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Five Things To Do Before Leaving The Office On Vacation  

By Diane Gottsman  

As seen in the Huffington Post 

The key to a relaxing summer vacation is taking the time to leave your work life in order. The ultimate goal is to 

have systems in place so business continues smoothly in your absence, your vacation won’t be interrupted   

unnecessarily, and you can return from your trip and back to the office without skipping a beat. Follow these 5 

business etiquette tips to assist your colleagues and clients while you are away.  

 Let people know when you will be gone. Remind your regular contacts of your vacation schedule a few 

weeks ahead of time so they can plan projects accordingly. Prior to leaving, create an auto-reply for your 

email that gives the dates you will be out of the office and also lets others know if (or how often) you will be 

checking emails. Include the name, phone number and email of an alternate point of contact for those who 

require immediate assistance. Update your voicemail to reflect your time off and create an outlook reminder 

to change your greeting upon your return.  

 Identify a “vacation backup buddy.” Determine which colleague (or colleagues) are best able to cover 

for you while you are out. Make sure they are comfortable with various situations that might come up. In the 

days before you go, hold a pre-vacation briefing to update your boss, or coworkers, on the status of       

important projects they will be handling on your behalf. Use the meeting as an opportunity to thank them in 

advance, and bring them a small token of gratitude upon your return. Everyone appreciates an acknowl-

edgement of their efforts. 

 Update your work manual. Step-by-step instruction serves an important purpose when someone not fa-

miliar with your job must temporarily handle your tasks. It’s helpful to have concise directions easily acces-

sible for each duty you perform. Keeping the manual ready will ensure you are ahead of the curve when it 

comes time to put it into use. 

 Leave a list of important passwords. It’s crucial for someone to know how to get into your computer to 

manage ongoing to-do’s. If they are unable to open an email, or review a status update saved on your 

desktop, it becomes an issue for your client and the company, as well as a potential vacation disruption. 

 Clean your office before you go. Not only will your colleagues thank you, you’ll also be returning to a 

more pleasant work space. Check desk drawers and cabinets for perishable foods and toss your leftovers 

from the office refrigerator. Clear off the top of your desk and discard clutter. Look at your office from the 

eyes of an associate, or a client passing by your cubicle or space. Save energy while you are out by      

unplugging your electronics, such as lamps, chargers, portable sound systems and anything else that pulls 

energy from an outlet. Thorough preparation before you leave is the best way to fully unwind on your much-

needed break.  

 



P A G E  2  

The other evening I was enjoying the “light show” in my backyard and I was glad to see that the fireflies or “lightning bugs” are apparently making 

a comeback in my neighborhood!  For a  number of years they have been scarce in my area, so I was quite happy to make their acquaintance 

again... Nothing is more reminiscent of summer evenings for me and I got to thinking how little I really  know about our “showy summer friends.”  

So if you are curious too, here are some facts to ponder…. 

 

Fireflies! 12 Things You Didn’t Know About Lightning Bugs by Melissa Breyer 

 

1. They are beetles not flies! Fireflies are nocturnal members of Lampyridae, a family of insects within the beetle order Coleoptera, or winged 

beetles. Yes, they are officially beetles. And bonus fact: the family name, Lampyridae comes from the Greek "lampein," meaning to shine … 

just like a lamp.  

2. They are alchemists, poetically speaking at least. While they don’t actually turn base metals into gold, they do create light as if by magic. 

When a chemical called luciferin (note the same Latin root as Lucifer) inside their abdomen/tail combines with oxygen, calcium and adeno-

sine triphosphate, a     chemical reaction occurs that creates their spectacular light. (And then Mother Nature said, let there be biolumines-

cence!)  

3. There are fireflies in the western United States, they just lack the fire.  Sure, California has perfect weather, palm trees and stellar food. 

But alas, it doesn’t have fireflies. Actually, let us restate that: it doesn’t have fireflies that light up. Of the more than 2,000 species of fireflies, 

only some come equipped with the ability to glow; the ones that are able to don’t generally live in the West.  

4. They are light geniuses. The light produced by the firefly is the most efficient light ever made. Almost 100 percent of the energy in the 

chemical reaction is emitted as light; in comparison, an incandescent light bulb only emits 10 percent of its energy as light, the other 90 per-

cent is lost as heat.  

