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y o u r S A B B A T I C A L’ S

Introduction
If you’ve thought about taking some time o! work – more than just the standard 2 or 3 
vacation weeks – you have a lot of company.  Many people dream about taking any-
where from a few months to a year o! from the daily grind. Now that a growing num-
ber of companies o!er sabbaticals, those dreams are becoming realities. 

But what if your company doesn’t o!er a formal sabbatical program?

You wonder… Is it really possible to get my employer to agree to a sabbatical?  

Yes, it is. Randa, a New York-based television producer for a major, international news 
network, is a great example. 

After working in her job for almost seven years, Randa, 31 and a talented vocalist, con-
tacted the yourSABBATICAL team with a wish: to take a three-month sabbatical so that 
she could perform in a rock musical in Montreal and work on a documentary "lm pro-
ject. Her company does not o!er sabbaticals, so she was faced with the challenge of 
pitching her case to her boss and the company’s HR leaders. No one had ever asked for 
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a sabbatical at her company, and she was very nervous about how her doing so would 
be perceived. 

Randa used this very Toolkit to craft her proposal and prepare herself for her meeting 
with her boss. And she got her sabbatical! 

In her own words: “I got my time o!! This resource on negotiating my sabbatical really 
helped me get prepared. My meeting with my boss was seamless, because I knew how 
to pitch the concept and my sabbatical proposal outlined all the bene"ts to me, the 
team, and my company. They are even using my suggestions for how my work will be 
covered. Thank you for everything, yourSABBATICAL. This is sure to be a wonderful 
year!”

Randa’s sabbatical proposal is included in Part II. 

What’s in this Toolkit?
This Toolkit is designed to give you the information, insight, tools and con"dence help-
ful in formulating and negotiating a sabbatical request that makes good business 
sense! Information and research you need to know, exercises to help you formulate 
your ideas, tools to craft your sabbatical proposal, and the best tips and advice before 
sitting down with your boss are all in here.

Part I: The Foundation
What you need to know and understand about career sabbaticals, growing trends, 
bene"ts and how they are structured.

Part II: The Proposal
How to create a sabbatical proposal that includes goals, plans and timelines, articu-
lates the bene"ts of a sabbatical, and shows your commitment to the company. 

Part III: The Negotiation
How to present your best and strongest negotiation for a sabbatical.

Appendix
Contains a sabbatical proposal template, action verbs for goal statements, FAQs and 
more.
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Icons You’ll See Throughout This Toolkit

Time to Plan
Within these pages, you’ll !nd prompts to spend time working on an exercise or synthesizing 
personal information to move your sabbatical plan forward. Checklists and short re"ection ac-
tivities will bubble up key ideas and tasks that will help you create your own relevant sabbatical 
research/statistics, action plan and !nal proposal.

Action Challenge
These are additional activities that challenge you to invest a little more time and energy to en-
sure your proposal is optimally thought through as you prepare to negotiate your sabbatical. 

Refer to Workbook” or “Refer to Appendix
This icon noti!es you of relevant and/or more information presented either in this workbook or 
its appendix. 

Refer to the yS Website
This icon indicates that additional relevant and/or more current information is available on the 
yourSABBATICAL website. Visit www.yourSABBATICAL.com for continuing current information 
and inspirational stories of people – just like you – who invested their e#orts in requesting – and 
receiving – a career break.  

   

Why Invest in All This Planning?

If you’re thinking about a sabbatical, your excitement barometer rises as you dream of 
days paddling in the Amazon, anticipate an immersion experience, research culinary 
experiences in Tuscany or look forward to the challenge of ice climbing!

Maybe you’re not certain of exactly what your plan will be, but just the idea of time 
away gets you stoked!  Euphoria might lead you to pitch the idea of time away in a 
spontaneous conversation with your boss right now.  (Don’t do it!)  
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While you might be able to get agreement on the spot, it’s best to be prepared for sub-
sequent conversations. Successful negotiations are not only well executed but planned 
carefully. We know it can be hard to slow down, put your sabbatical dreaming on hold, 
and do the work of preparation.  But by putting the time and e!ort in now, you put the 
odds of success in your favor.  

Remember: Your goal is to get agreement to take time away from your job while main-
taining bene"ts and the reassurance that you will return to your same position and 
continue to be regarded as a valuable contributor in your company. 

A Few Thoughts before Moving to Part I: 
The Foundation

Let’s talk for a moment about terminology. Some of you won’t be negotiating with a 
“boss” but rather a business partner, an executive senior team, a group of partners, the 
CEO, or your boss’s boss. The term “boss” conveys the person or persons to whom you 
will present your initial request for a sabbatical. 

Whether you negotiate with an individual or present to a group, whether you work for 
a Fortune 500 company or for your Uncle Fred from the basement of his small family 
business, the process and tools here work! 

You have an exciting opportunity ahead – negotiating an amazing career break expe-
rience for yourself.  Use this step-by-step planning tool and negotiation guide not only 
for your "rst sabbatical, but for each and every sabbatical that will be part of your fu-
ture. 
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