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Background 
1 The University is committed to developing work practices and procedures which 

support work-life balance. The University recognises that some employees may wish 
or need to take an extended break from work for a variety of personal reasons, during 
the course of their employment. 

Purpose Statement 
2 The purpose of this policy has been developed in accordance with the University’s 

policy on equal opportunities to attract and retain employees, particularly by supporting 
a commitment to career and personal development, enhancing research capability, 
developing skills and experience, and to contribute to work-life balance. All of this in 
turn, will benefit the future needs and success of the University. 

Applicability and Scope 
3 This policy applies to all university employees on substantive contracts with two years 

continuous service. 

4 All Career breaks incorporating Sabbaticals will be unpaid. 

5 Career breaks incorporating sabbaticals will be subject to business and service needs. 

6 The terms and conditions of an employee’s right to work in the UK may not allow for a 
career break including sabbatical to be taken. If employees are working at the 
University on a visa contact should be made with the Human Resources Directorate 
before applying for a career break including Sabbaticals. 

7 Any requests for study leave should be applied for using the Bucks Guidance on Study 
Leave and Learning and Development Policy. 

Responsibilities 
8 It is the responsibility of employees to familiarise themselves with the policy (see 

Appendices 1 and 2), to discuss with their line manager and make their application in 
accordance with the procedure. The employee will be required to keep in touch with 
the organisation at regular intervals during their career break (or sabbatical) and 
should liaise with their pension provider about their pension benefits prior to a career 
break (or sabbatical). 

9 It is the responsibility of the line manager to ensure employees are aware of the policy 
and give full consideration to any career break (or sabbatical) application and to 
discuss the request with the Pro-Vice Chancellor, Deputy Vice-Chancellor or Director 
as appropriate. 

10 It is the responsibility of the Pro-Vice Chancellor, Deputy Vice-Chancellor or Director to 
authorise the Career break (or Sabbatical) once it has been considered and rationale 
provided by the line manager.  
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11 It is the responsibility of Human Resources to provide advice, guidance to employees 
and line managers on any aspect of the Career break including Sabbaticals and inform 
payroll of any changes to salary or pension contributions relating to the career break. 

Definitions 
12 A career break is defined as a longer period of absence leave without pay including 

time off in order for the employee to undergo a university or college course; time off on 
account of childcare or other family responsibilities; time off to allow an employee to 
pursue a personal interest or undertake a personal project; overseas travel, for 
example for the purpose of visiting family; or any other purpose agreed with the 
organisation. 

13 A sabbatical is a short period of leave for research, which will be for a minimum 
unpaid period of three months up to a maximum of twelve months with the aim of 
benefitting in the longer term the member of staff, department and the University. A 
sabbatical will be used for specific research projects and will be agreed with the 
University’s Research and Enterprise department to ensure that the university seeks 
benefits towards our TEF outcomes, REF outcomes, in particular, quality outputs, 
impact on academia, reputation and any funding arrangements. 

Eligibility criteria 
14 To be considered for the scheme, employees must meet the applicability and scope 

with the University service unless: 

• The terms and conditions of an individual’s right to work in the UK do not allow for 
a career break.  

15 When considering a career break including a sabbatical application, the following 
factors will be taken into account: 

• The purpose of, or reasons for, the career break 
• The period of absence requested  
• The employee’s length of service and whether the employee has taken a career 

break on a previous occasion 
• The operational needs of the School / Directorate  
• The need to retain key skills, knowledge and experience to achieve the 

University’s strategic plan and objectives  
• The potential to cover on a temporary basis, potential to return to a similar or 

same post and potential benefits to the School / Directorate / Employee 

16 An employee must not commit themselves to any plans prior to their application being 
approved. 

17 Any applications for study leave should be discussed and agreed within the 
employee’s Performance Development Review (PDR) and submitted using the forms 
outlined in the Learning and Development Policy. 
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18 An employee may seek to take more than one career break, but there would normally 
be at least three years between each career break period. 

Length of Career Breaks (or Sabbaticals) 
19 Career breaks (or sabbaticals) will be for a minimum unpaid period of 3 months and a 

maximum period of twelve months and will be dependent on the individual and 
operational service needs. 

