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Planning for a Leader’s Maternity/Paternity Leave

This is a short guide for organizational leaders to use in preparing to take maternity/paternity leave. It could also be useful for leaders taking extended leave for other reasons. With adjustments, other members of staff might find this a useful template for preparing for their own leave.

This document has five components:

(1) Keys to successfully planning for your leave

(2) Challenges faced by managers on leave that you might consider when planning

(3) A sample Q+A for staff

(4) Potential scenarios to rehearse with your team before your leave

(5) Questions for further discussion with your team before your leave

The single most important thing you can do before taking leave is to ensure that there are clear organization-wide goals in place. Everyone in the organization should know what is supposed to be achieved while you are away. 
1. Keys to a Successful Leave

· All staff members know what the organization or your department should accomplish in your absence. 

· All staff members feel that you and other relevant leaders seriously prepared for your absence. 

· Relevant staff members know when you will relinquish responsibilities and to whom. 

· Relevant staff members know whether and how to communicate with you when you are not in the office and potentially operating on an unconventional schedule.

· Relevant staff members know how you will communicate changes to the plan.  

2. Challenges 

· You may have less access to information about the internal functioning and programmatic work of the organization or your department.

· Staff members taking on your responsibilities might have to de-prioritize one or more of their own.  

· Your direct reports will probably have less active management, guidance, and oversight while you’re away.

· Without access to you, senior staff members might feel they are missing a tiebreaker to resolve disagreements.

· Staff members might have difficulty judging what issues/decisions are important enough to interrupt your leave with.

3. Q+A with Staff
This sample question-and-answer sheet can be used to prepare you for an oral conversation with staff and as a template 1-pager to distribute to staff. It covers only the basics so you might want to consider additional questions specific to your organization.

Sam’s Paternity Leave, 6/10/2012 – 8/10/2012

When will Sam be taking paternity leave?

Sam’s last day in the office will likely be June 15th. He plans to be back full-time 12 weeks later. Specific dates will be circulated when Sam knows them. 

Will Sam be working during paternity leave?

For the first two weeks, Sam will be completely unavailable.  After those first two weeks, he will be available to respond to pressing matters and take on high priority tasks. 

How should staff communicate with Sam? 

Eduardo and Sam will check in at least once a week. If there are things Sam should see or respond to, please pass them to Eduardo. 

If there is an emergency that demands Sam’s attention, first contact Eduardo (222-222-222). If Eduardo is unavailable to respond, please contact Karen (333-333-3333).

Who will be responsible for various projects in Sam’s absence?

Jen will assume Sam’s day-to-day responsibilities during his leave. 

Will standing meetings continue as usual?

Staff meetings will continue, led by Jen

Management meetings will continue, led by Jen. (After the first two weeks, Sam will participate by phone.)

Policy meetings will continue, led by Sonia.

Will this change our programmatic or organizational goals?

__________ is committed to achieving its 2012 goals. During Sam’s leave, _______ will (1) raise $300,000, (2) recruit 75 grassroots fellows, and (3) ensure that none of its four core funding requests are eliminated in the House-Senate conference committee. 

What else should we know?

Before he leaves, Sam will meet with each member of the senior team to get aligned on individual goals and answer any questions. 

Sam will notifiy ________’s Board and key partners about these temporary changes.

4. Rehearsing Potential Scenarios
Before your leave, you should go through a few potential scenarios with your senior team or full staff in order to give folks insight into how they should respond to specific circumstances that might arise. For instance:

· A cable network calls to book Sam for a television appearance the following day.

· A funder reaches out to say that they are potentially interested in scaling up ______’s work in a specific area, but they need a proposal in the next 48 hours.

· A partner reneges on an agreement to collaborate on a major initiative. 

· A popular blogger criticizes ______’s tactics.

· Members of the Board haven’t returned paperwork that the financial audit firm needs from them.

· Sam is invited to a major policy conference with all the other major players in the sector.

· Two members of the senior team disagree about how to move forward on an important project.

5. Questions for Further Discussion

It might be useful to give your senior team or whole staff an opportunity to think through the implications of your leave, other actions the organization might take to prepare, and how you’d like the work to happen going forward. Below are a few sample questions to start a conversation.

· Are there other likely or potential scenarios that would be useful to plan for?

· Are there lingering concerns people have about Sam’s paternity leave?

· Are there questions about Sam’s leave that haven’t been adequately answered?

· Are there other actions Sam should take before his paternity leave?


· Are there other individuals or organizations that need to be informed?

· Is everyone clear about how they will interact with Sam while he is on leave?
· Is everyone clear on what the organization will achieve during Sam’s leave?
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