Sabbatical Leave Policy

1. Introduction

This Sabbatical Leave Policy outlines the guidelines and procedures for eligible
employees to take extended time away from work for personal and professional
development. Our organization recognizes the importance of sabbaticals in
fostering innovation, preventing burnout, and enhancing employee satisfaction
and retention.

11 Purpose
The purpose of this policy is to:
e Provide employees with an opportunity for personal growth and rejuvenation

o Encourage the pursuit of professional development and educational
opportunities

o Enhance employee retention and job satisfaction

o Foster creativity and innovation within the organization

1.2 Scope

This policy applies to all full-time employees who meet the eligibility criteria
outlined in Section 2.

2. Eligibility

2.1 Length of Service

To be eligible for sabbatical leave, employees must have completed a minimum of
five (5) consecutive years of full-time service with the organization.

2.2 Performance Requirements
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Employees must have consistently met or exceeded performance expectations, as
documented in their annual performance reviews for the past three years.

2.3 Frequency

Eligible employees may apply for sabbatical leave once every seven (7) years.

3. Duration and Types of Sabbatical Leave

3.1 Standard Sabbatical

The standard sabbatical leave is for a period of three (3) months.

3.2 Extended Sabbatical

In exceptional cases, an extended sabbatical of up to six (6) months may be
granted, subject to approval by senior management.

3.3 Flexible Options
The organization offers the following flexible sabbatical options:

e Split Sabbatical: Two separate periods of 1.5 months each, taken within a 12-
month period

e Part-Time Sabbatical: Reduced work hours (50%) for a period of six months

4. Application Process

4.1 Submission Timeline

Employees must submit their sabbatical leave application at least six (6) months
prior to the proposed start date.

4.2 Required Documentation
The sabbatical leave application must include:

o A detailed plan outlining the proposed activities during the sabbatical
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o Expected outcomes and benefits to both the employee and the organization
e A proposed timeline for the sabbatical period

e A plan for delegating or managing work responsibilities during the absence

4.3 Review Process
Applications will be reviewed by:
1. The employee's immediate supervisor
2. The department head
3. Human Resources

4. Senior management (for extended sabbaticals)

4.4 Approval Criteria

Approval of sabbatical leave applications will be based on:
o The employee's eligibility and performance history
e The potential value of the proposed sabbatical activities
» The impact on the department and organization

« Staffing and budgetary considerations

5. Compensation and Benefits

5.1 Salary

During the sabbatical leave, employees will receive:
e 100% of their base salary for sabbaticals up to three months

e 75% of their base salary for sabbaticals between three and six months

5.2 Benefits Continuation

All regular benefits, including health insurance, retirement contributions, and paid
time off accrual, will continue during the sabbatical period.
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5.3 Bonuses and Incentives

Employees on sabbatical leave remain eligible for annual bonuses and incentives,
prorated based on the time worked during the year.

6. Responsibilities and Expectations

6.1 Employee Responsibilities

Employees on sabbatical leave are expected to:
» Adhere to the approved sabbatical plan
« Maintain minimal contact with the workplace, except for emergencies
o Provide a mid-sabbatical update to their supervisor

o Prepare a post-sabbatical report detailing their experiences and learnings

6.2 Employer Responsibilities
The organization commits to:
+ Maintain the employee's position or an equivalent role upon return
* Respect the employee's time away and minimize work-related contact

e Provide necessary support for a smooth transition before and after the
sabbatical

/. Return to Work

7.1 Reintegration Process

Upon returning from sabbatical, employees will participate in a structured
reintegration process, including:

o A debriefing session with their supervisor and HR representative
o A team meeting to share experiences and insights gained

e A phased return to full responsibilities over a two-week period
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7.2 Post-Sabbatical Commitments
Employees are expected to:

» Remain with the organization for at least one year following their return from
sabbatical

» Apply their new knowledge and skills to benefit the organization

o Participate in knowledge-sharing sessions with colleagues

8. Special Considerations

8.1 Sabbatical Deferral

In cases where business needs require it, the organization may request that an
employee defer their sabbatical for up to 12 months. In such cases, the employee
will receive priority consideration for their next sabbatical application.

8.2 Early Return

If an employee needs to return from sabbatical early due to personal or
professional reasons, they must provide at least two weeks' notice to their
supervisor and HR.

8.3 Combining with Other Leave

Employees may combine their sabbatical leave with other forms of leave (e.g.,
parental leave, educational leave) with prior approval from HR and their
department head.

9. Policy Review and Amendments

This Sabbatical Leave Policy will be reviewed annually by the Human Resources
department in consultation with senior management. Any amendments to the
policy will be communicated to all employees in a timely manner.

10. Contact Information
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For any questions or clarifications regarding this policy, please contact:
Human Resources Department

Email: hr@company.com

Phone: (555) 123-4567

This comprehensive Sabbatical Leave Policy demonstrates our organization's
commitment to employee well-being, personal growth, and long-term
success. By offering this valuable benefit, we aim to create a workplace that
values continuous learning, innovation, and work-life balance.
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