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Sample Policy Language
This is a sample policy.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Sabbatical Leave

Purpose:
The Company knows that our most important and valuable resource is the people and that the success of the Company is guided and sustained by creative, committed and dependable employees. To support this, the Company recognizes that leaders need time to think, rest, reflect, and rejuvenate if they are to keep their teams and the Company strategically focused and innovatively moving forward.

In an effort to create opportunities to replenish the energy and inspiration for the Company’s committed employees, the Company offers the Sabbatical Leave Program as a benefit.
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The program will offer paid leave of up to 4 weeks.
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This sabbatical time will be designed by the employee and could be used for travel, study, writing, skill development, artistic endeavors, reflection, family time, or any other pursuits that will enable and encourage renewal.

	Consecutive Years of Full-Time Employment
	Length of Sabbatical Leave (Consecutive Work Days)
	Length of Sabbatical Leave (Hours)

	7
	20
	160
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Employees qualify by years of service and require approval from first and second-level managers. After seven years of consecutive service, employees at or above management level may qualify for a Sabbatical Leave of 4 weeks. This leave cannot be combined with PTO to extend the leave beyond 4 weeks and should not be adjacent to other types of leave if possible. Other PTO is not permitted three months before or after the approved Sabbatical Leave is taken unless otherwise required by law or with prior authorization from the employee’s supervisor.

Employees are eligible for Sabbatical every five years after the original seven-year qualification and cannot occur any sooner than five years from each other. 
Eligible employees are required to submit their request for Sabbatical Leave at least six months prior to the intended start date.  As part of the approval process, the Leadership team will determine how the timing aligns with other Sabbatical requests and Leave requests. Approvals and timelines may be adjusted based on other approved Sabbaticals/Leave. The Leadership team may limit the number of concurrent Sabbaticals and may elect to allow no concurrent Sabbaticals, depending on Company need. Should a timing or other conflict be identified, the employee will be allowed to take their Sabbatical at a later mutually agreed upon date.  

Employees on Sabbatical Leave may not work for the Company or take any other employment during this time.  Employees do not receive Sabbatical Leave pay in lieu of taking the time off.  Unused Sabbatical Leave is not paid upon termination of employment.

The Company can change or withdraw the program without notice at any time.  
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