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How Much Do We Play?

The United States is one of the only
industrialized countries that doesn’t have
a minimum vacation policy. A survey

of six countries by Expedia.com found
Americans also start out with fewer vaca-
tion days — 12 on average — than workers
in any other country surveyed.

The average number of vacation days
workers receive in other countries are:
e France: 39 days

e Germany: 27 days

e Netherlands: 25 days

e Great Britain: 23 days

e Canada: 20 days

e United States: 12 days

How Much Do We Give Back? Making the Most of Your Time Off

Expedia.com also found that 31 percent

of U.S. workers don't always take all of Even when Americans get away, they're still feeling chained to the e-leash. One-third of
their vacation days, and Americans give workers surveyed say they will be checking in with the office while on vacation, according to
back an average of three vacation days a survey from Careerbuilder.com.

each year. Consider the average number

of days people in each Expedia.com-sur- Here are some tips to workers to fully use and enjoy their time away from the office:

veyed country give back each year: e Start early. Give plenty of notice for vacation dates.

* United States: 3 days e Schedule vacations before large projects begin or after they are completed.

* Canada: 3 days e |f required, cross-train other workers to help out in your absence.

* Netherlands: 2 days e Alert co-workers to your absence by giving an alternative contact via voicemail or auto-
e France: 1 day mated response on e-mail. If people know you are not checking in for a week or two,

« Germany: 1 day they are inclined to seek help with someone else while you are gone.

« Great Britain: Half a day e If your job is mission-critical, leave a number for emergency use only.

e Set an example: Supervisors should lead the way by taking scheduled vacations without

Source: Kate Lorenz, article and advice . .
> workplace interruptions.

editor, CareerBuilder.com.

Source: Laura Morsch, CareerBuilder.com.
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Q & A on Vacation
Concerns

Along with flip-flops and suntan lotion,
U.S. workers are packing laptops, cell
phones and BlackBerrys in their suitcases
this year. Thirty-three percent of workers
say they will be checking in with the office
while on vacation, according to a survey
from Careerbuilder.com. Twenty-two per-
cent of workers say their bosses expect
them to stay in touch while away from
work, up from 16 percent in 2004. One in
10 workers report they check in with the
office while on vacation at least once a day.
Thirty-five percent of workers say they feel
still stressed about work even when they
are on vacation.

Here are answers to workers’ most com-
mon concerns about making the most of
their time off and leaving the office at
home.

Q: Those first few days are so hectic. How
can | make sure I'm not overwhelmed
when | return from vacation?

A: Schedule your time off far in advance.
You'll be able to better manage your work-
load and prepare co-workers and clients for
your absence.

Q: | want to make myself accessible while
I'm away, but only for emergencies. What
should I do?

A: Make one co-worker, and only one,
your point person. Give them your phone
number and permission to contact you if
an emergency pops up. If you must check
in with the office, schedule specific days
and times that you will do so that you
aren’t answering e-mail or returning phone
calls three times a day.

Q: How do | shake the guilt that comes
with taking a vacation?

A: You've worked hard and earned your
time off. Preparation is the key to ban-
ishing guilt. Improve your planning and
scheduling — the more you prepare, the less
you'll worry about the work you're leaving
behind.

Q: I'm new on the job but have a vacation
planned. What should | do?

A: Weddings, family and class reunions and
vacations abroad are some of the events
that people schedule far in advance. Let
your boss know as soon as you start or

as soon as you find out about it so you

can prepare and also make sure you have
enough time off.

Q: I won't be available at all while I'm out
of the office. How do | make sure all my
work is covered?

A: Leaving some work behind is necessary
for achieving total relaxation and rejuvenat-
ing your spirit. Make sure you let people
know when you'll be out and when you're
expected to return. Your voicemail and e-
mail messages should include contact infor-
mation during your absence. Train people
to take over the tasks you've left for them
and take time to do it well; otherwise,
you'll pay for it in the end.

Q: My boss just assigned a huge project
due the week | return from vacation. Do |
have to cancel my trip?

A: Sometimes unanticipated projects crop
up and clash with the best-laid plans. Ask
your supervisor what the project expecta-
tions are, your role and how your time
away might interfere.

Q: I'm burned-out but my boss says now
is not a good time for me to be out of the
office. What should | do?

A: Sometimes all you need is a long week-
end. Breaks, even short ones, are benefi-
cial. They reduce stress, improve productiv-
ity and lift your spirits. Try scheduling one
or two three-day weekends over a short
period of time and don’t connect with
work at all.

Source: Rosemary Haefner, vice president,
human resources, CareerBuilder.com.
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Seven Strategies for
Leaving the Office Behind
on Vacation

e

"-

It was reported that 70 percent of Americans receive
phone calls from their offices while they are on vaca-
tion. On top of that, only 5 percent of respondents were
able to relax as soon as their vacation started; about 60
percent said it takes one to two weeks to relax — and by
then it's time to head back.

To make sure that you make the most of your
vacation, here are some suggestions.

Starting three weeks before you leave, prepare co-work-
ers with reminders on a weekly basis.

Delegate specific tasks to specific people.

Assign a trusted person to handle all crisis and emer-

gency matters Let bosses know that if you are called and are on the

clock, reimbursement is expected.

Designate one primary contact with the office so that
you are not making and receiving calls from an entire
staff.

Program your e-mail, work telephone and pager to reply
saying that you are on vacation and will respond on your
return. Give the name of the contact person.

Source: Kate Lorenz, editor, CareerBuilder.com.
Create a specific time when you will be available for
emergencies, and stick to it (for instance, you'll take calls
each day at noon).
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