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The holiday season is a jovial time filled with celebration and the expression of gratitude.  However, personal 

obligations coupled with workplace traditions and events, can make this time of year stressful.  Often times, 

employees are unsure as to how to properly manage the holidays at work.  Should you buy gifts for your co-

workers?  Do you have to go to office parties?  Can you take vacation time?  The following suggestions will 

make navigating this holiday season a bit easier. 

 

Gifts 

Giving gifts at work is one way people demonstrate their appreciation for their coworkers, however employees 

should not feel as though they must give gifts.  Gift giving is entirely voluntary.  If you receive a gift you do 

not have to reciprocate by giving a gift back, but it is a good idea to give a thoughtful thank you card.  If you 

do decide to give gifts to coworkers, they should not be too expensive or too personal.  Some offices organize 

a “Secret Santa” or “White Elephant” gift exchange.  Participation in these types of events is also voluntary.  

Those who do not celebrate the holidays or for some other reason prefer not to participate, should not feel obli-

gated to do so.  That being said, since these types of activities encourage socialization they are a great way to 

promote team spirit and boost office morale.    

 

The Office Party 

Many departments host holiday parties during November and December.  Typically, it is not mandatory that 

staff members attend these events.  Some workers feel conflicted about going to holiday parties, especially if 

they are scheduled outside of regular office hours.  If you have scheduling conflicts or personal beliefs which 

prohibit you from participating in such functions, it is perfectly acceptable not to attend.  If you are unsure 

about attending, keep in mind that holiday parties offer an excellent opportunity to socialize with your col-

leagues and develop your professional network.  Attending these sorts of social events shows that you are part 

of team.  They also give you the chance to get to know your colleagues better and to interact with your super-

visor in a more casual setting.  For these reasons, it is a good idea to at least make an appearance.   

 

Vacation Requests 

If you are planning to take time off during the holidays, it is important to submit your request for vacation 

early.  Many people like to take time off at the holidays and your supervisor will not be able to grant every-

one’s request since your office will likely need some coverage.  Plan in advance so that you are able to take the 

time off that you need to enjoy the holiday season.      
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