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Oklahoma Certified Family Positive Workplace

Thank you for participating in Oklahoma’s Family Positive Workplace
Initiative. This toolkit supports organizations with added guidance,
resources, and examples to help employers understand and implement
positive family workplace practices.

Research shows that supportive workplace policies and practices enhance
or%anizational effectiveness while %)romotlng the physical and emotional
well-being of employees and their families

Organizations should consult legal counsel before adopting new policies or
revising existing ones.

We hope this toolkit serves as a valuable resource as you take initial or
progressive steps toward cultivating a positive family-workplace
environment.

Family Positive Workplace Best Practice
Toolkit

Potts Family Foundation established the Family Positive Workplace
Initiative to encourage employers to adopt practices that support working
parents with dependents while strengthening employee recruitment and
retention efforts. As part of this initiative, the Family Positive Workplace
Toolkit accompanies the workshop by providing employers with practical
tips, recommendations, ideas, and general guidance.
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This toolkit translates the Potts Family Workplace Assessment into an
actionable best-practice guide that organizations can use to design,
implement, and continuously improve family-friendly workplace policies.
Organized by key practice areas, with standards, recommended
actions, for example policies, and implementation tips for HR
leaders, managers, and executives.

How to Use This Toolkit

1. Assess — Review each section and compare it to your current practices.

2. Prioritize — Identify high-impact gaps based on workforce size, industry,
and resources.

3. Implement — Adopt scalable best practices and policy templates.

4. Communicate & Train — Ensure managers and employees understand
and access benefits.

5. Review Annually — Family needs to evolve; revisit this toolkit at least

once per year.
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Financial Security, Benefits & Leave

Best Practice Standards
Offer a core benefits package that supports employees and dependents.
Ensure equitable access to benefits across salaried and hourly workers
when feasible.
Provide transparent cost-sharing information for health benefits.
Recommended Benefits
Health, dental, and vision insurance
PTO or separate sick and vacation leave
Life insurance and Employee Assistance Programs (EAP)
Flexible Spending Accounts (FSA/HSA)
Caregiving & Family L.eave Best Practices
Exceed minimum legal requirements where possible.
Provide a mix of paid, partially paid, and unpaid leave options.
Example Enhancements
Paid parental leave of 12 weeks (about 3 months) or more.
Adoption or foster care assistance
Caregiver-specific leave policies separate from PTO
Ensure policies clearly cover:
= Birth parents
= Non-birth parents
» Adoptive and foster parents

» Grandparents and caregivers
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Childcare & Dependent Care Support

Best Practice Standards
Acknowledge of childcare as a workforce stability issue.
Offer at least one form of childcare support, regardless of
organization size.
Scalable Options
Childcare referrals or resource lists
Emergency or backup childcare partnerships
Childcare stipends or vouchers (where feasible)
On-site or near-site childcare (for larger employers)
Implementation Tip
Start with low-cost, high-impact options such as vetted referral lists
and emergency care partnerships.

Support for New & Expecting Parents

Best Practice Standards
Fully comply with federal and state lactation accommodation
requirements.
Go beyond compliance to reduce barriers and stigma.
Lactation & Nursing Support
Reasonable break time
Private, functional lactation spaces (non-bathroom)
Appropriate milk storage
Modified or light-duty assignments for expectant employees
Short-term child visits or transitional accommodations
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Flexibility & Work-Life Integration

Best Practice Standards
Maintain a documented flexible work policy.
Apply flexibility consistently, with role-based considerations.
Empower managers with discretion and clear guardrails.
Recommended Flexible Arrangements
Flexible start/end times
Telework or hybrid schedules
Compressed workweeks
Gradual return-to-work after leave
Emergency Flexibility
Clear protocols for school closures or family emergencies
Options to work from home, adjust schedules, or take short notice leave
Manager Guidance
Evaluate flexibility based on job function, not personal
circumstances alone
Avoid bias and ensure equitable access

Equity, Inclusion & Continuous Improvement

Best Practice Standards
Ensure policies support all family structures.
Regularly audit benefit usage and employee feedback.
Use data to refine and improve offerings.
Recommended Metrics
Work to ensure retention of parents and caregivers
Manager compliance and training completion




0 Potts Family
Y Foundation

Education, Training & Communication

Best Practice Standards
Train managers and employees in family-friendly policies.
Reinforce learning through multiple channels and timing points.

Recommended Training Topics
Family and medical leave policies

Return-to-work plan

Workplace flexibility

Breastfeeding accommodations
Childcare and community resources
Mental health and counseling support

Training Cadence
Onboarding

Annual refreshers
When policies change

Communication Channels
Employee handbook and policy documents
Manager toolkits
Internal communications and ongoing reminders
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Toolkit Checklists (Quick Reference)

Minimum Best Practice Checklist
» Documented flexible work policy
» Core benefits offered to employees and dependents
» Parental or caregiving work is clearly defined
» Lactation accommodations in place

» Manager and employee training provided
Advanced Practice Checklist

= Paid parental leave of at least 12 weeks (about 3 months)
» Emergency childcare support

* Ongoing communication strategy

» Annual review and continuous improvement process

Resource Outlet

https://www.okschoolreadiness.org/dolly-partons-imagination-library
https://childcarefind.okdhs.org/
https://oklahoma.gov/health/services/children-family-health/sooner-start.html

https://www.cdc.gov/act-early/milestones/index.html
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Final Note

A family-positive workplace is built not on a single policy, but on a lasting
culture of support, consistency, and accountability. This toolkit is designed
to evolve with your organization, helping you start where you are and grow
with purpose.



