Dear [name of employee]

Agreed Period of Sabbatical 

Further to our meeting on [insert date of meeting] we are pleased to confirm we have agreed to your application to take a sabbatical. 

Your period of sabbatical will commence on [insert date] and your return to work will be [insert date].  If you wish to return to the company before this date, you are required to provide [one/four] weeks’ written notice.  The company [may/will not] agree to prolong the sabbatical.  [If you wish to extend the period of sabbatical, you must contact [insert name] to discuss the matter further at least [one/two] weeks’ prior to your original return date.]
We have agreed the purpose of your sabbatical is to [insert reason]. As a condition of the sabbatical, you agree to keep in touch with the company while on leave at least [insert frequency] by [insert method – e.g. email, telephone]. This is to ensure you can keep up to date with any developments in the company [and insert any further details].
[During your period of leave we have agreed that you will:

· [Attend the workplace on (insert number or specific occasions) for (insert details of any such as training )]

· [Continue to receive email correspondence/remain on the email distribution list in respect of (insert details)]]

· [details of whether pension arrangements will remain – employers contributions]

Your period of sabbatical will not be considered as a break in service and you will accrue continuous service in respect of your entitlement to claim statutory rights.  This period of leave will be unpaid and you will not receive any remuneration including salary and bonus.  In relation to your entitlement to statutory annual leave, the company’s annual leave year is [January] to [December] and you will accrue leave on a pro rata basis during the portion of the year in which you attend work.  Therefore there will be no entitlement to accrue paid annual leave during the sabbatical period.
If you decide not to return on the return to work date specified above, you will be expected to provide your contractual notice. If you should fail to return to work on the agreed date and fail to contact the company in advance, your employment may automatically terminate.

It is agreed you will not take up any other paid employment during your period of leave. [Insert any further restrictions during the period of leave.]  You are reminded that you remain bound by all contractual terms in relation to confidentiality [and any restrictive covenants]. 
On your return, you will be re-engaged in your post of [insert employees job title] or, if this is not reasonably practicable, in a job of equivalent seniority and on terms and conditions (including remuneration) not less favourable that those that would have applied to you if you have not taken the sabbatical. 

Please acknowledge your acceptance of these terms by signing and returning the enclosed copy of this letter.

Yours sincerely
I [name of employee], accept and agree to the terms of the sabbatical contained herein.

Signed ……………………………………………………………..

Dated ………………………………………………………………
V18/19

