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WHAT YOU’LL GET IN THIS GUIDE 

 

A clear plan for the conversation 

Follow these 7 steps to prepare, position and negotiate your sabbatical 

with your employer. 

1. Define your sabbatical ask 

2. Understand what your employer needs 

3. Build the business case 

4. Plan how your work will be covered 

5. Prepare for the conversation 

6. Negotiate concerns and objections 

7. Build your proposal 

 

By the end, you’ll have a clear ask, a stronger case and a practical plan 

for the conversation. 
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1. Define your sabbatical ask 

Before you approach your manager, get clear on what you actually want. 

You don’t need every detail locked down, but you do need a clear starting 

point. 

 

How much time do you want? 

Start with the amount of time you genuinely want, not the amount you 

think your employer might approve. 

You can negotiate from there. 

 

When do you want to take it? 

Think about: 

• your ideal start date 

• how much notice you can give 

• busy and quiet periods at work 

• major projects or deadlines 

• how long a handover might take 

Timing can make a difficult request much easier to approve. 

 

How could the leave be structured? 

Depending on what’s available to you, you may be able to use or 

combine: 

• formal leave or sabbatical program 

• annual leave 

• long service leave 

• unpaid leave or leave without pay 
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• other employer programs or leave options 

• reduced hours before or after your sabbatical 

 

Know what you’re willing to negotiate 

Decide what matters most before the conversation. 

• Is three months essential, or would you accept two? 

• Is the timing fixed? 

• Does any of the leave need to be paid? 

• Could you give more notice? 

• Could you return gradually? 

 

SABBATICAL SECRET 
Don’t negotiate against yourself before you even ask. Start 

with the sabbatical you actually want, then work together on 

what needs to happen to make it possible. 

 

  



 

 
Copyright 2026 Beyond a Break  •  Sabbatical Negotiation Guide 

2. Understand what your employer 

needs 

Your manager isn’t only thinking about whether the sabbatical would be 

good for you. 

They’re also thinking about what your absence means for the business. 

Their concerns are likely to include: 

• Who will cover your work? 

• What happens to important projects? 

• How much will this cost? 

• Will clients or stakeholders be affected? 

• Are you actually coming back? 

• What happens if other people ask too? 

 

Your job is to reduce the perceived risk of saying yes. 

The stronger your answers to these questions, the stronger your case 

becomes. 

SABBATICAL SECRET 

No formal sabbatical policy does not automatically mean no. 

It usually means you need to make a stronger individual 

case. 
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3. Build the business case 

A strong sabbatical proposal is not just about why you want the time 

away. 

It also explains why supporting your sabbatical makes sense for your 

employer. 

 

Show why keeping you matters 

If the alternative is losing you altogether, a temporary period away may 

be a much better outcome. 

Think about the cost and disruption involved in replacing you: 

• recruitment 

• management time 

• lost knowledge 

• onboarding and training 

• reduced productivity while someone gets up to speed 

• the risk that a replacement doesn’t work out 

Compare that with the impact of temporarily covering your role while you 

take a planned sabbatical. 

 

Connect your sabbatical to the business 

Your case might include: 

• retaining an experienced employee 

• supporting wellbeing and reducing burnout risk 

• creating development opportunities for others 

• succession planning 

• bringing back new experience or perspective 

• reducing accrued leave balances 
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• increasing long-term engagement and loyalty 

 

Use the arguments that genuinely matter to your employer. 

 

SABBATICAL SECRET 

Your strongest argument may not be why you need the 

break. It may be why keeping you is better than replacing 

you. 
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4. Plan how your work will be 

covered 

One of the biggest barriers to approval is uncertainty about what happens 

while you’re away. 

Don’t leave your manager to solve that problem alone. 

 

What must continue? 

Identify the work that genuinely needs to happen while you’re away. 

 

What can pause? 

Not everything needs to be covered. Some projects or responsibilities 

may be able to wait until you return. 

 

What can be delegated? 

Could someone on the team step up temporarily? Your sabbatical may 

create a development opportunity for someone else. 

 

What needs temporary support? 

Could the business use: 

• a temporary hire 

• a contractor 

• a fixed-term internal move 

• extra support for the team 
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What will the handover look like? 

