
Increase Customer Service, Performance and the Bottom Line 
by Reducing Accrued Leave

Five Actionable Tips to Encourage Your Team to Take Their Holidays

1. Lead by Example – if you work all year, are stressed-out, and clearly need a break, 
then you are sending an unconscious message to everyone else that this is the 
behaviour you want them to mirror. A well-rested and rejuvenated leader sets an 
example for all the team. Take your breaks and reap the benefits of peak 
performance.

2. Make It Easy to Apply – create an environment that encourages taking accrued 
holiday leave. Avoid a rush on last-minute holiday requests by making it easy to 
apply for accrued annual leave and responding to requests in a positive way.

3. Keep the Conversation Alive – continually discuss the benefits of going on 
holiday with your employees and make them aware that any existing work will be 
divided fairly between other members of the team in their absence to prevent 
them worrying about returning to an overload of work. Ask everyone to send a 
postcard back to work from wherever they are and put this up on a noticeboard 
for everyone to see and talk about.

4. Incentives – try building employee incentives for taking regular time off and/or 
using accrued leave days. This could be the ability to leave an hour early or 
working a half-day. This will serve as a reminder to employees of both the benefits 
of working hard and the importance of taking personal time.

5. Shared Responsibility – give your staff a chance to discuss any challenges they 
have with taking annual leave. Is it a process issue, a fear issue, or do they just love 
being at work! Get to the bottom of it by asking the right questions so the 
appropriate action can be taken.
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