NIGHT\WING

Leaves of Absence: Overview

This Job aid provides instructions for employees who go on leave of absence. In general, all
regular employees working at least 20 hours per week are eligible for leave policies; exceptions
noted as applicable. Refer to leave policies posted on the Nestfor additional information.

Type of Leave Description Maximum | Pay During Leave
Duration of
Leave
Bereavement Leave of absence due to death of a family 3 days (see  100% of regular base pay
Leave member. Provides regular pay up to 3 days of | notes
bereavement (see notes below if travel over below for
150 miles is required). travel)
Educational Leave | Applies to interns only. Leave of absence for | 9 months Unpaid
the purpose of continuing education towards
a Bachelors, Masters or Doctorate degree in
an accredited university.
Family Medical Up to 12 weeks of leave paid/unpaid to care 12 weeks Unpaid unless the employee
Leave Act (FMLA) for an employee's own serious health uses PTO
condition, immediate family member, or the
birth/adoption of a child. Runs concurrently
with short term disability, parental leave or
Workers' Compensation if employee is
eligible. Must have worked 1,250 hours in
rolling 12 month period to be eligible.
Jury Duty Leave Leave of absence due to a requirement by any | Until jury 100% of base pay for up to
Federal, State, County, or Municipal court to duty ends 80 hours.
serve on a Petit or Grand Jury. Provides
regular pay for up to 80 hours of jury duty.
Medical Leave Absence due to illness, injury or other Upto 2 Unpaid
medical-related cause that is not covered years
under FMLA or disability.
Military  Leave - | Leave of absence due to active, contingency Until Up to 365 days of
Active Duty or emergency military duty that is expected to  discharge, | differential pay
be 30 days or more. upto5
years
Military Leave - Leave of absence due to annual training, Until end Up to 120 hours of
Training active duty training or inactive duty drill of military | differential pay per fiscal

which is expected to be less than 30 calendar orders

days.

year (Oct 1- Sep 30)

Parental Leave

Leave of absence due to care of a newborn or
newly adopted child, up to six weeks (240
hours). Parental leave is in addition to short-
term disability for birthing mothers.

6 weeks

100% of regular base pay
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Personal Leave Leave of absence for personal reasons that 2weeksto | Unpaid
are not covered by any other leave policy. 1 year
Must have worked 1 year with Nightwing to
be eligible.

Disability Leave Absence due to illness or injury, pregnancy, or | Short-Term | Short-Term Disability: 75%
other medical-related cause that is a non- Disability: of regular base pay after
occupational. May run concurrently with Up to 10 elimination period (100% for
Family and Medical Leave Act (FMLA) leave. weeks, maternity): supplemental

o including 7- | insurance can be purchased
If elected by employee, Long-Term Disability day up to 100% of regular base
coverage begins after the end of Short-Term T
Disability. eI|rr.1|nat|on pay. o
period Long-Term Disability:
Long-Term | Voluntary (optional)
Disability: coverage, 60% of regular
Beyond 10 | base pay after 10 weeks.
weeks

Worker's Absence due to occupational incident or Max Pay is based on state

Compensation illness only. Employee/supervisor needs to duration statute.

Leave notify EHS so a claim can be opened with depends on
Liberty Mutual. May run concurrently with state
FMLA. statute

The process for initiating or returning from a leave of absence is documented over the next several
pages. Please review the relevant section and follow the instructions carefully prior to beginning the

process.
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Bereavement Leave

Summary: Leave of absence due to death of a family member, including spouse, domestic
partner, child, parent (includes spouse's), sibling (includes spouse's), grandchild,
grandparent (includes spouse's), son- or daughter in-law.

Policy: Bereavement policy provides up to 3 days of leave paid at 100% of regular base pay.
If the employee has to travel 150 miles or more to attend services or handle estate matters,
up to 5 days. Employee to provide city, state of travel to supervisor if requested.

