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EPISODE 212

Prepare for Vacation Time Out of the Office
While it’s supposed to be rejuvenating, taking time
off can be quite stressful when you’re worried about
work the whole time. Whether it’s returning to an
overflowing inbox or concern for how your
colleagues are getting on without you, stressing
while away from the office (or worse, not taking
time off!) is detrimental to your wellbeing.

This mini-guide includes an excerpt of Principle #3
to help prepare well for vacations. The full guide
includes 4 additional principles, plus more tips for
Principle 3, to help you effectively prepare for time
away. It also includes tips and a template for
communicating tasks effectively to your team
members so there's no confusion.
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“We all have different levels of

comfort with our team members,

different expectations from our

bosses or clients, and different

definitions of what it means to unplug.

Do what feels right to you.”
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Some folks want or need to fully go off the grid, while others prefer to stay connected to varying
degrees. There is no right way to be on vacation, so do what feels right for you. 

PRINCIPLE #3: Determine Your Out Of Office Availability

Fully Unplugged: You are completely unavailable. If something is an emergency, there is
someone else in the organization who has complete authority to step in and make decisions
on your behalf.
Emergencies Only: You are generally unavailable. Only in cases of a true emergency should
you be contacted.
On My Terms: You are generally unavailable. People may contact you in passive ways e.g.
sending an email or Slack message, but they shouldn’t expect a response. You’ll take the
initiative to check in when you feel like it, but otherwise, you shouldn’t be contacted unless
it’s an emergency.
Asynchronous or Unscheduled Connection: You are available through asynchronous
communications e.g. email and Slack, with a plan to check in and respond to the most
important messages every 24-48 hours. 
Scheduled Connection: You are making yourself available at scheduled times for both
asynchronous and/or synchronous communications e.g. texting, phone or video calls in
addition to email and Slack. 
As Needed: You are available to your team on an “as needed” basis. They can reach out via
text or phone call, or coordinate with you to schedule time to talk.
Fully Working: You’re not really taking time off but rather working from anywhere in a less
structured way. People can communicate with you as they normally would.
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