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Mindful Business Charter

Respecting Rest Periods
In line with the firm’s commitment to the Mindful Business Charter, in particular the Respecting Rest Periods pillar of the Charter, it is really important that all employees take the appropriate amount of breaks and regular rest periods to help maintain positive mental health. Such periods need to be respected by colleagues to ensure that they can be restful and restorative.  We all have a responsibility to look after our and our colleagues’ wellbeing and give due consideration to the need to ‘switch off’.
Regular rest periods
In the current climate where we all continue to work remotely, employees are encouraged to pro-actively manage their diaries and workflows to afford them the opportunity to take regular breaks away from screens and calls. 
Annual leave

It is important for employees to take their full annual leave entitlement each year. The firm’s annual leave allowance is very generous and employees are encouraged to at least take some of this time off in blocks of one week or two weeks. This seeks to maximise on the effectiveness of the time away from work to relax and recharge.
In the current climate, there may be a reluctance to book annual leave due to travel restrictions, but everyone needs and deserves a block of time away from work to unwind and spend quality time with family and friends, and is encouraged to do so. 
In line with the principles of the Charter, employees should not be interrupted while on leave unless absolutely necessary.

Holiday handover

In order to assist employees in ‘switching off’ from work during leave, and their colleagues in respecting their rest periods, the Mindful Business Charter Focus Group has developed a ‘Holiday Handover’ template (see Appendix below).  This template is designed to facilitate periods of time away from work. The approach seeks to minimise the possibility of employees being interrupted while on leave with any work-related queries and to ensure that rest periods are respected. Therefore, the more comprehensive the handover document is and the earlier it is provided to the team, the better.
It is recommended that employees complete this short template to summarise how ongoing matters and projects will be managed in their absence and provide it to their partner / manager and team in advance of taking annual leave (in conjunction with any annual leave guidelines that currently apply within respective teams).  
Employees are encouraged to indicate their contact preferences within the note provided, for example, by phone for any urgent matters / no contact, as agreed with their partner / manager.  
Outlook – Out of Office

It is standard practice to set an ‘Out of Office’ (OOO) notification in Outlook. If necessary, you can agree the message with your partner / manager, particularly in situations where your OOO directs the sender to a colleague. Your OOO should also state that you will not checking emails / will only be checking emails on an intermittent basis, as appropriate.
Work allocation / emails prior to taking leave
In line with the Charter’s principles of communication, respect and consideration, employees should make every effort not to bombard colleagues with emails and requests just before they go on leave.  You should refer to the firm’s Email Etiquette guidelines before sending emails to colleagues that you know are on leave or are about to go on leave.
Summary

Respecting employees’ right to rest periods / annual leave without the expectation of them checking emails or being on call is a key focus for the Respecting Rest Periods pillar and everyone is encouraged to role model this behaviour whenever possible.
You are encouraged to agree the format of a handover with your partner / manager, so as to manage expectations and minimise the chances of being interrupted while on leave. 

The template is intended as a sample guide and is not a mandatory requirement. However, as mentioned above, it is a tool to help employees maximise on their time away from work by minimising any need for them to be interrupted. Employees should agree the content and detail to be captured as soon as possible in advance of the leave period with their respective partner / manager.
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APPENDIX – Template Note
	To
	[Partner / Manager / Team]
	
	


	From:
	[Employee]
	
	


	Date:
	[●]


	Subject:
	[Holiday/Other form of leave] Note

	
	


Hi all
I will be on leave from [●] until [●] and [will not be checking emails / will only be checking emails on an intermittent basis]. If you need to speak with me urgently while I am away, I will be contactable by phone [●].
Sample Table applicable to Fee Earners
	Matter / Client
	Lead Partner / Person
	Person Assigned
	Billing Requirements
	Comments

	[   ]
	[   ]
	[   ]
	
	· [Description of current status of matter, principal client contact, confirmation of whether the client has been made aware that the individual is on leave, actions taken / to be taken during period of leave, level of priority, any other relevant high level information]



Sample Table applicable to Business Services

	Person Assigned
	Task
	Due date / Date to be completed

	[   ]
	· [Description of task, actions taken / to be taken during period of leave, level of priority, any other relevant high level information]
	


3

[image: image2.png][image: image3.png]Matheson