5. They are flashy flirts! Each species has a specific pattern of light flashing, and males use this pattern to let the ladies of the same species 

know that they would be a fine match for one another. When a  female notices a suitable suitor, she replies with her own species-specific 

flash. Females may also use flash information to decide which male to mate with. And then, fireworks!  

6. Some species synchronize their flashing. As if fairy-like woodlands weren’t made wonderful enough by the glittering glow of fireflies, 

some species actually synchronize their flashes in a beautiful light show; hello, firefly disco! Scientists can’t say for sure why fireflies sync 

up, but it may be the result of competitive males trying to be the first to flash. Or likely, it is because flashing the species pattern in unison will 

ensure that females of the same species notice the gang of randy males. Photinus carolinus are the only species in America that flash simul-

taneously; one great place to see them is at the Great Smoky Mountains National Park which has firefly tours.   

7. They come in a rainbow of colors. Well maybe not the whole spectrum, but they do come in yellow, light red, green and orange.  

 

For the remaining (5) facts click on this link  

http://www.mnn.com/earth-matters/animals/stories/fireflies-12-things-you-didnt-know-about-lightning-bugs 

 

 

Things to do with your children this summer… 

When is the last time you did the following summertime activities? 

Playing Hide and Go Seek 

Running through the sprinkler 

Telling ghost stories around the campfire 

Building sand castles on the beach 

Flying a kite 

Camping out in the backyard 

Young children, tweens and teens take great delight in watching their parents act like kids.   

Joining in the fun will make the activity more memorable for everyone!  

“ T H E  S U M M E R  N I G H T  I S  L I K E  P E R F E C T I O N  O F  T H O U G H T … ”       

        W A L L A C E  S T E V E N S  

http://www.nps.gov/grsm/naturescience/fireflies.htm
http://www.mnn.com/earth-matters/animals/stories/fireflies-12-things-you-didnt-know-about-lightning-bugs
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Most people are aware of SAD or Seasonal Affective Disorder and are familiar with the onset of depression during the dreary winter months for 

SAD sufferers.   We now know there is a similar SAD condition that affects some folks during the summer months causing some similar and 

some different depressive symptoms from wintertime SAD.   

People Get Depression in the Summer, Too (by Brian Handwerk) 

While seasonal affective disorder (SAD) is common during the short, cold days of winter, perhaps one in ten SAD sufferers experiences his or 

her depression during the summer months. 

“Both summer SAD and winter SAD people can experience the full range of symptoms of major depressive disorder—depressed mood, hope-
lessness and feelings of worthlessness and nihilism,” says Ian Cook, a professor of psychiatry and bioengineering and director of the UCLA   

Depression Research & Clinic Program. 

Other symptoms are opposites, like the seasons themselves. Winter sufferers often feel sluggish, sleep more than usual and tend to overeat and 
gain weight. By contrast, summertime depression often brings insomnia, loss of appetite, weight loss and feelings of agitation or anxiety.        
Summertime SAD can also create an increased feeling of isolation. If misery loves company, SAD sufferers can find plenty of other people to 

commiserate with during the dreary winter months. But during summer, most everyone else seems to be having a great time. 

It remains a puzzle why some people experience SAD during the months of fun in the sun. Some research suggests that it can be triggered by 
too much sun exposure or oppressive heat. Other scientists have theorized that allergies play a roll, or that people are responding to shifts in 

sleeping habits during summer's lighter nights and bright early mornings. 

Read more: www.smithsonianmag.com/science-nature/people-get-seasonal-depression-summer-too-180955673/ 

 Tips for Summer Depression (taken from an article by Morgan Griffin) 

...Ah, the joys of summer: The withering heat and school vacations, when your kids give you minute-to-minute updates on their boredom levels. 

Isn’t summer supposed to be fun and relaxing? If you’ve got summer depression, it isn’t. 

For some people, summer depression has a biological cause, says Ian A. Cook, MD, the director of the Depression Research Program at UCLA. 

For others, the particular stresses of summer can pile up and make them feel miserable. 

Especially hard is that you feel like you’re supposed to be having a great time. Everyone else seems so happy splashing in the water and sweat-

ing in their lawn chairs. So why can’t you? And more importantly, what can you do to make this summer easier? The following link will take you to 

the complete article and tell you what you need to know about summer depression.    

www.webmd.com/depression/summer-depression 

Seasonal Affective Disorder (Excerpt from Help Guide)  

...The less common form of SAD, summer depression, begins in late spring or early summer and ends in fall. Instead of being attributed to    

shorter days and reduced sunlight, experts believe that summer SAD is caused by the opposite—longer days and increased heat and humidity,    

possibly even an upswing in seasonal allergies. 

