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How to keep your office productive during the  

Christmas Period 

  

Christmas is coming! With tinsel, trees and turkey on the horizon, offices all over the UK will be 
buzzing with excitement. To make sure there’s no negative impact on your business, you’ll need 
to consider how you manage your staff in terms of absence and drops in productivity. This guide 
presents brief and straightforward details on managing things fairly and sensibly.  
  
The main issues  

• Requests for annual leave  
• Requests for flexible working hours  
• Absence through sickness  
• Distracted staff 

Plan Christmas holidays in advance 
  

The first point to make is that all Christmas time off should be made in advance. Most employees 
will request at least a couple of days off over the Christmas period to spend time with friends and 
family, so make sure you have all departments covered. Express to your staff that you will need at 
least some people to be in the office. 
 
This should help to avoid major disruptions to your business.  
  
Flexibility is key  
  
It’s likely that many people in your office will want to take time off over Christmas that will impede 
with normal working hours. Simply saying no will be damaging to the relationships you have.  
 
So, be flexible and get some firm agreements in place before the Christmas period. Offer flexible 
ways to allow employees to celebrate, but make sure it’s booked in advance and doesn’t 
compromise your output as a business.  
  
Be careful allowing staff to work from home  
  
Unless your staff usually work from home, be careful in accepting requests from employees over 
the Christmas period — especially if it is going to leave your workplace short staffed.  
 
You don’t want to look like a scrooge, but you don’t want to allow disruptions to your business either. 
  
Monitor sickness absence carefully  
  
It is wise to be especially diligent during this period, and if patterns emerge then you may wish to 
look into them. If you’ve been accommodating in allowing people to take time off to spend with their 
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friends and family, you have every right to take action if an employee misses work because of a 
hangover.  
  
Plan a work celebration 

  
Christmas is a time for celebration, and that should include the workplace too. Organising a 
Christmas party or dinner is expected by most employees, and you should deliver. It doesn’t have 
to be anything too crazy — you don’t want an office full of drunk workers — but giving your 
employees an afternoon off to share in the festivities together shows that you understand the 
importance of Christmas. 
  
It is an easy way of putting on a work event and an opportunity to bring your office together.  
  
Manage client expectations 
  
Clients can be particularly taxing in December, but only if their expectations haven’t been managed. 
Always overestimate how long each project will take so that you’re not rushing around trying to meet 
deadlines the night before Christmas.  
 
There could be potentially be complaints from clients, though it is unlikely to be the case if you have 
suitably controlled expectations prior to Christmas. 
  
Understand your staff needs  
  
No matter how busy you are, as an employer you need to understand that Christmas is important 
for just about all of your staff. Be understanding when parents have to attend school shows and 
have to leave work a little early, or do some last minute Christmas shopping.  
 
As long as all work is completed on time, and staff are working the hours stipulated in their 
contract, try to be as accommodating as possible. 
  
Listen to your employees 
  
If you have issues around making sure you have sufficient cover, talk to employees and work out 
who is particularly eager to work over Christmas. Not everyone will be celebrating at home — 
particularly staff who are from overseas.   

  
Perhaps someone is interested in going home for Christmas, but would gladly not in exchange for 
some extra time off on another occasion? Be creative, be diplomatic and try to talk to each person 
individually.  

  
  

If you need any extra cover due to absence, give us a call — we have fantastic office temps ready 
to help you.  
  
For more employer insights, check out our other guides here.  
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