
SUPPORTING EMPLOYEE USE OF PAID FAMILY AND SICK LEAVE 
POLICIES

Listen and give 
emotional 
support 

Make a person 
comfortable sharing 
their needs for time 
off for family and 
sick leaves. 

• Actively listen to employees’ requests by reading their body 
language, and paying attention to the tone of their voice.

• Demonstrate empathy by communicating genuine concern 
about what your employee is going through

• Encourage them to use available leave when they have the 
need.

Educate and 
Increase policy 
access

Be knowledgeable 
about policies and 
help employees 
access their options. 

• Educate yourself, your employees, or other managers on leave 
policies and the negative effects of not taking leave when 
needed. 

• Help employees understand how much control over timing 
and length of leaves they have. 

• Understand the differences between why employees might 
need sick leave vs. family leave. 

Address 
negative 
perceptions

Reassure the 
employee that they 
will not be penalized 
for being away and 
creating a supportive 
work environment 
surrounding leaves. 

• Reassure the employee that they will not be penalized for 
being away.

• Make people less afraid to take time off by normalizing leave 
requests. 

• Be aware of how leave takers are discussed among colleagues, 
and champion them when needed. 

Dual agenda 

Creatively organize 
work to support 
leaves in a way that 
benefits both the 
employer and 
employee. 

• Plan for flexible staffing and identify barriers that could be 
removed in your workplace. 

• Develop back-up systems like: standardized paid family and 
sick leave policies across teams, cross training, staffing 
preparation, and proactive policies to prepare for times when 
a worker is taking leave. 

• Communicate to other managers how you are being 
responsive to employee requests and partner with them to 
support each other. 

Enhancing the 
employee 
experience

Provide support 
during the leave and 
recognize the 
necessary period of 
adjustment when 
transitioning back to 
work.

• Appropriately stay connected to your employee as agreed 
upon during their leave. 

• In cases where you have assigned the individual’s tasks to a 
coworker, stay engaged with the individuals providing back-
up coverage.

• Arrangements for return from longer leaves: Don’t pressure 
employees to come back before they are ready. As the return 
nears, alert the team and do what it takes to ensure your 
employee had a smooth reentry. This includes making sure 
their workspace is ready to welcome them

Role modeling

Show how you are 
taking care of your 
own work/life and 
time off challenges. 

• Express belief in taking time off for family and sickness.
• Talk about the importance of self-care when they have taken 

time off for illness or to care for a child or older adult. 
• Share your own success stories and benefits you have 

experienced from taking time off.  
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