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[NAME] MATERNITY/PATERNITY LEAVE PLAN 

Personal Details 
Due Date: [Date] 

Projected Leave: [Start Date – End Date] 
• [Leave length]; assuming no complications 
• [Scheduling exceptions if applicable] 

• [Alternate contact preferences (ex: call personal cell in case of emergency)] 
Work Cell: [Number] 
Work Email: [Email] 

Personal Cell: [Number, if you choose to provide] 
Personal Email: [Email, if you choose to provide] 
Out of Office: [Ask your IT Team to set up your out of office message if you are unable to set it 

before your leave begins. List the name of the person who will handle that here. You may also want 
to discuss automatically forwarding messages to your supervisor or another point of contact.] 
Message will contain:  

Internal Email 

Thank you for your message! I am currently out of the office for maternity leave with no access to 
email. I plan to return to the office [X weeks] from [maternity leave start date]. In the interim, please 

contact [contact name, email address and phone].  
 

[For internal emails, you may wish to get more specific and list different contacts for different types of 
requests and needs.] 

Thank you and have a pleasant day, 
[Name] 

[Signature] 
 

External Email 
Thank you for your message! I am currently out of the office for maternity leave with no access to 

email. I plan to return to the office [X weeks] from [maternity leave start date]. In the interim, please 
contact [contact name, email address and phone].  

Thank you and have a pleasant day, 

[Name] 
[Signature] 

Additional Communication: [Your name or supervisor name] will send a message to frequent 

contacts by [date] notifying them of the upcoming leave and protocol.  
 

[Department Name] Team 
Direct Reports: [Name, email, phone] 
Interim Supervisor: [Name, email, phone] 

Team Point of Contact: [Name of primary point of contact in your absence] 
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Department Resources 
Pertinent resources, including department passwords, can be found here: [file path] 

Reassignment of Ongoing Responsibilities 
Responsibility Temporary Contact Brief Description 
[Category 1] 
1. [Responsibility 1] [Alternate contact] [Description] 
[Category 2] 
2. [Responsibility 2] [Alternate contact] [Description] 
[Category 3] 
3. [Responsibility 3] [Alternate contact] [Description] 
 

Responsibility Details 
 

CATEGORY 1 

1. [RESPONSIBILITY 1 NAME] 
Explain the responsibility and reason for this responsibility. Next, be sure to outline points of 

contact, file path, and any other resources your teammate will need to be aware of.   

Continue by outlining the tasks they will need to complete. Be sure to think of reoccurring 
meetings that you may need to forward, stakeholders involved in any review processes, and 
deadlines. 

CATEGORY 2 

2. [RESPONSIBILITY 2 NAME] 
Explain the responsibility and reason for this responsibility. Next, be sure to outline points of 
contact, file path, and any other resources your teammate will need to be aware of.   

Continue by outlining the tasks they will need to complete. Be sure to think of reoccurring 
meetings that you may need to forward, stakeholders involved in any review processes, and 

deadlines. 

CATEGORY 3 

3. [RESPONSIBILITY 3 NAME] 
Explain the responsibility and reason for this responsibility. Next, be sure to outline points of 
contact, file path, and any other resources your teammate will need to be aware of.   

Continue by outlining the tasks they will need to complete. Be sure to think of reoccurring 

meetings that you may need to forward, stakeholders involved in any review processes, and 
deadlines. 
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Points of Contact 
Category Contact Notes 
[Category 1] [Company Name] 

[Contact Name] 
[Email Address] 
[Phone] 
 

[Notes] 

[Category 2] [Company Name] 
[Contact Name] 
[Email Address] 
[Phone] 
 

[Notes] 

[Category 3] [Company Name] 
[Contact Name] 
[Email Address] 
[Phone] 
 

[Notes] 

 