Process:

1. Notify supervisor of need to go on bereavement leave in advance.

2. Enter all bereavement hours in timesheet up to 3 days (24 hours for full-time
employee) unless exception has been made. Timesheet remains open and you will
remain in "active status" in Workday.

3. PTO may be used if extended bereavement time is needed.

Benefits, PTO and Annual |ncentive Plan (A |P) while on leave:

* No impact on benefits- benefits continue while on leave
* No impact on PTO- PTO continues to accrue while on leave

* All bereavement time under policy will be counted for purposes of year-end AlIP
calculations



NIGHT\WING

Educational Leave

Summary: Leave of absence for the purpose of pursuing academic or professional
development opportunities.

Policy: Educational leave policy only applies to interns who are expected to come back to
work for Nightwing as an intern or full-time employee within the next 12 months.

Process:

1. Supervisor coordinates with Talent Acquisition team to determine whether the
intern will be invited back to work for Nightwing in the next 12 months.

2. Supervisor initiates the Educational Leave directly in Workday. No further approval
required. Timesheet is closed for the duration of leave.

3. When the employee is scheduled to return to leave, supervisor initiates the return
from Educational Leave directly in Workday. Timesheet will reopen on the first day
of return from Educational Leave.

Benefits and PTO while on leave:

* 401(k) contributions stop on the first day of leave.
 PTO stops accruing the pay period following the leave start date.
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Family Medical Leave Act (FMLA)

Summary: FMLA provides up to 12 weeks of unpaid leave in a rolling 12-month period for:

The birth of a child or to care for a newborn child;

The placement of a child through adoption or foster care;

The care of a family member with a serious health condition;

The employee's own serious health condition that makes the employee unable to
perform his/ her job; or

e. A qualifying exigency such as military deployment, arrange for childcare and school
activities, financial and legal arrangements, and attending counseling.

oo oo

To the extent eligible, FMLA leave will run concurrently with Short-Term Disability, Workers'
Compensation and parental leave.

Eligibility: Employee has completed 12 months of employment and has worked at least
1,250 hours within the 12 months preceding the leave.

Process:

1. Notify supervisor of need to go on FMLA leave whenever possible.

2. Contact Lincoln Financial Group to initiate the leave. See flyer at the end of this
document with steps on how to start your claim with Lincoln Financial Group; or you
may login to lincolnfinancial.com or call 888-605-1126 to initiate a leave.

3. Provide all paperwork and documentation to Lincoln in the period requested in
order to expedite the handling process.

4. Nightwing HR will manage the leave status change in Workday. Timesheet will
remain open for 5 business days in order to use PTO if desired.

5. Upon returning from FMLA leave:

« Coordinate your leave return with Lincoln Financial Group and with your
supervisor

* Notify HR of your return by emailing HR-Leave@nightwing.com

Benefits, PTO and Annuall ncentive Plan (A P) while on leave:

* Noimpact on benefits - benefits continue while on leave

* Unpaid payroll premiums while on FMLA will accumulate and will become payable
upon return from leave. Your premiums will be doubled until all arrears are settled.

* PTO does not accrue for a pay period while you are on FMLA leave.

» Period of unpaid leave under FMLA will be excluded from AIP calculation.
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Jury Duty Leave

Summary: Leave of absence in order to fulfilla requirement by any Federal, State, County
or Municipal judicial system to serve on a Jury.

Policy: Jury Duty policy provides up to 10 days of leave per Summons paid at 100% of
regular base pay for time required to be spent on a jury or time during which an employee is
"on call". Paid leave is not provided if an employee has to be testify under subpoena.

Process:

1. Notify supervisor of Jury Duty summons and provide a copy of summons showing
requirement to appear for jury duty.
2. Enter all jury duty hours in timesheet up to 10 days (80 hours for full-time

employee). Timesheet remains open and you will remain in "active status" in
Workday.

3. PTO may be used if extended Jury Duty time is needed.

Benefits, PTO and Annual Incentive Plan (A IP) while on leave:

* No impact on benefits- benefits continue while on leave
* Noimpacton PTO - PTO continues to accrue while on leave

* All Jury Duty time under policy will be counted for purposes of year-end AIP
calculations
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Medical Leave

Summary: Leave of absence for employees who are unable to work because of personal
illness, injury, pregnancy or other medical-related cause.

