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Preparing to Welcome A Child

You May Have Questions

At Northrop Grumman, the Health and Well-being of our
employees is a top priority, and we remain committed

to helping you thrive, at work and in life.

Preparing to welcome a child into the family can be exciting, but it can also raise questions if you're

not sure where to begin. Whether you plan to expand the family through childoirth or adoption,
your benefits program is there to help you every step of the way.

We hope that this foolkit will answer all your questions about growing your family, but just in case,
refer o the below information for assistfance at any point in the process.

Aflac Contact Information:

Self-service portal (SSP): hitps.//mygrouplifedisability.aflac.com
Call Center. 800-244-8017, Hours of operation 8 a.m. -1 p.m. ET
Fax number: 800-206-9472

Email address:myPLADSleave@aflac.com On behalf of
Address: Administrative Office, PO Box 8307, Columbus GA 31908-8307  Northrop Grumman,

Congratulations!

oge . congratulations on
Additional Contacts and Resources: Welcoming your
Northrop Grumman Principles and Operating Practices (PrOP) new chilal
Northrop Grumman Benefits Center (NGBC): 800-894-4194, Hours of .
operation 8 a.m. - 11 p.m. ET Our goalis to ensure

: that you and your

Northrop Grumman Portal Employee Services family can enjoy this
Northrop Grumman Payroll/Timekeeping: 8 55-SERVE-NG fime together, SO let’s

look at the childbirth

and parental leave

the resources
available to you.

Total Rewards Program Contacts

Additional questions? Contact leaveoperations@ngc.com

Learn more about your benefits by visiting the
Total Rewards Gateway.

Expert Tip: Elect to enroll in fext communications with Aflac. Click on
fhe “Nofifications” fap on the Aflac portal to set text preferences.


https://totalrewards.northropgrumman.com/page/48/library/accordion/74/summary-plan-descriptions
https://oursites.myngc.com/ENT/Process//SitePages/Home.aspx
https://totalrewards.northropgrumman.com/page/47/contacts
https://totalrewards.northropgrumman.com/
https://ngsipprod.servicenowservices.com/esc
https://mygrouplifedisability.aflac.com
https://erpep.northgrum.com/irj/portal
https://services.ngc.com/esc?id=kb_article&sys_id=81bd22241b7ac1145e960d4be54bcbd2

Childbirth & Parental Leave

What 1o Expect

Prepare for Leave

« Learn more about available leave options
« Partnering with Aflac
« Review case timeline

While Away

« Obtain documentation of birth and/or adopfion
« Sfay connected to your Aflac case manager
« Timekeeping and paying for benefits

Return to Work

« Confirm return to work date with Aflac on the
day of your return

- Utilize resources and accommodations

Expert Tip: Click on the symbols above to browse the playbook.
These will help you navigate what topics refer to each fime-frame.



Preparing for Leave

Glossary

Paid

Short-Term Disability (STD)

A form of income replacement for a nonoccupational injury or illness that provides pay for the time you
are away from work for childbirth and recovery. Benefits are administered and paid by Aflac.
Complications that may occur before or after birth may e covered under STD. The amount you are
paid is based on your STD plan.

There may be an elimination period between the date you become disabled/stop working and the date
STD benefits begin. The elimination period is typically 7 calendar days with benefits beginning on the 8™
day. During thaf time, sick leave or paid time off (PTO) may be available fo help provide you with income.

You Wwill need fo provide medical documentation fo Aflac showing that you have an iliness or injury that
meets the requirements for disability under the Plan.

Northrop Grumman Paid Parental Leave (PPL)

If you are planning to grow your family, whether through childbirth or adoption, you are eligible to
receive up fo six weeks (Up to 240 hours) of leave per covered event as a fullime employee. Parttime
employees Will receive prorated pay based on schedule. PPL must be used within one year of the birth
of the child or placement of the child/children with the employee for adoption.

If both parents are Northrop Grumman employees, each will receive PPL per covered event and may use
it concurrently with any unpaid family leave and/or state leave, but not STD or Long-Term Disability (LTD).

Unpaid

Northrop Grumman Medical Leave of Absence (MLOA)
MLOA is unprotected leave granted to employees with a serious health condition that makes them unable
tfo perform their assigned functions. The maximum length of a medical leave is generally 24 months.

Family and Medical Leave Act (FMLA) & Bonding Leave

FMLA entifles eligible employees up to 12 work weeks of job protected leave, in a 12-month period to
pond with a child or for your own serious health condition. Bonding leave is used to develop a close
emotional relafionship with the chila.

