
Crafting a letter to communicate your return from parental
leave is an important step in ensuring a smooth transition
back to work. This guide provides a free template for such a
letter, along with a realistic example, essential components,
and tips for writing.

 

Purpose of Returning from Parental Leave
Letters

Inform Employer: Notify your employer about your return
to work after parental leave.
Discuss Transition: Address any necessary arrangements
or adjustments for your return.
Express Appreciation: Show gratitude for the employer’s
support during your leave.
Reiterate Commitment: Reinforce your dedication to your
role and the organization.

 

Key Components of a Letter to Communicate
Return from Parental Leave
Introduction:  State  your  intention  to  return  to  work  and
specify the date of return.

Transition Details: Mention any discussions or arrangements
needed for a smooth transition back to work.

Appreciation:  Express  gratitude  for  the  support  provided
during your leave.

Reaffirm Commitment: Reiterate your enthusiasm and commitment
to resuming your role.

Closing: Conclude with an offer to discuss further details and
provide your contact information.



 

Tips for Writing a Letter to Communicate
Return from Parental Leave
Be  Clear:  Specify  the  exact  date  of  your  return  and  any
relevant details.
Keep It Professional: Maintain a professional tone throughout
the letter.
Offer Flexibility: Indicate your willingness to discuss any
transitional arrangements.
Express Gratitude: Thank your employer for their understanding
and support during your leave.
Proofread: Ensure the letter is free from errors and clearly
communicates your message.

 

Letter  to  Communicate  Return  from
Parental Leave Template

[Your Name]
[Your Position]
[Your Company]
[Company Address]
[City, State, Zip Code]
[Email Address]
[Phone Number]
[Date]

[Manager’s Name]
[Manager’s Position]
[Company Name]
[Company Address]
[City, State, Zip Code]

Dear [Manager’s Name],



I hope this letter finds you well. As discussed prior to my
parental leave, I am writing to confirm my intention to return
to my position as [Your Position] with [Company Name]. I am
planning to resume work on [Your Return Date].

I am eager to rejoin the team and contribute to our projects
and goals. I would like to schedule a meeting with you to
discuss my transition back to work and any updates or changes
that have occurred during my absence.

I would also like to express my sincere gratitude for the
support provided by [Company Name] during my parental leave.
This period has been invaluable to me and my family, and I
greatly appreciate the understanding and flexibility shown by
the company.

I am committed to picking up my responsibilities and ensuring
a smooth transition back into my role. Please feel free to
contact me at [Your Phone Number] or via email at [Your Email
Address]  to  arrange  a  meeting  or  discuss  any  necessary
arrangements.

Thank you once again for your support. I look forward to
returning and contributing to our team’s success.

Sincerely,

[Your Signature (if sending a hard copy)]
[Your Printed Name]

 

Example Letter Using the Template

Emily Thompson
Graphic Designer
Creative Solutions Inc.
123 Design Street
Artville, AV 56789
emily.thompson@creativesolutions.com
(555) 234-5678



May 7, 2024

Sarah Lee
Creative Director
Creative Solutions Inc.
123 Design Street
Artville, AV 56789

Dear Sarah,

I hope this letter finds you well. As discussed prior to my
parental leave, I am writing to confirm my intention to return
to my position as Graphic Designer with Creative Solutions
Inc. I am planning to resume work on June 1, 2024.

I am eager to rejoin the team and contribute to our projects
and goals. I would like to schedule a meeting with you to
discuss my transition back to work and any updates or changes
that have occurred during my absence.

I would also like to express my sincere gratitude for the
support provided by Creative Solutions Inc. during my parental
leave. This period has been invaluable to me and my family,
and I greatly appreciate the understanding and flexibility
shown by the company.

I am committed to picking up my responsibilities and ensuring
a smooth transition back into my role. Please feel free to
contact  me  at  (555)  234-5678  or  via  email  at
emily.thompson@creativesolutions.com to arrange a meeting or
discuss any necessary arrangements.

Thank you once again for your support. I look forward to
returning and contributing to our team’s success.

Sincerely,

Emily Thompson


