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Phase

1.Inform line 
manager of 

maternity/adoption 
leave requirements

2.Consult checklist 
section “Before 

commencing 
maternity leave or  

adoption leave” and 
take any necessary 

actions

3.Complete 
maternity/adoption 

leave plan once 
MATB1/Matching 

Certificate is 
available, with 

guidance from HR if 
required 

3a.Provide guidance 
on completion of 
plan if required

4.Record planned 
maternity leave /
adoption leave in 

SuccessFactors(SF) 
and upload plan 

with MATB1 form/
Matching Certificate

5.Receive workflow 
email as notification 

of planned 
maternity/adoption 
leave and ‘approve’ 

details

7a.Approve in SF 
and follow SAP 

Payroll Maternity/
Adoption Leave 

Process

10b.KIT days pay 
data updated in SAP 

Payroll

12a.Return date  
updated in SAP 
Payroll where 

necessary

9.Start maternity 
leave or adoption 

leave

11. Request to 
change working 

arrangements on return to 
work?

Yes

No

10.Arrange KIT days 
with line manager

10a. Enter 
payments for KIT 

day(s) into SF once 
they have been 

worked by 
employee

11b. Confirm return 
date with line 

manager

12.Amend return 
date as required

Start

9a. Run maternity/
adoption report and 

follow Pension 
Contributions 

process

13.Run maternity/
adoption report and 

follow Pension 
Contributions 

process

6.Receive email 
notification that a 
new maternity/

adoption absence 
has been entered 

into SF

14.Follow flexible 
working request 

process

11a.Complete 
flexible working 

request

End

4c.Receive email 
notification that a 
new maternity/

adoption absence 
has been approved

7.Does 
maternity/adoption 
plan include MatB1/

matching 
certificate?

8.Receive email 
notification that 

maternity/adoption 
absence has been 

approved

7b.Decline in SF and request 
MatB1/matching certificate 
be provided. Process begins 

again when paperwork is 
available.

No


	Maternity_Adoption Leave 040619.vsdx
	Page-1