How to apply for a Career Break 
20 An application for a career break (or sabbatical) should be submitted by the eligible 

employee, at least, three months prior to the break using the request form outlined in 
Appendix 1. This is to allow sufficient time for processing and considering the 
application and to enable suitable arrangements to be put in place to cover a member 
of staff’s teaching, departmental / directorate duties, if the application is successful. 

21 Upon receipt of the application form, the line manager will consider the request (refer 
to point 14) and discuss the application with the employee. 

22 Managers will retain the right to grant or refuse career break requests. The manager 
will reserve the right to refuse a request where operational and service requirements 
make granting the break difficult providing a rationale. Further discussion should occur 
with the Pro-Vice Chancellor (PVC), Deputy Vice-Chancellor (DVC) or Director 
regarding the career break or sabbatical. 

23 If the PVC / DVC or Director level authorises the request they will forward this to their 
HR Advisor to ensure action in line with Payroll and Pension deadlines. The HR 
Advisor will confirm the details of the career break in writing. 

24 If the application for a career break is refused reasons will be provided in writing to the 
member of staff and they will have the right of appeal. 

Right of Appeal 
25 If the application for a career break or sabbatical has been refused, the employee may 

appeal in writing to their line manager’s manager within 10 working days of being 
notified of the decision. The appeal should clearly state the grounds on which they are 
appealing. 

26 The decision will be reviewed by the line manager’s manager and the relevant HR 
Business Partner, who will consider the original application, the grounds for refusal 
and the appeal. 

27 The employee should receive notice of the decision within 10 working days of the 
meeting. These time limits may be extended with the agreement of both the line 
manager and employee. 

28 The Employee Grievance Procedure cannot be used in conjunction with this policy 
except in cases where procedural irregularities are claimed. 
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Before the Career Break commences 
29 Before the career break commences the employee’s line manager should carry out a 

pre-career break (or sabbatical) interview to cover areas of mutual interest including: 

• Mechanisms for keeping in touch 
• Provide contact arrangements – employee and next of kin details  
• Arrangements for any periods of known training etc. 
• Arrangements for returning to work 
• Pension 
• Returning university equipment which will be returned to the employee once 

returned from the career break/sabbatical 
• Collecting car parking permit (see Terms and Conditions)  

30 A copy of the interview notes should be forwarded to the Human Resources 
Directorate for the employee’s file. 

Keeping in Contact 
31 Line Managers will aim to ensure that contact is maintained with employees who are 

taking career breaks (or sabbaticals). This may include, for example, provision of 
information through email or inviting them to seminars, training sessions or social 
events that the School/Directorate may organise. 

32 It is particularly important that employees are invited, where practicable, to any training 
which may be connected with the introduction of new courses, systems or procedures 
etc. Any time spent on training will be compensated for by the equivalent time off when 
the employee returns to work.  

33 The employee will be required to keep in contact with their line manager whilst on 
career break on a three monthly basis. This may be by telephone, by email or by post. 

Returning to work 
34 The University will seek as far as possible to place an employee returning from a 

career break in their former role or if this is not reasonably practical, to a role at an 
equivalent level. 

35 If an employee decides to resign during a career break, they must submit a written 
statement of resignation to the Human Resources Directorate. The contract of 
employment will normally cease from the date when the resignation is received i.e. it is 
not expected that a notice period will be worked. 

36 Accrued contractual holiday including bank holidays must be taken prior to an 
employee returning from their Career Break. 
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General Terms and Conditions during a Career Break (or 
Sabbatical) 
37 The following conditions of service during a career break apply: 

• Continuous Service: The period of the career break (or sabbatical) will count as 
continuous service.  

• Incremental Rises: Employees will not be eligible for incremental rises where the 
break is for more than six months. The employee’s retained salary will be eligible 
for nationally agreed inflationary awards as adopted by the University Council. 

• Pay: The period of the career break (or sabbatical) will be unpaid.  
• Returning to work: On resuming work after a career break, the employee will 

return to the same terms and conditions of employment as if they had not been 
absent.  

• Pension Arrangements: A career break is not counted as pensionable service.  
• Local Government Pension Scheme (LGPS): Employees in the Local 

Government Pension Scheme (LGPS) who wish to buy the pension ‘lost’ due to 
the period of authorised unpaid leave (including sabbaticals) can arrange this via 
an Additional Pension Contribution contract. Contributions for the first 30 days of 
an authorised unpaid leave of absence are no longer mandatory. The member 
should elect within 30 days of their return if they want to buy back the period of 
authorised unpaid leave. A member cannot make this after they have left the 
LGPS as contributions have to be deducted from the member’s pay. Further 
advice can be sought from the LGPS.  