Policy: Employee may be on medical leave for up to 24 months from the effective date,
which is the sixth weekday of absence following the employee's last day of work.
Employees who exhaust short-term disability may transition to this leave type if they are
unable to return to work at the completion of short-term disability.

Process:

1.

In most cases, medical leave will follow a period of FMLA, short-term disability or
workers' compensation leave. Please see relevant section for instructions how to
initiate the leave.

If you are not eligible for FMLA or short-term disability, or if you are unable to return
to work after short-term disability has been exhausted, Total Rewards will initiate a
case with Acuity.

Provide medical documentation as requested to Acuity.

Nightwing HR will manage the leave status change in Workday

Upon returning from Medical leave:

i. Coordinate your leave return with Acuity and with your supervisor

ii. Notify HR of your return by emailing HR-Leave@nightwing.com

Benefits, PTO and Annuall ncentive Plan (A P) while on leave:

No impact on benefits - benefits continue while on leave.

If enrolled in Health & Welfare, you will be billed from Alight to your home address in
Workday beginning with the first pay period after the date your medical leave
begins. Billing will be monthly. Prompt payment of premiums is required to
maintain benefit coverage.

You are required to exhaust any earned unused PTO before going on leave. PTO
does not accrue for a pay period while you are on Medical leave.

Periods of unpaid Medical leave will be excluded from AIP calculation.
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Military Leave -Active Duty

Summary: Leave of absence for employees who are members of the Uniformed Services
and are required to appear for active duty for a period exceeding 30 days.

Policy: Employees on active duty military leave are eligible for up to 365 days of pay
differential, which is the difference between their regular base pay and their military pay.
Military pay differential may be extended beyond 365 days upon approval from CHRO and
Business/ Functional Leader. Active Duty military leave may last up to 5 years and may
consist of multiple deployments.

Process:

1. Notify supervisor of requirement for active duty military leave.

2. Send a copy of leave orders to HR-Leave@nightwing.com, and provide any
additional documentation requested.

3. Nightwing HR will manage the leave status change in Workday. Timesheet will be
closed starting with the first day of active duty military leave.

4. Upon returning from active duty military leave:
i. Coordinate your return to work with your supervisor

ii. Notify HR of your return to work by emailing HR-Leave@nightwing.com
iii. A certificate of discharge and a copy of your most recent LES will be required to
validate your leave and compensation records

5. Notify your supervisor and send an email to HR-Leave@nightwing.com if there are
any changes to your order, including an extension.

Benefits, PTO and Annual Incentive Plan (A IP) while on leave:

* Noimpact on benefits - benefits continue while on active duty military leave.

Health & Welfare premiums will be deducted from your military differential pay.
» PTO does not accrue for a pay period while you are on active duty military leave.
» Periods of active duty military leave will be excluded from AIP calculation.
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Military Leave - Training

Summary: Leave of absence for employees who are members of the Uniformed Services
and are required to appear for training duty for a period not exceeding 30 days.

Policy: Employees on military training leave are eligible for up to 120 hours of pay
differential in a Federal fiscal year which lasts from October 1 through September 30.
Military pay differential is the difference between regular base pay and military pay. Military
pay differential may be extended beyond 120 hours upon approval from CHRO and
Business/ Functional Leader.

Process:

1. Annually and prior to the beginning of a Federal fiscal year, all reservists must certify
their military rank, years of service and pay rate before being eligible for the 120
hours of differential pay. A recent LES might be required. Nightwing HR team will
send the request for certification annually. Employees will not be able to charge
time to military leave without this certification. Contact HR-Leave@nightwing.com
for any questions on the certification process.

2. Notify supervisor of requirement for military leave training and provide a copy of
military orders documenting the period of leave.
3. Enter all military training hours in timesheet up to 15 days (120 hours for full-time

employee). Timesheet remains open and you will remain in "active status" in
Workday.
4. PTO may be used if military training exceeds 15 days.