Many summer SAD symptoms are the same as those for winter depression, although there are some differences. The longer daylight hours and 

shorter nights mean that if you have summer SAD, you’re more likely to sleep too little rather than too much. To promote sleep, your doctor may 

suggest taking melatonin supplements to make up for your body’s lower production. Changing your sleeping patterns by going to bed earlier at 

night (as soon as it gets dark in some cases) and rising earlier in the morning can also help to reset your body’s circadian rhythms.     

www.helpguide.org/articles/depression/seasonal-affective-disorder-sad.htm 

 

If you are concerned about how you feel, please contact Michiana EAP (MEAP) 574-287-1879 or 800-388-0154 and let us be your first call… 

http://www.mayoclinic.org/diseases-conditions/seasonal-affective-disorder/basics/definition/con-20021047
http://depressionla.com/
http://depressionla.com/
http://www.mayoclinic.org/diseases-conditions/seasonal-affective-disorder/basics/symptoms/con-20021047
http://www.ncbi.nlm.nih.gov/pmc/articles/PMC1949487/
http://www.smithsonianmag.com/science-nature/people-get-seasonal-depression-summer-too-180955673/
http://www.webmd.com/depression/default.htm
http://www.webmd.com/depression/ss/slideshow-depression-overview
http://www.webmd.com/depression/depression-assessment/default.htm
http://www.webmd.com/skin-problems-and-treatments/hyperhidrosis2
http://www.webmd.com/skin-problems-and-treatments/hyperhidrosis2
http://www.webmd.com/depression/depression-tv/default.htm
http://www.webmd.com/depression/summer-depression
http://www.webmd.com/depression/summer-depression
http://www.helpguide.org/articles/depression/seasonal-affective-disorder-sad.htm
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 The following information is taken from an article by Health Net and provides some interesting facts about the benefit of taking vacation time... 

While it might be assumed that Americans happily take time off, the reality – according to Glassdoor's Q1 2014 Employment Confidence Survey – 

is that the average U.S. employee only takes half of his or her eligible vacation time. 

The survey also says: 

 Among those who actually do go on vacation, three in five admitted to doing some work; and 

 A quarter of vacationing employees were contacted by a coworker, and 20 percent were contacted by their supervisor about a work-related 

issue. 

"That's a shame," said Steve Blake, vice president of Clinical Operations at Managed Health Network a subsidiary of Health Net (a provider of 
health insurance), "because a number of studies have shown that taking time away from the job can have physical and psychological health   

benefits." 

"Workers who don't take advantage of the vacation time that they're eligible for could be shortchanging themselves in terms of benefits to their 

health," added Blake. 

"Many studies point to the importance of achieving balance in life," said Blake. "At MHN, for example, we offer a series of work-life seminars to 

help manage stress and enhance wellness by striking a balance between meeting daily responsibilities and challenges, while also weaving 

in relaxation." 

 

More on the value of vacation time…  

 

Take a Vacation for Your Health (Excerpt taken from an article by Dr. Cynthia Thaik) 

…. you do not need to take a long two week vacation somewhere out of the country or in Maui. It can also be something simple such as a camp-

ing expedition or yoga retreat. The point is to get away and relax or do something adventurous, participate in multiple leisure activities and learn to 

enjoy life. 

Studies have found that people who engaged in more leisure activities reported more life satisfaction, fewer negative emotions, tended to be more 

spiritually connected, and reported having a lot of support from family and friends making them feel more content. 

Perhaps one of the best evidence of the benefits of vacations can be found in the famous Framingham Heart Study, the long-term ongoing cardio-

vascular study that began in 1948 to analyze adult subjects who were at risk of heart disease. When the study looked at the effects of vacations 

from following subjects over a nine-year period they found a positive correlation between more frequent vacations and longer healthier lives. The 

study reported that men who skipped vacation for several years were 30 percent more likely to suffer heart attacks than those who took a vacation 

at least one week a year. Based on these findings, the study reported that skipping even one year’s vacation time can be associated with       

increased risk of heart disease. Vacations may not only be enjoyable but also health promoting. 

The summer is soon about to start, so plan your vacation and you’ll feel better rested, healthier and more productive when you return. 

 

 


