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PhasePhase

4.Enter/update request in  
SuccessFactors (SF) with 

Paternity Plan
 and supporting documents (i.e. 

Matching Certificate)

5.Receive workflow email as 
notification of planned 

paternity leave 

10.Start paternity 
leave 

Start

7.Receive email 
notification that a 

new paternity leave 
of absence has been 

entered into SF

9a.Receive email 
notification that a 

new paternity 
absence has been 

approved

8.Does the request 
have a copy of the 

paternity plan and any 
relevant documents?

9.Receive email 
notification that 

paternity leave has 
been approved

Yes

1.Review Paternity 
Leave Policy

2. Eligible for 
Paternity 

Leave?

3.Consider 
alternative options

 (e.g. annual or 
unpaid leave) and 
follow appropriate 

process

No

6. Does 
paternity plan include a 

copy of the paternity plan 
and, if applicable the 
partner’s matching 

Certificate?

No

No

8b.Decline in SF and request 
MatB1/matching certificate 
be provided. Process begins 

again when paperwork is 
available.

8a.Approve in SF and 
follow SAP Payroll 

Paternity Leave Process

No

Yes

6b.Decline in SF and request 
the relevant documents are 

provided. Process begins 
again when paperwork is 

available.

6a.Approve request

End

12.Has the individual 
exhausted two weeks 

paternity leave?

11. Is the individual 
going to return to 

work on the 
expected 

date?

Yes

No

No

Yes
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