Benefits, PTO and Annual |ncentive Plan (A |P) while on leave:

* No impact on benefits- benefits continue while on leave. Health & Welfare
premiums will be deducted from your military differential pay.
* No impact on PTO- PTO continues to accrue while on leave

» All military training time under policy will be counted for purposes of year-end AlIP
calculations
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Parental Leave

Summary: Leave of absence offered to employees for the purpose of bonding with a
newborn or newly placed or adopted child.

Policy: Employees are entitled to six weeks of leave paid at 100% of regular base pay for
time required to bond with a child. Leave must be taken within 12 months of the birth or
adoption event. For birth mothers, parental leave is in addition to any leave provided under the
Nightwing short-term disability plan. If eligible, parental leave will run concurrently with FMLA.

Process:

1.

Notify supervisor of need to go on parental leave in advance and obtain approval for
the expected dates of your leave. Also notify HR of your expected leave dates by
emailing HR-Leave@nightwing.com.

. Contact Lincoln Financial Group to initiate the leave. See flyer at the end of this

document with steps on how to start your claim with Lincoln Financial Group; or
you may login to lincolnfinancial.com or call 888-605-1126 to initiate a leave.
Provide all paperwork and documentation to Lincoln including evidence of birth or
adoption in the period requested in order to expedite the handling process.

HR will open parental leave hours in timesheet system once we receive notification
that your leave was approved by Lincoln.

Enter all parental leave hours in timesheet up to six weeks (240 hours for full-time
employee). Timesheet remains open.

If you take your parental leave in multiple periods (e.g. 1 week per month), please
notify your supervisor of all leave dates in advance for each separate leave period.

Benefits, PTO and Annual Incentive Plan (A IP) while on leave:

No impact on benefits- benefits continue while on leave
No impact on PTO- PTO continues to accrue while on leave

All parental leave time under policy will be counted for purposes of year-end AIP
calculations


mailto:HR-Leave@nightwing.com

NIGHT\WING

Personal Leave

Summary: Leave of absence for employees who need to spend time away from work for
personal reasons not covered in any other leave policy.

Eligibility: must have completed at least one year of service with Nightwing. Acceptable
reasons for personal leave include the following:

Caring for a personal condition that does not qualify under FMLA
Caring for a family member that does not qualify under FMLA
Time off to clean up a family member's estate

Family commitments

Personal development, including continued education

Family or personal emergency

Policy: Personal leave is subject to supervisor approval and must be between 2 weeks and
one year. All earned PTO must be used prior to going on personal leave. All exceptions
require CHRO approval.

Process:

1.

3.

Fillout and sign the Personal Leave Request form, and have your supervisor sign the
form to document the approval. Send signed document to HR-
Leave@nightwing.com.

Supervisor or employee initiates the Personal Leave directly in Workday. Timesheet
is closed for the duration of leave.

When the employee is scheduled to return to leave, supervisor initiates the return
from Personal Leave directly in Workday. Timesheet will reopen on the first day of
return from Personal Leave.

Benefits, PTO and Annual Incentive Plan (A IP) while on leave:

Benefits end on the last day worked. Employee will be eligible for COBRA
continuation for Medical, Dental and Vision benefits beginning on the first day of
leave. Alight will send any COBRA invoices directly to your address on record.
PTO does not accrue for a pay period while you are on personal leave.

Periods of personal leave will be excluded from AIP calculation.
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Disability Leave

Summary: Absence from work due to iliness or injury, pregnancy, or other medical-related
cause that is a non-occupational. To the extent eligible, will run concurrently with Family
and Medical Leave Act (FMLA) leave.