Think about: 

• documentation 

• training 

• key contacts 

• current projects 

• decision-making authority 

• risks 

• your re-entry plan 

You don’t need a detailed handover document before the first 

conversation. You do need to show that you’ve thought seriously about 

how your absence could work. 
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5. Prepare for the conversation 

Your first conversation does not need to end with a yes. 

Think of it as the start of a negotiation. 

 

Choose the right person 

Usually, start with the manager who has the most influence over whether 

the arrangement could work. HR may come later. 

 

Give enough notice 

The longer the sabbatical, the more planning time your employer will 

usually need. 

Where possible, allow time for: 

• workload planning 

• handover 

• temporary cover 

• budget decisions 

• internal approvals 

 

Open the conversation collaboratively 

Rather than: “Can I take three months off?” 

Try: “I’d like to explore taking a three-month sabbatical next year. I’ve 

started thinking about timing, coverage and how we could make it work 

for the team. I’d really like to talk through what would need to be true for 

this to be possible.” 

That creates room for a discussion instead of forcing an immediate yes or 

no. 
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Keep the personal explanation brief 

Your reason matters, but you don’t need to justify your life choices in 

excessive detail. 

Give enough context for your employer to understand why the sabbatical 

matters, then focus on how the arrangement could work. 

 

Want help preparing for the conversation? 

If you want personalised help refining your ask, strengthening your 

business case, pressure-testing your proposal or practising the 

conversation with your boss, book a 1:1 sabbatical coaching session 

with Lyndall. 

GET 1:1 SABBATICAL SUPPORT 

 

  

https://www.beyondabreak.com/sabbaticalcoaching
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6. Negotiate concerns and 

objections 

Your manager may not say yes immediately. That does not necessarily 

mean the answer is no. 

Listen carefully to what is actually stopping them. 

 

“We don’t have a sabbatical policy” 

Explore an individual leave arrangement without creating a company-

wide sabbatical policy. 

 

“We can’t manage without you” 

This is often a coverage problem, not a sabbatical problem. Ask what 

would need to be in place for your absence to feel manageable. 

 

“The timing doesn’t work” 

The answer may be yes to the sabbatical, but no to those particular 

dates. If you can be flexible, explore alternatives. 

 

“We can’t afford it” 

Understand what the actual cost concern is. If the sabbatical is unpaid, 

the financial issue may be temporary cover rather than your salary. 
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“What if everyone wants one?” 

Your employer can still assess individual requests based on business 

circumstances. Your proposal does not automatically create an 

entitlement for everyone else. 

 

“Not now” 

Ask what would need to change for the conversation to be reconsidered. 

A delayed yes is very different from a permanent no. 

 

SABBATICAL SECRET 

Don’t ask only: “Is the answer yes or no?” Ask: “What would 

need to be true for this to work?” 
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7. Build your proposal 

Once you’ve thought through your ask, the business case and how your 

work could be covered, bring it together into a clear proposal. 

Your proposal should cover: 

• what you’re asking for 

• proposed timing 

• how the leave could be structured 

• why the sabbatical matters to you 

• the business case 

• how your responsibilities could be covered 

• risks and how they could be managed 

• what you’re willing to negotiate 

• your commitment to returning 

• how you’ll transition back into work 

 

Use the Sabbatical Proposal Template 

I’ve created an editable slide deck to help you structure your proposal 

and prepare for the conversation. 

 

Ready to build your proposal? 

Use the editable Sabbatical Proposal Template to turn your thinking 

into a clear, practical proposal. 

DOWNLOAD THE SABBATICAL PROPOSAL TEMPLATE 

 

  

https://d1ecd7e6-5e9f-423a-a0f5-6cca78042324.usrfiles.com/ugd/d1ecd7_010d80a9cae140fb9360df18e4da6b75.pptx
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WHAT NEXT? 

You don’t have to negotiate this 

alone 

If you want more support, there are two ways I can help. 

1:1 Sabbatical Coaching 

Best if you want personalised help with your specific situation, including 

what to ask for, your negotiation strategy, your business case, your 

proposal and preparing for the actual conversation. 

Explore 1:1 Coaching 

 

BreakSpace Community 

Best if you want ongoing support as you plan, negotiate, take and return 

from your sabbatical, with coaching, practical resources and a community 

of people working through the same decisions. 

Explore BreakSpace 

https://www.beyondabreak.com/sabbaticalcoaching
http://www.gobreakspace.com/
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