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Out-of-Office for Parents

The actual words for the boundaries you keep almost setting

An out-of-office message works because it states a boundary once, clearly, and lets the reply
do the arguing for you afterward. Parents rarely give themselves the same tool. Instead we
apologize our way through a sick day, hedge every “I’m leaving at 5” with three qualifiers, and
negotiate our own boundaries down before anyone’s even pushed back. These are four scripts
you can copy, tweak, and actually send, so the boundary gets stated once instead of relitigated
every single time.

What you need: 10 minutes to read through the scripts and fill in your own version, then the
nerve to send them exactly as written.

The steps

1. Pick the boundary you keep softening. (2 minutes) Sick day, hard stop at 5, no-meeting
mornings, whatever you find yourself over-explaining every time it comes up.

2. Read the matching script below. (2 minutes) Notice what it doesn’t do: no apology, no over-
justifying, no “sorry for the inconvenience.”

3. Swap in your details. (3 minutes) Name, timeframe, the specific ask. Keep the structure,
change the specifics.

4. Send it once, then stop explaining. (2 minutes) The whole point of a script is that you don’t
re-negotiate it in every follow-up message. Say it, then let it stand.

5. Reuse it next time without rewriting from scratch. (1 minute) Save these somewhere
findable. The point is to never have to compose one of these from a blank page again.



Four scripts to copy

Sick kid, out today

"Out today, [name] is sick. Back online tomorrow, flagging anything urgent to [backup] in
the meantime."Hard stop at 5

“Logging off at 5 today for pickup. I'll pick back up this evening if anything's time sensitive,
otherwise first thing tomorrow." No-meeting mornings

"Mornings are blocked for me this week, happy to find time after 11." Out for a school
thing, no laptop

"Out this afternoon for [kid's] school event, not bringing my laptop. Back online tomorrow
morning."

Your own version

When it goes sideways

You send it and immediately feel guilty and check Slack anyway. That’s the habit talking, not
the boundary failing. The script did its job the moment you sent it, what you do nextis a
separate practice.

Someone pushes back and asks “can you just hop on for 10 minutes.” Decide in advance
whether that’s a real exception or a boundary test, and answer accordingly. Not every “quick
ask” deserves a yes just because it’s phrased small.

You keep adding apologies back into the template. Read it out loud before sending. If it
sounds like you’re asking permission instead of stating a fact, cut a line.



The boundary was never the hard part, saying it plainly without apologizing for it was.
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