Policy: Short-term disability program offers up to 10 weeks of leave for non-occupational
disabilities. The first 7 calendar days from the date of disability (elimination period) are
unpaid and PTO should be used for that period; the remainder of the leave pays at 75% of
regular base pay (100% for maternity leave). To the extent eligible, Short-term disability will
run concurrently with FMLA leave. Long-term disability is a voluntary (optional) benefit. If
elected, long-term disability pays 60% of regular base pay beginning after the expiration of
short-term disability, untilthe earlier of return to work or age 65.

Process:

1. Notify supervisor of the event leading to disability leave as soon as possible.

2. Contact Lincoln Financial Group to initiate the leave. See flyer at the end of this document
with steps on how to start your claim with Lincoln Financial Group; or you may login to
lincolnfinancial.com or call 888-605-1126 to initiate a leave. If employee is unable to initiate
the leave, a family member, supervisor or HR may initiate the leave. Please contact your HR
partner for any questions on this process.

3. Provide all paperwork and documentation to Lincoln in the period requested in order to
expedite the handling process.

4. Nightwing HR willmanage the leave status change in Workday. Timesheet will remain open
for 5 business days at the beginning of the leave period in order to use PTO if desired.

5. Upon returning from disability leave:

i. Coordinate leave return with Lincoln Financial Group and with your supervisor
i. Notify HR of your return by emailing HR-Leave@nightwing.com

Benefits, PTO and Annual Incentive Plan (A IP) while on leave:

* No impact on benefits- benefits continue while on leave

* Unpaid payroll premiums while on short-term disability willaccumulate and will
become payable upon return from leave. Your premiums will be doubled until all
arrears are settled.

» If and when you go on long-term disability, your benefits will be billed to your home
address in Workday beginning with the first pay period after the date you start long-
term disability. Billing will be monthly. Prompt payment of premiums is required to
maintain benefit coverage.

*  PTO does not accrue for a pay period while you are on disability leave.

» Period of unpaid disability leave will be excluded from AIP calculation.
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Workers' Compensation Leave

Summary: Leave of absence for employees who are injured or become ill in the course of
employment.

Policy: Nightwing follows State Workers' Compensation statutes in the determination of
leave period, compensation indemnification and reimbursement of medical and related
costs. Most States have a maximum duration of compensation and limit payments based
on the severity of the injury and level of disability. Many States also have a waiting period
before any benefits are paid. To the extent eligible, Workers' Compensation will run
concurrently with FMLA leave.

Process:

1.

4.

Notify supervisor and EHS immediately of the incident. Ehs-
support@nightwing.com. Provide as much information as possible for EHS
representative to complete incident report form.

Employee is provided claim number once Worker' Compensation claim has been
filed with our provider. You will also be assigned a case manager from Acuity.

If leave time is required EHS will coordinate with case manager and employee's
supervisor and notify HR of employee's need to be on leave. HR willmanage the
Workday leave transaction. Timesheet will remain open for 5 business days at the
beginning of the leave period in order to use PTO if desired.

The case manager notifies EHS and HR that the employee has been cleared to
return to work.

Benefits, PTO and Annual Incentive Plan (A IP) while on leave:

No impact on benefits- benefits continue while on leave.

Unpaid payroll premiums while on FMLA will accumulate and will become payable
upon return from leave. Your premiums will be doubled until all arrears are settled.
PTO does not accrue for a pay period while you are on Workers' Compensation
leave.

Periods of Workers' Compensation leave will be excluded from AIP calculation.
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M N IGI-IT\1/ING

Finam;i;il Grcupr

Group Benefits

Ho, ¢rto rep,ort yoL1r absence onli11e

The first step in reporting an absence is knowing whel'l 10report il Given

tile multiple benefits ttrnt can cover your abs.ence, here are.":| Few rues
oFthumb:

Report your clalm up to 30 dayis in advance of a planlled ab5ence.

For an unplanned ab5.efICe, repor as soon as ym.J're aware that you'll be
absent from work.

Report your absence online

1

. Log'n to lincolnFinancial.com. Fir5t --me LJ.seis Will need to provide

personal information to regis.ter. You rnay nee.d company code
frI&GHTWING, iirst and last name, birthdate. and the st four digits of
your Soaal Security number_

.. S@ect start a ciaim or I'Nw-e of aibis@noo B.fid ans 1ii,le,ra

few questions.

