
Shared Parental Leave (SPL) – Partner of Child’s Mother/Primary Adopter
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Phase

1.Request SPL via 
SPL2 and 3

2.Provide guidance 
on completion of 

request as required

9.Start SPL

10.Arrange SPLIT 
days with line 

manager

8.Book SPL in 
SuccessFactors (SF) 

with SPL2 and 3 
attached

3.Review SPL 
request

4. Is SPL request a 
discontinuous 

request?
6.Sign SPL3 form

5.Is discontinuous 
SPL approved?

7.Reject with 
reasons (employee 

may choose to 
make a new request 

in response)

11. Enter payment 
for SPLIT day(s) into 

SF

14.Amend return 
date in SF if 

required

8b.Run report and 
follow Pension 
Contributions 

process

8a. Receive 
workflow as 

notification that a 
new SPL absence 
has been entered 

into SF

11a.Leave updated 
in SAP Payroll 

15.Return date 
updated in SAP 

Payroll if applicable
End

Start

Yes

No 

No

Yes

13.Confirm return 
date with line 

manager

16.Run report and 
follow Pension 
Contributions 

process

8b.Follow Payroll 
SPL process
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