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Congratulations. You’ve got this!
More than likely, you’ve been focused on work, keeping healthy, and getting a 

nest ready for baby. Unlike going on a vacation or other kind of leave, you’re 

adding new responsibilities and activities- so a little early planning helps you 

be less stressed all the way through. 

Don’t leave this till the last minute. Babies have their own timeline, and once the 

baby arrives, you’ll want to focus on bonding and healing – and not worry about 

work.

Mothers and Fathers will both experience unexpected physical, mental, and 

emotional transition as you shift into a new phase of life. Anticipate that sleep 

and inbound expectations are going to be two big stressors. A little bit of prep 

will help you manage leave and return to work easily.



Working Parent Timeline 
A smooth departure and arrival means coordinating with 

others. This takes time. Plan on being physically and 

mentally distracted as you get closer to baby’s due date. 

If you have an active co-parent share your timeline so you 

can coordinate the mix of work and parenting activities. 

This is just a consideration and guide, not a 

comprehensive task list. 
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3 Months Before
Timeline

❏ Map out a high-level timeline 
with away, and back-to-work 
milestones. 

❏ Put them in your CALENDAR. 

Role/Responsibility Planning Board 

❏ List ACTIVE responsibilities that 
will need to be managed while 
you are gone

❏ Identify a corresponding Point 
Person 

❏ Create a briefing board with all 
pertinent info linked, and a 
schedule for training. 

❏ If you have managers who will 
be assuming roles, meet with 
them and chat about the 
planning. Start training or plan 
support for them. 

2 Months Before
Communication

❏ List all your communication you’ll 
need to create. This includes 
automated responses, etc. Start 
early.

❏ Share your timing and 
communication plans with your 
executive partners and manager. 

❏ These might include important items 
that might happen while you’re gone 
that you’d like to Draft for later 
distribution on planned projects. 

1 Month Before
Communication

❏ If you’re used to being on-call  begin 
to set hours and keep them. 

❏ NOTICE what falls through the cracks 
and adjust your plan, training or 
project materials to support your 
team.

3 Weeks Before

❏ Let your team practice running 
meetings, writing agendas, 
coordinating and communication 
with you observing and helping 
them.

❏ Observe, Review how other leaders 
are supporting your team. Provide 
planning  and frameworks to 
support any gaps.

2 Weeks Before

❏ Tune and spend time building 
confidence of team. 

❏ You’ve got this! You’ll want to go 
on leave with bosses and team 
feeling confident. 

1 Week Before

❏ Double check all your great 
planning, complete your formal 
hand-offs, and set your emails to 
“Out for Baby-time”

❏ FOCUS ON YOURSELF and Your 
partner. 

Countdown to Parental Leave
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4 Weeks Before

❑Write a list of all the things you 
haven't done but have meant to do 
before return to work. (This could 
include organizing email, reading a 
certain book, etc.) 

❑ Include health, fitness, relationship 
and family items that need to get 
sorted but that you've been ignoring. 

❑Rank them in importance and then 
tackle at least one a day. 

❑Minimally aim to address your top 
10 tasks. Woohoo!

3 Weeks Before

❑ TRY ON YOUR WORK CLOTHES (or at 
least a top for video calls. Take things 
to the cleaners- hang them in your 
closet. 

❑ Pick your outfits for the first week –
(Again, the voice of a bad experience
speaking). "You're Welcome!”

❑ It takes a village. Arrange for kid care,
meals, etc. If you haven't already.

If you have been doing care-giving (of 
any kind) start making instruction lists 
for whoever is taking over. 

If you're continuing to do both (done 
that too) really make your lists.

2 Weeks Before

❑ Schedule check-ins the next week.

❑ Look at email at a designated time 
and for only a limited time. 

❑ Start waking up at business time and 
leave the house at the time you would 
be leaving for work. Plan walks, 
errands anything that will physically 
shift you to get in the rhythm of work 
time. 

❑Start going to sleep at the right time. 

❑Prep meals (for your first two weeks of 
work). That means plan simple meals 
and think about shopping lists. 

The less you have to think about after 
your first couple days of work the 
better. I like to do big pots of soups 
that we freeze.

❑ If you're a non-cook and order in, STILL 
PLAN AHEAD. The risk is liquid meals 
for a week accompanied by chips and 
salsa. (Been there, done that.)

Countdown to Back-to-work
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1 Day

❑ EVEN IF YOU WORK FROM HOME. 
Lay out your clothes. This will help 
you mentally shift into work mode.

❑ Plan your breakfast, and anticipate 
things might go wonky with 
housemates, animals, kids, etc. 

❑ Give yourself time to get ready and 
get into work. 

❑ Plan a LIGHT DAY for Day 1 know 
that there will be a lot of follow up. 

❑ Put an appointment in your calendar 
for a personal check in. Make it 15-
30 min. At a quiet time EVERY day.

❑ Use that time to break all the big 
things you’re worried about into 
smaller tasks. And pay attention to 
signals and adjust. 

First 2 Weeks Back

❑ Pace yourself emotionally and 
physically. No matter how long your 
leave, your body is still adjusting and 
shifting. 

❑ Plan breaks if you’re working from 
home with stretching. Carrying a baby 
around has been shifting your entire 
body, be aware of physical changes. 

❑ You're going to be expending a lot of 
energy on new people. Prep anyone 
you live with or socialize with- about 
the fact that you might be zoned out 
(usually around the 3rd day), and will 
need patience.

❑ Be patient and loving with yourself 
and welcome back!

1 Week Before

❑ Continue to do the morning wake up 
and now add staying active for a 
sustained time. 

❑ Create a few “easy topic” 30 meetings. 
Take note of how you’re feeling - are 
you relaxed? Stressed? Mind still half 
on baby tasks? Make adjustments to 
your First 2 Weeks Back list.

❑ Shift from Naps with baby to Planning 
Time. Mentally prepare for the inbound 
of communication. Remember this is in 
addition to the new voice in your life so 
write down small adjustments you can 
make

❑ Prep folders of templates and tools you 
might need, and plan meetings to 
schedule etc. 

❑ Your brain is a little spacey so carry 
around a notebook.   

Back-to-work
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