About you: Yaull need your employee identification number or
olheir ID as 1equ redby your employer

AboulL your abserme: Include the re.ason amJdates of your absence,
and if applirable, physician and dragnosis information

. Choose Submil

rm disability claims.you'll be asked to downloorl, sig:-n, and submit a

medi€| authorization form, which you or your elsims 5pecialis| can
provi-de to your doctor.

. Youll need € our-claim or leave number to 11iew the status For |he timl

lime. A PDF or the information you submit will be availab ¢ to save for
yourrecords.

. Check the status of your claim onl" eat Lin:ooln:Ftnanciatoorn.

You can also opt in to text messaging vialincolnFirn111ci11l.com
Youlrreceive texts on the reoelpt, approval, and e:i::terision of an
absence, benefit-payment i.liform."l on, if applicable, and the
closure or extension of 11 claim Of leave based on your return

lo '\ofk._

Report your absence by phone

Youcanalso subme your claim or leave by c,alling Lincoln at
888-605-H 2:6 and :.peaking with a representative.

Nighlwing Group
provides these benefits
through Lincoln.:

STD
LTD
FMLA
HITDI
NJTDI

Once you've submitted'your
information, your ¢ Ims
specialist willre:i ev@all
benefit!:thal may apply.
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0500.m JDIRIU@S.raum be sufurnittedDrone. PIB3gc<Jnact g1 ooilm specialiEt 8D!1':It.r12xt sil.Eps[]J calling ttle pnooe1 11 11il2! i)ro'iid
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After you submit your claim

Follow-up information

If you're a ready out of work, you | be contacred by phone or w-tten corre<.lpondence wilhm
lihree buslness.d3ys.. If riling il claim in advance, youll be contacted once you're out of wort:.
1\.I 1hii:ltime, your .,Ja1ms spec lItst cnn s nsveer questions about your cin.Im find gather
additional information.

Document uplottd
Conveniently upload requesl.ed daouments as they're needed using our secure doc::umen1
uplo€d feature on Li11c0Tnfina11ci:il.rom..

01:aT.m lifecis,jon

Ac im decision willbe made once .all required information is reoehted,s.nd a review is
completed. We will oontac1you oosed on the communication p:referenres you s:et on
UncolnFinancial.com.

Ongoing communication
Yuurcl.alm or leave specialisl will slay connected with you lhroughoul your claim or eaYe and
assist you vilth addllional supporl

Inform ithimt ab:;e nce reporting;

It you:re taking intermittent e for your leave, you're required to report:-.with-n 5 business
days.. Enter your nte-rmitt.enl brne on Lirn:ol11f-jnanc,i11l.0oom.by sele -ng Report a new
inhim @itmm a:bsence and choosing Lhe leave yo,u..,,,,mt time applied to.

R1itum-to@work date

Once you know yo,ur return-'1.0-v,*onkdate. s:ubrmt I'he dllte and required docu ment;;ition an
Linool11Fin11nci.al.com. Once submitted, your claims specia[lsl wilreview and p.roce,5 the
rnrorm.atjon according .

Il 'you cannot n:-tum lo work asscheduled find need ,m exlens on to your absence. request one
by 5ubmitling a new diJle on ItncolnFim1nci11l.com or oontacting your clalm5 spech'llisl and
prnvidi11gthe supparting documentalian.

J@a,senote, oorna ronJTo<JnicBliorasare i;qw,ad ta be'sent.,;a.v,mtEfl COITE'Sji(nJe.nDI!, iegarrib,s ul )<I<Jr p,eler-eooes..

®W24 Llooaln Natmal Corporalion

Lir..::olr/Ftn2'IciBL,,..,,

Lilrdn R arcial GIDIIEJ is1fie
rrari<Elir,;i @ efur Ln:-:ilhNcilional
C«pocalian and it, affili tea.

