Out of Office Auto Replies
If you are going to be away from work, you can set your email to automatically reply to any messages in your absence.
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Open Outlook from the desktop or Start Menu: 
Click on the orange File tab in the top left of the Outlook window. There is an option for Automatic Replies (Out of Office) a third of the way down:
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Click on the Automatic Replies button to open a small window.
To turn automatic replies on, select Send automatic replies at the top.

You can tick the box to Only send during this time range to allow you to set your Out of Office ahead of time, and have it automatically turn off upon your planned return.
Once you have your options set, you can write out a message in the space beneath, with the usual formatting options available to you. Bear in mind that this will be sent back to anyone who emails you, staff or student, so be cautious about using your first name here.
Click OK when you are happy with your message.

Anyone in school who emails you during the time range you set (including any messages sent to groups you’re in) will receive an email back with your message; once the auto reply has been sent to them once it won’t be sent again. All the emails sent to you will still be in your inbox, unread, awaiting your return.
Advanced tip: you can also set an auto reply for emails from outside school by clicking the Outside my Organization tab in the Out of Office window. You can define a different message or copy and paste from the Inside My Organization tab. There is also the option to send replies to My Contacts only, but be aware that this only includes contacts you have explicitly saved to your address book, not just addresses you have emailed in the past.
