How to Request Maternity Leave in
SuccessFactors

This guide provides clear instructions on navigating the SAP SuccessFactors portal to
submit a maternity leave request. showing how to accurately select your leave dates,

upload required documentation, and submit your application for processing.

@ Please see the University of Warwick Maternity Pages here.
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Leave Duration and Details

@ ‘Maternity Leave Option A’ relate to the following pattern of desired
maternity/adoption pay:

* Ten weeks of normal full pay followed by;

* Twenty weeks of normal half pay plus statutory maternity pay (where this does not
exceed normal full pay)

* Nine weeks of statutory maternity pay weekly amount reviewed annually by the
government) followed by;

* Up to thirteen weeks of unpaid maternity leave.

@ Maternity Leave Option B’ relate to the following pattern of desired
maternity/adoption pay:

* Twenty weeks of normal full pay followed by;
* Nineteen weeks of statutory maternity pay (£148.68) followed by;

+ Up to thirteen weeks of unpaid maternity leave.



@ In both cases, your eligibility for statutory and/or University maternity will be
checked and confirmed by Payroll.

Maternity Leave - Statutory entitlement only’ relate to the following pattern of
desired maternity/adoption pay:

* Six weeks payment is 90% of your average weekly payment followed by;

* 33 weeks paid at statutory rate or 90% of average weekly earnings, whichever is lower.

3  Select "Maternity Leave Option A/B" from the Time Type dropdown.
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8  Click "Upload" to attach your Maternity Plan.
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& This will now start a workflow to be approved by:

1. Your Line Manager

2. Payroll
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