Allifiatg ™ @ra;Efy

r.BSpOn,:ible forlher.,.,,.,"111.3nri;;1
ci.l1d o:mtraeteial Dbt,g;atiooa.

LON--6500472-032224
MAPIIDA"24mll

Order code: !IM,mPCL-.1001

n Lincoln

Financlal Group*
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Personal Leave of A 'sence Request Form

. Personia

Eligibility'fur fersonal [.eave of Ab5,ence:
. licJigdui,e,d to wogk 20 r mlifE: ho1:1T:Sperwe-ek..
+ AtJlIBistone y-¢ar di seruic-e with Ni@ntwio @p@or tp'theEeave start tfate.
« liie.q estild length df reaY @ Minirnurrl t\lo weeks, ma11irTiu,1rnne year_
| leal1e i:-equested should be :fdr ooe ohhefollawing re:aso€:

o Cari gfoe:a peraon_;il col);:il- -c,n tllahdaes ot quialify um:l€i=MI.A
o Qirigfoe a tami[y member that-does. f)ot,quadify um:ler FMI.A
a izimedffro clean u:p a family meniber's es:tate
o Fa.mT"'rnmn;l)tm!, !0
O  Peison,!l cigJopm:e'nt
o Familv of il'e rsonalemerency
Employes Mame Employes D
Rir.st da','ofl_eaYe.: MM/DD/Y 'fY Last d.ay wmked: MM/DD/YIT
Estimatd retmnro 1.1 d:ate: MM/EID/''WY
Reason-or Per:sonail leave Request
Employee-Signature Date of Employ,ee-Signature

B submitting this re:qaest, yo1.111r1der:stand tl'latyou will riot be- paid duiring your leave, and 'olJ Vilillneed to submi,1.!
monthly payments to Nightwir:ig to 1-'ieep your benefit elections active_You must use any earned available ?TO ho1urs
'befure !fO rr Personal Leave begin - Ther@is rm job rein5,tat-eme111t guarantee_1- ym,1 need to extenc:y! our lea'iJ'e v,ou need!

to noti - @H'l.Iman He.sources atlea.st 2 wee:k5in aid11,mce: of 'I"OLff estimated retum to workdarte_ Failure to do :so maiv resuf:t:

il1an automatic denia,l.

Please rererto the Nwitwing leave 0" Ahsence poliCj' {FCP.HR-GBS-007) toum:i here fur more information

:Suaenrisor Sienatu:re

Da.te off &i[Pervisor Signature

Oru:e leave is dooumented and .signed:, Emplavee o@Supervisor can initiate per:sona,l leave of albs.ertce in Workday. Signed

fmm sltouFd be att:olied to the tr.a nsactirn,
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1.0 Request and Manage Educational or USA Personal Leave in
Workday

This Job focuses on managing Educational Leave and USA Personal Leave in Workday.
To learn more about the company's leave policies and the steps you need to take, including for leave

types not handled in Workday, click here to view the full leave policy and process. Understanding
these options ensures you follow the correct process and stay aligned with company policy.

For Employees:

You can use Workday to:

* Request or manage a Leave of Absence for Educational or USA Personal Leave
* Request a return from either of these leave types

For Managers:

In Workday, you can:

* Request an absence on behalf of a worker for Educational or USA Personal Leave
* View time off related to these leave types

Note: All other leave types are managed outside of Workday through different vendors.

Step-by-Step Instructions for Employees in Workd gy

To Request Leave of Absence (Educational or USA Personal Leave):

1. Log into Workday
2. Navigate to your Worker Profile by clicking on your name or photo in the top right corner.
3. Select "Time and Absence" from the left-hand menu.
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4. Click “Request Absence”

5. In the Type field, select the appropriate leave type:

o Educational Leave
USA Personal Leave

6. Enter the Start Date and Estimated End Date for your leave.

Request Absence

Calendar Date Range |

June 2025 -~

Sun hMon

16
23

29 30

Today

View Balances ffa
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7. Enter type of leave requested.

