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As the holiday season approaches, the office can seem busier 
than usual with all the work that needs to be completed by 
the end of the year in addition to holiday activities.  It is a 
joyful time of the year, but it can also be a challenging time 
in the workplace.  As a supervisor, you should expect that 
your employees will have more on their minds than usual 
during the holidays. It is important to be supportive of your 
staff’s needs while still keeping them focused on the work priorities and demands during this time. Read on 
to discover some helpful tips to assist you setting a positive and productive tone in your office during the 
holidays.  

 
A QUICK GUIDE TO MANAGING THE HOLIDAY SEASON AT WORK  

 

 Appreciate and recognize your staff.  After  a year  of hard work and accomplishing team goals, the 
holiday season is a great occasion to show your gratitude for your employees. Take time to say thank you 
to your employees and acknowledge their accomplishments and efforts. A personal, individualized feed-
back and appreciation for each of your staff member generally makes a big impact and goes a long way.  
If your office/department has employee appreciation or holiday celebration events, be sure to let your 
employees know about any gift giving or exchanging guideline or tradition that may be in place.       

 

 Set expectations and look ahead.  As the holidays approaches and the year  is ending, people usually 
have increasing demands from their personal life, families and friends. It is beneficial to communicate 
work expectations and things that still need to be completed ahead of time to your staff. This helps your 
team stay focused on work priorities during the holidays. They can also plan accordingly and ask for as-
sistance in advance if necessary. Some departments/offices may have some downtime during the holi-
days. Encourage your employees to effectively use this period to catch up on work, organize their work 
space, and plan for the coming year.    

 

 Plan and coordinate schedules.  The holiday season is usually vacation and time-off season as well 
in the office. Remind your employees to submit their time-off request as soon as they are aware of their 
plans. This will help you coordinate work schedules during the holidays and arrange for coverage as 
needed.  
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Managing the Holiday  
Season at Work  



 
 Be sensitive and respectful to different holiday traditions.   It is impor tant to be mindful of the indi-

vidual differences among your team when it comes to holiday celebration and preferences. Not everyone 
celebrates the same holidays, and not everyone celebrates in the same way. Create a culture of inclusion in 
your department during the holidays so that your employees are comfortable being themselves during this 
special time of the year.   

 
 Workplace safety during the holiday season.  When planning holiday events and decorations for  the 

office, it’s important to keep workplace safety in mind. To prevent such safety issues, make sure that lights 
and electric decorations are used properly by your staff and avoid excessive decorations in common areas 
and walkways in the workplace. Also, your office holiday décor should not block exits, exit signage, or 
access to fire safety equipment.   

 
 
We’d like to hear from you! Please visit the following survey link to provide us with valuable feedback on our 
bulletins: https://www.surveymonkey.com/r/7XWVD78.  

https://www.surveymonkey.com/r/7XWVD78