Please Note:Leave must be taken within one year of the child’s birth or placement. Eligible spouses who
work for the same employer are limited to a combined total of 12 workweeks of leave in a 12-month
period.

Expert Tip: TO begin, contact Aflac to initiate a case and notfify your Northrop
Grumman manager of your plans. Learn more about the types of leave by visiting
the Northrop Grumman Principles and Operating Practices (PrOP). For information
about disability benefits, please see your Northrop Grumman SPD.


https://oursites.myngc.com/ENT/Process//SitePages/Home.aspx
https://totalrewards.northropgrumman.com/page/48/library/accordion/74/summary-plan-descriptions

Aflac Decision Process

Facts & Information

Introductory Call

Within 2 business days of reporting your claim, your assigned case manager will contact you to discuss
your case. This is called an “Infroductory Call.” Your case manager will make up to 3 aftempts to contact you
af the felephone numbers currently on file. Here’s a list of things that may be discussed during this call:

« Instructions or reminder to complete the Medical  « Refurn to work requirements

Authorization « Personal email address (if needed)

+ Any changes to dafes requested « Summary of benefits

« Confirmation of projected refurn to work « Last office visit or next office visit

+ Process around contacting your provider « Date information is due
Provider Contact Information Review Decision
Your case manager willmake up  Your case manager reviews Your case manager will contact
fo 3 atfempits fo contact your any information received yOu to discuss the decision of
provider within 2 business days of your case. You Will receive a
to obtain medical information receipt. During the review, lefter outlining the decision
needed fo make a decision on the case manager evaluates made on your case.
your case. If they cannot get if the information qualifies
information from your provider you fo receive the benefits Aflac will email your Northrop
they will confact you fo assist in requested. Grumman manager with their
obtaining the information decision.
needed.

Your provider may require the
sighed medical authorization
pefore releasing any information.

Approved Denied Mixed

Shortterm disability (STD) and Shortterm disability (STD) and Some benefits are approved
leave of absence (LOA) benefits  leave of absence (LOA) benefits and some are denied.

are approved. are denied.

Aflac issues a payment with There are no active ben- If you receive approval on
the frequency of pay cycle efits for your tfime away any short-term disability
we have onfile. Direct from work. Contact your benefits. Aflac issues your

Deposits may take up to two manager immediately for payment according to your
pay cycles. next steps. normal pay calendar.

Expert Tip: If Aflac does not receive the medical information requested, your claim
may be denied. Your Aflac welcome letter will include the deadline for providing this
information.



Aflac Decision Process

Facts & Information

Ongoing Plans

Your case manager will confact you
3 to 5 days before your approved
end date to confirm your plans to
return fo work.

Notify your case manager immediafe-
ly if you anticipate that you will be out
longer than your approved-through
date during your approval period.

l L} If Returning to Work

If NOT Returning to work

v

Aflac will confact your provider on
your behalfto collect any medicdal
information needed to support
additional time away from work.

Contact your case manager to
confirm your plans to refurn to work.

Notify your Northrop Grumman manager
SO fhey can begin to prepare for your
fransifion back to work.

It is important to continue working with
your case manager and provider
fo prevent any delays in processing

your exfension. ¢

* It is important that you enter your
, , actual refurn to work date by logging
Alileievilll ey yeul Neminere — into the Aflac portal. Click here for
Grumman manager as they evaluate . :
; : vV instructions.

your case for a potential extension.
Information Review Decision
Your case manager reviews any Your case manager will contfact you
information received within 2 business to discuss the decision made on your
days of receipt. During the review, the case. You will receive a lefter outlining
case manager evaluates if the the decision made on your case.
information qualifies you o receive
the benefits requested. We also send an email to your

Northrop Grumman manager with
our decision.


https://oursites.myngc.com/CORP/HR/AflacLOA/_layouts/15/WopiFrame.aspx?sourcedoc=/CORP/HR/AflacLOA/KB%20Article%20Attachments/NGC%20Employee%20RTW%20Self%20Service.pdf&action=default

Leave Scenarios

overview

Childbirth Leave

Family and Medical Leave Act (FMLA)

12 weeks of unpaid, job protected leave for eligible employees
split between a bonding claim and fime running concurrently
with STD
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Short-Term Disability (STD)
Effective starting on the first date of disability

Paid Parental Leave (PPL)
6 weeks of paid leave for eligible

Please Note: Disability payments will begin after satisfying employees
fhe 7-day unpaid elimination period. This can be
supplemented by PTO or PPL.

