishes!
Wishing you success in blending your personal and family well-being with a long-lasting career 
at WSGR.
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