LINE MANAGER CHECKLIST

	What

	When
	Check

	Discuss the type (both the 'what and the 'how' - eg texts, phone, email) and level of contact she would like whilst on maternity leave
	Before M/L
	

	Highlight Keep In Touch (KIT) days and discuss positive uses for
	Before M/L
	

	Raise the subject of flexible working - what are her thoughts at this stage?
	Before M/L
	

	Send invitations to team events and other opportunities that may be of interest
	Ongoing
	

	Send updates about projects/other information as requested by your team member
	Ongoing
	

	Personal card to say you're looking forward to her return
	c. Three months pre-return
	

	Call/email to discuss dates for KIT days and share any positive feedback
	c. Three months pre-return
	

	Talk about flexible working (as appropriate)
	KIT Day
	

	Discuss phased return options
	KIT Day
	

	Create plan/rough idea of what the first day back will involve with your team member
	KIT Day
	

	Create a 90-day plan with your team member
	KIT day/first day back
	

	Arrange technology and co-located desk space for both your returner and her cover
	Two weeks before her return
	

	Block the morning of your team member's return out of your diary to give an update to your team member
	ASAP
	

	Create a positive start to your team member's first day back - be there to welcome her. Organise welcome lunch?
	First day back
	

	Discuss and define what a 'successful' first week and month looks like (based on the 90-day plan)
	First day back
	

	Schedule weekly 45-60 minute one-to-ones for the month ahead
	First day back
	

	Have a career progression conversation when your returning team member indicates she's feeling competent in role and looking for stretch
	Three to nine months post-return
	