Paid Parental Leave and Adoption

Family and Medical Leave Act (FMLA)

12 weeks of unpaid, job protected leave for eligible employees
split between a ponding claim and time running concurrently
with STD

)

( \
weeksJ 1 j2 3l 4ls]e]7]e]ofolnlilzuls]ieli7fie
\ }

|

Paid Parental Leave (PPL)
6 weeks of paid leave for eligible
employees

Expert Tip: The scenarios above are for illustrative purposes only. Please Note:
You are not required to take PPL and Bonding leave immediately following STD.
Leave must e taken within 1yeadr of the child's birth or placement.



Navigating

A Childpbirth Leave

Return to Work

Following your completion of your
leave, you will need to enter your
refurnto work date within the
Aflac portall.

Paid Parental Leave
Northrop Grumman offers 6
weeks paid parental leave. It
can be used during unpaid
bonding time under FMLA or
you can make the decision to
take it affer your FMLA has
exhausted so long as it is within
1 year of the date of birth.

Bonding Time

If you have remaining FMLA
fime, you can decide if you
would like fo take it after the
conclusion of your STD.

File Claim

Contact Aflac approximately 30 days
prior to your estimated delivery date.
Following the submission, your claim
will be reviewed and communications

apout your leave will be mailed to you.

Approximately one week prior fo your
delivery, an Aflac representative will
contact you to confirm information.

Review Timekeeping
Disability payments will begin
after satisfying the 7-day unpaid
elimination period and run
concurrently with FMLA.

If desired, you may supplement
PTO or PPL during this time.

Confirm Delivery
Affer you have given birth,
reach out to your Aflac
case manager fo nofify
them of the birthing date
and type of delivery. You
can contact Aflac by
texting, calling or or by
sending a message
through the online portal.

Approval is Made

Affer receiving confirmation of
your delivery, an approval will
e made and communications
will be sent. Any fime out of work
prior to your birthing date will
need fo be medically supported
and reviewed.

Expert Tip: Elect to enroll in fext communications with Aflac. Click on
fhe “Notifications” tal on the Aflac portal to set fext preferences.



Timekeeping and Workday @A

overview

Workday Leave of Absence Chart

(listed in Aflac communication) Action

Leave Type Workday Code Employee (or Manager) ‘ Time Code

Use the applicatble PTO code

STD Elimination Period Paid leave for first 7 days Must enfer PTO or unpaid fime for your sector to receive pay

for first 7 calendar days only.
UNP: to not receive pay.

Short-Term Disability (STD) Unpaid No action No action -timecard is locked
Paid Parental Leave Paid leave Duration of the leave XPP for ES, DS, MS, CORP

PPL for AS, SS
FMLA Leave Paid leave Duration of the leave Use the applicatble PTO code

for your sector to receive pay

UNP: fo not receive pay.

summary

Aflac sends a daily file to Workday to code employees out on leave. Aflac will indicate
the leave type and time period for your apbsence in the welcome lefter. Please use the
chart apbove to enter the appropriate time codes on your Northrop Grumman timecard
for your apsence. If you are unable to enfer time, please coordinafe with your
manager. Your fime card will lock after the 7 day waiting period under STD.

If you plan to fake PPL or bonding leave under FMLA, your timecard is acfive for the
duration of the leave. Please enter time entries promptly fo avoid overpayments.

To access your timecard while on PPL or bonding leave under FMLA, pledse use your
remote access through the Northrop Grumman VPN. If you do not have a Northrop
Grumman laptop or VPN access, please coordinate with your manager to enter fime on
your behalf for the duration of your leave.

Please Nofte: Aflac can only provide general fimekeeping guidance. If you have
fimekeeping questions, please contact CATS Timekeeping. If you are not a CATS user,
please contact your site’s fime and labor team.

Expert Tip: Non-exempt employees will only need to take action on
their Northrop Grumman fimecard if you would like to receive pay.
Exempt employees must enter PTO or unpaid leave, otherwise your
fimecard will backfill.



Paying for Benefits

overview

If you are enrolled in the Northrop Grumman Health Plan, you are required to make
contributions for your benefits while on a leave of absence and receiving pay from Aflac
(STD). Once you are no longer receiving a paycheck from Northrop Grumman, the
Northrop Grumman Benefits Center (NGBC) will automatically send you a bill for your
penefit costs. Monthly costs will be billed in the month prior fo the month of coverage. Bills
are calculated around the 10th of each month and mailed around the 15th.

