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Post your job on Indeed or find more templates and samples in the Employer Resource Library.
______________________________________________________________________

Welcome Back to Work Letter Templates
General welcome back to work letter
MM/DD/YYYY
Dear [Employee Name],
We are happy to welcome you back to the team! We’ve missed working with you and are excited to have you back on board.
I recognize that this is a period of transition and am eager to support you in any way I can. Please don’t hesitate to ask any questions or address any concerns you may have as you get comfortable again this week.
Best,
[Your name]
[Your position]
[bookmark: _heading=h.9mrvnghk9vnq]Welcome back from maternity leave letter
MM/DD/YYYY
Dear [Employee Name],
We are happy to have you back at work following your maternity leave! I hope you’ll find that [maternity leave replacement staff member] left your workstation and documents in order. We are grateful to have you back; your presence and incredible work ethic were greatly missed!
Congratulations on the birth of your sweet [baby’s name]! We are happy you were able to take some time away to adjust to this incredible milestone in your life. We understand that this is a period of transition for you as you return to work and are eager to support you in any way we can. Please don’t hesitate to ask questions as you settle back in.
Best regards,
[Your name]
[Your position]
*A nice addition to this letter is to bring the new mother congratulatory flowers from the team upon her arrival at work.
[bookmark: _heading=h.dmq1mqwfr2z]Welcome back from sick leave letter
MM/DD/YYYY
Dear [Employee Name],

Welcome back to work! We are so pleased to see you back; you’ve been greatly missed. The team and I have been thinking of you and your family during this time, and we are thrilled to learn of your recovery and return to work. We’re grateful to have you back so soon.

Take your time settling into the workplace routine, and please don’t hesitate to ask any questions.

Kind regards,

[Your name]
[Your position]

*If an employee has been away due to illness, having everyone in the department sign a welcome back card is a thoughtful touch.
[bookmark: _heading=h.yjn6km1c3d55]Welcome back to the office (after a period of remote work)
MM/DD/YYYY
Dear [Employee Name],

Welcome back to the office! We are so happy to see your face in person after [time period] of remote work. We are grateful for the hard work you’ve put in from home and want to express our gratitude for your continued commitment to excellence with [Company Name].

Please see [HR Rep Name] about our workplace policies to ensure everyone’s safety as we resume in-person activities.

Best,

[Your name]
[Your position]
____________________________________________________________________________


Indeed provides this information as a courtesy to users of our site. Please note that we are not your recruiting or legal advisor, we are not responsible for the content of your job descriptions, and none of the information provided herein guarantees performance. This is a legal disclosure and is not part of the following template. 
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