8. Click Continue

« Request Absence

Tue, Jul 1 - Wed, Jul 2

Type of Absence *

¥ USA Personal Leave

9. Complete the form with the information and click Submit.

| &
Request Absence X

Type of Absence * | X USA Personal Leave

Last Day of Work B6/308/2825 [o]
First Day of Absence *| p7/01/2825 £
Estimated Last Day of Absence * | G7/82/2825 ﬁ

Request Amount 2 Days

Comment to Approver

~ Additional Fields
Number of Days Requested this Leave 2

Attachments

Drop files here

or

Select files

=) =B

—
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Once submitted, your request will route to HR Partner for approval.

To Check Status or Manage a Leave of Absence (Educational or USA Personal Leave):

1. Log into Workday
2. Navigate to your Worker Profile by clicking on your name or photo in the top right corner.
3. Select "Time and Absence" from the left-hand menu.
4. Click "Manage Absence". From here you will be able to see the requested leave of Absence. You
can take other actions from this page as well, such as modify dates, return from leave etc.
E R\ 4 Q s L LY

To Request a Return from Leave (Educational or USA Personal Leave):

From your Worker Profile, go to Time and Absence.
Select "Request Return from Leave of Absence"
Enter the Actual Return Date.

Click Submit.

Ll S

Request Return from Leave of Absence  venwan

Your return request will be routed to Absence Partner (Jeffrey Chappel) for approval as needed.
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To Request Leave for a Worker (Educational or USA Personal Leave):

1. Navigate to the employee's Worker Profile.

2. Goto "Time and Absence"
3. Select "Request Absence for a worker" and select the date or date range.

Request Absence
For fron Man | Request on Behalf Of

July 2025 ~

Sun Mon Tue
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4. Choose Educational Leave or USA Personal Leave in the Type field.

e Request Absence

For lron Man

Request Dates
Tue, Jul 15
Thu, Jul 17

Type of Absence *

Search

() Educational Leave of Absence

() USA Pereanal Leave

5. Complete the Absence request form

Request Absence X
For lron Man

Type of Absence *| x usaPersonal Leave =
Last Day of Work 87/14/2825 (£

First Day of Absence

Estimated Last Day of Absence * | 87/17/2025 [5] ‘
Request Amount 308y

Comment to Approves

~ Additional Fields
Number of Days Requested this Leave 3

Attachments

Drop files here

.( Selectfies )

6. Click Submit Request

Once submitted, your request will route to HR Partner for approval.
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To View a Worker's Time Off:

1. Go to the employee's Worker Profile > Related actions

Location Manager
RAKSS: NW Remote. Alaska Captain America
Education

Iron Man
EE Gomma - E1

Yy Edit

Actions

Worker PE
Frequently Used ki i
88 Start Proxy
= Contact
@ View Fesdback Received
View Worker History Phone B +1 7777777777 (Landline)
Terminate Employss Work Address
o] View Feedback Givent i
View Team & NW Remote Remote City, AK 99502 United States of America
E Compensation >
2 Job Change g
m Manage Wark s « Job
Organizstion )
Organization Captain America
Personal Data >
b d BusinessTitle  EE Comms -E1
Recruiting >
Talart 5 Manager Captain America
2 Location T RAK99: NW Remote, Alaska
Worker History 7 Time in Position 0 year(s), 3 month(s), 24 day(s)
Favorite .

Integration D= :

Security Profile >

2. Click on "Time and Absence"

3. Select "Manage Absence" > Absence Calendar" to view current and historical leave records.

Note: Only Educational and USA Personal Leaves are handled within Workday. For all other leave
types (e.g., Medical, FMLA, Parental), refer to external vendor systems.
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For Additional Support:

Nightwing US Service Center Toll Free Number:
1-844-NGH-WING (1-844-644-9464)

* Human Resources, Benefits, and Nightwing 401K

+ Finance, Timekeeping, Corporate Cards, and Payroll

+ Travel and Expense

*  Workday, IT Support for Web Services, Okta, Jira, and Confluence
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