Dear [name of Knowledge Exchange Fellow],
Subject: Permission to undertake Knowledge Exchange Fellowship within the University of Edinburgh School of Social and Political Science
I am writing to formally grant you permission to take up a Knowledge Exchange Fellowship at the University of Edinburgh’s School of Social and Political Science. 
I understand that the fellowship is an unpaid opportunity to work on a collaborative project with an academic mentor for a specific period. Your fellowship will commence on [start date] and end on [end date]. During this period you will work on your project for [number and expected pattern of hours per week]. 
Please ensure that you keep us informed of any scheduling conflicts that may arise between your fellowship commitments and your responsibilities within our organization. We trust that you will manage your time effectively to maintain productivity and meet deadlines for both your fellowship and your regular work.
We recognise the value of this opportunity for your own professional development and for the potential benefits it may bring to our organization through enhanced knowledge and expertise.
While engaged in this opportunity you will remain an employee of this organisation on the same terms as before and will be expected to continue to fulfil your regular duties and responsibilities unless specifically agreed otherwise. 
Should you require any further assistance or clarification regarding this matter, please do not hesitate to reach out to me or [Supervisor's Name]. We wish you every success look forward to hearing about the outcomes of your collaboration.
Sincerely,
[Name, position and contact details of manager] 

