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Annual leave AKA holiday. Referring to one’s holiday as annual leave is a relatively new ‘thang’. I’ve 
noticed it more and more recently. Emails come back saying ‘I am currently away on annual leave.’ 
I suppose it sounds quite officious. It screams ‘this is time off I am absolutely entitled to so don’t 
bother me please, I need a break’ and is less likely to conjure up images of someone mainlining 
Pina-coladas and getting a tan. 
 
I guess this is indicative of the world we live in to an extent. Perhaps looking forward to time off 
spent having non- work- related fun makes us appear less serious about jobs? Less responsible? I 
don’t know. I do know we all like to be perceived as being ‘busy’ all the time. But if we are all 
working longer hours then surely having regular holidays is all the more vital? Personally, I love 
my job but am also all in favour of holidays. ‘Work, rest and play’ is my mantra, like the old Mars 
Bar slogan.  
 
There is one steadfast rule when it comes to going on holiday though. And that is that before you 
go away, the preparation required in order to be able to escape your routine for a week or two, 
means that by the time you get to said holiday you will never have needed a rest more in your 
entire life. It’s similar to Christmas when you think about it. In order to get to the big day, the one 
where you can finally flop, eat ten thousand calories in one sitting and watch telly until your eyes 
bleed, you need to endure the run up. You need to get through never ending nights out, drinking far 
more than is healthy, battling through crowds to buy slippers for a relative you don’t really like and 
will acquire a face that looks like suet. You know that sort of grey, bloated, exhausted December 
complexion?  
 
When you’re a PA, getting away is a really gargantuan task because you have to make sure that 
everything is also in order for your boss for the time that you’re away, so I thought it might be 
helpful to have a checklist to refer to. You might also be called in to cover someone else’s holiday 
time which can also be a bit of a minefield so here is my all- encompassing going on 
holiday……ahem sorry…….annual leave guide.  
  
1. Despite the fact your mind will be full of more pressing things than work such as ‘when to get 

waxed’, ‘is eight pairs of shoes too many for a week?’ and ‘is it physically possible to lose a 
stone in ten days?’ it is advisable to be as efficient as possible at work. What you don’t want to 
do is to slack off due to all the excitement and end up returning to a work load so horrendous 
that you will need another holiday almost immediately. See going away as motivation to get as 
many projects and tasks complete. Get ahead of the game so your return is slightly easier. 

 
2. Emails. The bane of every worker’s life. We all know people email even if they sit opposite you 

and could just as easily ask you a direct question. As a result, our inboxes can fill up to the 
most unreasonable degree. My advice would be to stay behind one evening, before you go 
away, just for an extra hour, so that you can go through and delete as many as possible and 
make sure you haven’t missed any which need replying. It will feel like a detox! 
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3. Take the time to email all of your colleagues and work contacts to let them know that you’re 

going to be away and make sure everyone receives a message from you if they try to contact 
you whilst you’re not there, with your dates on. Try to resist the temptation of making that 
message ‘Not here losers. Am currently on a lounger, slathered in cream whilst flirting with 
Pedro.’ Or don’t. Might make people laugh. But more sensible to conform and say you’re away 
on annual leave. 

 
4. Depending on your role, the company may well have drafted someone in to cover for you or 

lumbered one of your colleagues with your main responsibilities. Either way, some kind of 
handover is probably going to be required. You’ll be excited, you won’t really care what will be 
happening while you’re away but it’s worth not doing the conga for another hour or so, so that 
you can do a really thorough job of the handover. This is totally in your best interest so that 
people aren’t swearing about you while you’re away. Take the time to let your replacement 
know where everything is, who everyone is and write a list of all eventualities. That way, if your 
ears are burning it will only be because you’ve had too much sun. 

 
5. Clean your work station. It won’t take long and is a fantastic opportunity to get rid of all those 

sandwich crumbs, the clutter, receipts and Boots vouchers you never use. 
 

N.B Once you have made the great escape, tune in and check out! This means you are perfectly 
entitled to switch off your data roaming and not so much as look at an email until you get back. 
In fact, I strongly recommend it. Otherwise some numpty from work WILL bother you about 
something that could easily be dealt with on your return. A holiday should be exactly that so let 
them wait!!!!  

 
6.  Once you have got back to reality, it’s probably advisable to keep your first day back in the 

office as free as possible diary wise. That way you will have the chance to plough through 
emails, to catch up on what’s been going on, and to acclimatise and cope with the inevitable 
depression that is about to hit you. Good luck with that! 

  
7. If you have been drafted in to cover for someone while they are away you are always going to be 

at a slight disadvantage as it’s not ‘your’ job per se. Therefore, it is in your best interest to get 
as much as possible from the handover. If possible, spend a day shadowing the person you’re 
taking over from, make as many notes as possible and ask plenty of questions, even if you can 
tell they just want to escape the building and get to the airport. It’s alright for them. They’re off 
to the sun, sea, cocktails and dubious flirtations. You’re the one who’ll be left trying to figure 
out what on earth is going on so don’t let them be vague. 

 
8. The above point is important because my next piece of advice is to make sure you NEVER 

contact the person who’s on holiday in order to ask them how to unlock the stationary 
cupboard or why Debbie in accounts has emailed you eighteen times. You must be like a 
detective. Ask your colleagues and work this stuff out for yourself because contacting someone 
while they’re on their precious holiday is just mean. They will tell you it’s ok. But it’s not and 
they will hate you unless it’s a total emergency. 

 
9. While covering for someone it is advisable that you write everything that happens down. This 

means that when the person returns they will have a vague idea of what they’ve missed, for 
which they will be infinitely grateful.  
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10. Don’t beat yourself up if at times you feel like you haven’t got a clue what’s going on. Like I said 
before it’s not ‘your’ job so covering at times can be really difficult. People will appreciate this 
though so don’t be nervous about asking for help from other people in the office.  

 
And that’s it, but for now, for me anyway, it’s back to work as I don’t personally have any holidays 
lined up for a while. So for this month, it’s over and out. 
 
With love 
Pippa xx 
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