Please Note: You will not receive a bill during any bonding time, either unpadid FMLA or PPL.
Upon your return to work, payroll will deduct past due premiums from your future
paychecks.

Additional Benefits Information:

Health Care Flexible Spending Account (FSA)
Once you no longer receive a paycheck, you will be billed on an after+ax basis for your FSA.

Dependent Day Care (FSA)
If you are on an unpaid leave, your pre-fax contributions stop.

Health Savings Account (HSA)
Pre-tax contributions to your Fidelity HSA end when you no longer receive a paycheck. Contact
Fidelity if you would like to make affertax contributions to your HSA.

Expert Tip: If you prefer, you may make an electronic payment
for benefits costs instead of mailing a check. You can set up an
electronic payment using a checking or savings account by
logging onto NetBenefits and accessing the “Payment for
Benefits” link. From there:

- Select “View Billing Information”
« Then select “View/Change”

- Finally, select “Update Payment.”

Once all information has been entered, you will be prompted to
review the payment informatfion and sutomif.



Return fo Work

Welcome Back

Birthing parents ufilizing STD are typically expected to return fo work following
fhe conclusion of the 6-8 week timeframe unless otherwise required by
physician or if they plan to take additional time off. Contact your Aflac case
manager if you plan to utilize PPL and unpaid FMLA after the 6-8 week
postpartum period. Stay connected with your Northrop Grumman manager
fo let them know of your plans to return to work.

.
Log into the Aflac portal using your username and password.

> <
On the main page, select the case number that applies to the return-to-

Lwork date that you are entering. )

A new window will appear summarizing your case defails. Select the
“Things You Can Do” button, to the right of this description.

Report a date entry by selecting “Return to Work” from the drop-down
menu.

N,

rSelec’r the date field to bring up the calendar and enter the returnto-work
dafe.

T ————

If successful, a message stating, “Congratulations! The date has been
successfully added to your case” will appear.

Workday and Timekeeping will be notified of your return and will begin
the process of reopening your timecard.

Once completed by Workday and Timekeeping, your system access and
timecard will be restored.

Expert Tip: Please don't enter a future dated returnto-work. For step-by-
step instructions, please visit the Quick Guide: Entering Your Return Date in

the Aflac Portal.


https://oursites.myngc.com/CORP/HR/AflacLOA/KB%20Article%20Attachments/NGC%20Employee%20RTW%20Self%20Service.pdf?Web=1

Accomodations

In the Workplace

What is a Workplace Accommodation?

An adjustment to a jolb or work environment that makes it possible for an
individual to perform their jolb dufies.

The Office of Workplace Accommodations & Access facilifates individudl
workplace accommoddations and adjustments requests to maximize
productivity and promote access to content and opportunities.

Employees returning from childbirth leave may request accommodations at
a customer site,
NG facility, or felework location. Requests include, but are not limited fo:

- Accessible parking and ravel assisfance
- Lactation and resting rooms
- Breast milk shipment

- Alternative work location, schedule, or duties due
fO limitations or restrictions

- Modified workspace and materials

Contact WPA:

E-mail: accommodations@ngc.com

Phone/voicemail: 1-855-874-9350

Expert Tip: Should your physician require specific instructions for your return to
work, they must complete a certification form. This can also e found on the
Workplace Accommodations site under the corporate policies, procedures,
and forms tap.


https://home-us.myngc.com/ngcorp/CorpResp/WPA/
https://services.ngc.com/esc?id=sc_cat_item&sys_id=ebcb4f7f1b360d147a8386aee54bcbb3

C h an g e is We’ve curated lists of benefits

and resources available to you

a part of life. for major life events.

NOIThI'Op Grumman has you Visit the Total Rewards Gatewaly "Life Stages" pageto
discover how our benefits and resources can support
covered ThI'OUQh fhose you and your family through life's expected and

moments that matter. unexpected momens.

Life at Northrop Grumman

Ry ,, <
=7
o3

Joining Northrop Making Changes Planning to Retire Leaving the
Grumman to Your Benefits Company

Meaningful Milestones

Getting Married Growing Navigating Becoming A
Something Big Your Family Parenthood Caregiver

Facing Health Separating From Death of a Natural Disaster
Challenges Your Partner Loved One Support



https://totalrewards.northropgrumman.com/page/49/life-stages
https://totalrewards.northropgrumman.com/page/49/life-stages

NORTHROP GRUMMAN

For more resources visit the Growing Your Family page on Total Rewards Gateway.


https://totalrewards.northropgrumman.com/page/50/becoming-a-parent
https://totalrewards.northropgrumman.com/
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