Guide: How to Manage Workflow During
Employee Leave

Purpose:

To provide HR professionals and managers with strategies to ensure business continuity while
employees are on leave for treatment, medical reasons, or other personal needs.

1. Plan Ahead
e Identify critical tasks and projects that will be impacted by the employee’s absence.
e Create a timeline of responsibilities and deadlines.

e Document processes and workflows for easy delegation.

2. Communicate Transparently

e Notify relevant team members about the leave (without disclosing sensitive medical
details).

e Set expectations for temporary task coverage.

e Maintain open communication channels for urgent issues.

3. Delegate Responsibilities
e Assign tasks to qualified team members, ensuring a balanced workload.

e Consider temporary cross-training for key functions.
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e Use project management tools to track progress and accountability.

4. Use Temporary Support
e |f needed, hire temporary staff, contractors, or interns to fill gaps.
e Leverage flexible schedules or overtime for critical deadlines.

e Ensure new or temporary staff are briefed on company procedures and policies.

5. Document Processes
e Maintain updated Standard Operating Procedures (SOPs) for key tasks.
e Provide step-by-step guides for temporary staff or team members covering duties.

e Document any decisions made during leave for continuity and accountability.

6. Monitor Workflow & Productivity

e Schedule regular check-ins with the team covering the absent employee’s
responsibilities.

e Track progress using shared dashboards or task management software.

e Adjust workloads as needed to prevent bottlenecks or burnout.

7. Support Employee Reintegration
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e Prepare a plan for the employee’s return, including phased responsibilities if needed.
e Debrief the returning employee on any changes or updates during leave.

e Provide access to necessary training or refreshers to ensure a smooth transition.

Tips for HR & Managers

e Protect employee confidentiality regarding leave reasons.
e Maintain a balance between workload coverage and team well-being.
e Anticipate potential gaps and plan for cross-training proactively.

e Keep records of task delegation and coverage decisions for accountability.
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