• Teachers’ Pension Scheme: Career breaks and sabbaticals are unpaid and are 
not pensionable service. Employees are still employed by the University however, 
this time will be recorded as excluded days. Employees will be unable to make 
contributions to their pension due to not being in receipt of a salary however, 
further advice should be sought from the Teachers’ Pension Scheme.  

• USS: Members must give an undertaking that they intend to return to employment 
at the end of the agreed period. Further advice should be sought from Universities 
Superannuation Scheme.  

• Annual Leave: Any accrued but unused holiday entitlement for the current holiday 
year must be taken prior to the start of a career break. During a career break an 
employee will accrue contractual annual leave which must be taken prior to 
returning from the career break. 

• Sick Pay: Employees will not be eligible for sick pay during the period of their 
career break or sabbatical.  

• Car Parking: If the employee holds a University Parking permit (Black and White / 
Green / Purple) this must be surrendered for the period of the career (or 
sabbatical) break. The permit will be re-issued upon them returning to work. 

• Working for another employer during a Career Break: An employee is not 
allowed to work for another employer during a career break or sabbatical. Any 
exceptional circumstances will need to be discussed with their line manager and 
Human Resources Directorate. Confidentiality clauses in the respective terms & 
conditions of employment for academic and professional service employees must 
be respected whilst on a career break.  
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• University Property: All university property should be returned to your manager 
prior to your career break/sabbatical.  

Monitoring 
38 The HR department will monitor the number of career breaks (or sabbaticals) granted 

and rejected providing regular HR updates to the Senior Management Team. 
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Appendices 

Appendix 1: Career Break (including Sabbatical) Application From 
Please complete & discuss with your line manager 

EMPLOYMENT DETAILS 
Employee 
name  

School / 
Directorate  

Job title  
 

Continuous 
Service Date  

Grade  
 

Contract hours  
 

Duration of career break (or sabbatical) (minimum of 3 months and maximum 12 
months) 

Start date   End date  
 

 

Please give below your reasons for requesting a career break (or sabbatical):  

I confirm that I have read and understood the terms of the Career break (or sabbatical) 
scheme.  

Applicant 
Signature 

 Date  

SCHOOLS / DIRECTORATES:  Line Manager’s decision 
APPLICATION APPROVED / REJECTED (Delete as appropriate)  

Rationale for approval / rejection of request: (NB: consideration to how the post will be 
covered)  

 

Agreed arrangements for the career break (or sabbatical) period (if supported):  

I confirm that I have read and understood the terms of the Career break (or 
sabbatical) scheme.  

Line manager 
signature 

 Date  

APPROVAL BY PVC / DVC or Director’s sign off: 
Signature  Date  

Please return a copy to the Human Resources Directorate.  
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Appendix 2: How to apply for a Career Break (including 
Sabbaticals) 

Employee submits an 
application using the form in 
Appendix 1 – Career Break 

including Sabbaticals 

Employee seeks advice from 
pension provider before 

making a decision on taking a 
Career Break or Sabbaticals

Manager will meet with 
employee to discuss and 

consider the request 
Manager refuses the 
request and informs 

the Employee with the 
outcome

Managers approves 
the request and refers 
this to the PVC/DVC or 

Director 

PVC / DVC or Director 
considers the request 

and rationale

Yes

Manager informs 
employee with the 

outcome 

Request approved and 
forwarded to HRA for 

processing

Is the Employee substantive 
and have two years 

continuous service with the 
University? (see Eligibility 

Criteria)

Note: Pension 
Providers are  

Local Government 
Pension Scheme, 

Teachers’ Pension 
Scheme and 
Universities 

Superannuation 
Scheme 

Request refused  
Yes

No

Employee not 
eligible for a 

Career Break or 
Sabbatical 

No

Employee is eligible for a 
Career Break or Sabbatical 

Yes

HRA write to 
employee and action 

on payroll

Payroll will notify the 
pension provider 
about Employees 
Career Break or 

Sabbatical

Right of Appeal

Yes

Right of Appeal
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