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Near the end of the fall semester and the start of winter break, many departments in the District slow down 

considerably.  This time of year also brings a lot of excitement as individuals plan vacations, and departments 

organize holiday parties and gift exchanges.  With less activity on campus and the anticipation of the holiday 

season, it is not unusual for employees to be less productive while at work.  Though some supervisors may be 

inclined to write this time off, this downtime can be used to catch up on back logged work, organize the office, 

and plan for the coming year.  It may also be a good time to encourage staff members to take time off.  Super-

visors who make effective use of this time will find themselves better prepared in the new year. 

 

Encourage your staff to take time off during slow periods.  If your department slows down considerably 

during the holiday season, it is a good idea to encourage staff members to use their vacation time.  Keep track 

of who has requested time off and make sure that your office has an appropriate level of coverage.  There 

should always be at least a few staff members around to take phone calls and address any problems that may 

arise. 

 

Use downtime to catch up.  With staff shortages and budget cuts, slow periods offer the perfect opportunity 

for you and your staff to catch up on back logged work and perhaps even get ahead.  Use this time to complete 

unfinished projects, respond to emails or phone calls that have been put on the back burner, get a head start on 

work that needs to be done to prepare for the winter intercession or the spring semester, file documents that 

have piled up, take inventory of office supplies and restock if necessary.     

 

Get ready for a productive new year by organizing your workspace.  Get an early start on spring cleaning 

by encouraging your to staff to organize their workspace, as well as common areas.  Since there will not be a 

lot of visitors coming into the office, it is a great time for employees to clean off their desks, sort through files, 

shred old documents, clean out cabinets, and generally tidy up.    

 

Plan for the coming year.  Use this time to establish goals for your department and make plans for the year 

ahead.  This may be a good time to brainstorm with your staff on how to improve the department’s efficiency 

or the quality of service.  If your department is about to embark on a major project, this time can be used to do 

some preliminary research.        
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