United States

Parents Resource Guide
How we support families

AECOM parents
People are one of our most valuable and valued
resources. You make our success possible.
Whether you are becoming a parent for the
first time or are already supporting a family,
this guide highlights benefits that can help
you as a working parent.
This guide contains information on the
different types of leave, adoption financial
assistance and what you need to do:
- Prior to your leave
- After your child arrives
- When you return to work (including flexible
work arrangement options).ns)
Being a working parent can sometimes be a
tough act to juggle. Please reach out to your
HR representative to ask any questions
that may not be covered in this guide.
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Family leave
Family leave options can best be described
as a “hybrid system” — consisting of both
paid and unpaid options covering periods of
disability related to pregnancy as well as time
for bonding with your new child. While there
is no standard paid family leave provision that
works the same for all employees, there are
a number of options available. The purpose
of this section is to provide information
to help you develop a plan to suit your
family’s needs.
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Paid family leave
The federal Family and Medical Leave Act (FMLA) provides eligible employees with unpaid time off (up to 12 weeks) for the birth, adoption and care
of a child.
AECOM regular full-time or regular part-time employees are eligible for company-paid parental leave that can be used during FMLA leave. In
addition to AECOM’s paid parental and pregnancy leave, you may be eligible for disability benefits and paid time off. Below you will find information
about AECOM’s paid family leave, disability and paid time off programs.
AECOM parental leave

If you are a parent through biological
birth, adoption, surrogacy or foster
care placement, you are eligible to take
time off from work and receive 100%
of base pay for up to two weeks (10
business days). You may take this time
(10 business days) all at once, or in
one-day increments for up to one year
following the baby’s date of birth.
Under adoption, an eligible child is any
individual who, at the time the adoption
expenses are incurred, is under the
age of 18 or is physically or mentally
incapable of caring for himself or
herself, has not lived continuously for
the past six months with the employee
or the employee’s spouse or domestic
partner, and is not already the child or
step child of the employee’s spouse
or domestic partner.

AECOM pregnancy leave

Birth mothers are eligible to receive 100% of
base pay for up to eight weeks (40 business
days) in addition to the two weeks (10
business days) of parental leave for a total of
10 weeks (50 business days).
To the extent you are eligible for short-term
disability (STD) benefits, the pregnancy
leave payment will supplement any STD
benefit payments so that the total of STD
benefits and paid pregnancy leave equals
100% of your base pay.

Short-term disability (STD)

AECOM’s STD benefit covers disabilities
related to pregnancy and/or childbirth.
AECOM pays the full cost of coverage and
you are automatically enrolled in the plan.
Benefits begin on the eighth day of disability,
and the plan pays 66.67% of your annual base
salary, up to $1,500 per week. Benefits end
when you are no longer disabled or after 26
weeks, whichever comes first. Once STD
benefits end, you may be eligible for longterm disability benefits.
Long-term disability (LTD)

LTD insurance benefits are an elected benefit
and available for disabilities lasting longer
than 180 days.

Next steps

If you wish to receive paid parental leave, contact The Hartford, our leave of absence and disability management
administrator, at least 30 days before the leave begins, if the need for leave is forseeable.

Contact The Hartford at 866.262.7316 or submit a new leave request online at AbilityAdvantage.TheHartford.com.
If you work in California, Connecticut, District of Columbia, Massachusetts, New Jersey, New York, Oregon,
Rhode Island, or Washington, you may also be eligible to receive state temporary disability insurance and/or family
leave benefits. Please contact The Hartford for information on how to file for your applicable state benefits.
Your AECOM health insurance will continue during a paid leave period, and your share of the premium cost will
be deducted from your paycheck as usual.
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Unpaid family medical leave
(family care)
You can take up to 12 weeks of unpaid leave
under the federal FMLA for the birth, care
or placement for adoption or foster care of
a child. Your AECOM health insurance can
continue if you continue to pay your share
of the health insurance premium during your
unpaid leave (up to 12 weeks).

The following chart illustrates the family leave options available to you. Additional
options may be available to you depending on the laws in your state. Specifically,
in California, Connecticut, District of Columbia, Massachusetts, New Jersey, New
York, Oregon, Rhode Island, and Washington, you may also be eligible to receive
state temporary disability insurance and/or family leave benefits. Please contact
The Hartford at 866.262.7316 for details.

Type of leave

Pay

If you became disabled
prior to the birth of your
child

- AECOM STD
- PTO (optional)

For the birth of your child
(disability)

- AECOM STD
- AECOM paid parental leave

STD benefit pays 66.67% of base salary after oneweek waiting period. PTO may be used to supplement
disability benefits for 100% pay.

AECOM paid parental leave will supplement disability
benefits to bring you up to 100% of your base pay.
After disability ends
(family care)

5

- PTO (optional)
After disability ends, you can continue using PTO or
go unpaid for the remainder of your leave period.

Family leave illustrations
The following illustrations are intended to give you an idea of family care options. Please contact The Hartford at 866.262.7316 for specifics concerning your
anticipated leave.
Molly

Molly’s physician deemed her disabled two
weeks before her anticipated due date. Molly
wishes to take a four month leave after her child
is born. She has accumulated PTO. Molly lives
in California.

Type of leave

Time off

Pay

Disabled prior to the birth of
your child (disability)

Up to 12 weeks (FMLA)/
four months (CA Pregnancy
Disability Leave) (leaves run
concurrently)

- AECOM STD
- California State Disability Insurance (CA SDI)
- PTO (optional)

Family care plan: Molly’s period of disability
(two weeks) and post-disability leave (four
months) are covered under federal and
California state laws. Molly’s pay options are
outlined at right.

STD benefit pays 66.67% of base salary up to
$1,500 per week, after one-week waiting period.
PTO may be used to supplement disability
benefits for 100% pay.
Note: STD and CA SDI benefits are integrated to
pay a combined benefit of 66.67% base salary
after one-week waiting period.

Birth of your child
(disability)

- AECOM STD
- AECOM paid pregnancy leave
If you are a regular full-time or regular part-time
employee, you are eligible for AECOM paid
pregnancy leave. AECOM paid pregnancy leave
will supplement disability benefits to bring you
up to 100% of your base pay.
- Parental Leave
After disability ends, you will receive 2 weeks
of parental leave at 100% of your base pay. If
you are still out on leave, you may use PTO or go
unpaid for the remainder of your leave period.

Family care (after disability
ends)
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- California Family Rights Act
(CFRA) (12 weeks)

- California Paid Family Leave (CA PFL) (6 weeks)
- PTO (optional)

Note: CFRA provides additional
leave time once disability
ends. FMLA and CFRA run
concurrently through the baby
bonding period. Once FMLA
exhausts, CFRA will continue
solely.

Note: After disability and parental leave end, you
are eligible for CA PFL. You can supplement CA
PFL with PTO. Once CA PFL ends, you can use
PTO or go unpaid.

Martin
Martin would like to take a two-week leave after
his child is born. Martin is a regular full-time
employee and has accumulated PTO. Martin
lives in Pennsylvania.

Type of leave

Time off

Pay

Family care

Up to 12 weeks, Family Medical
Leave Act (FMLA)

If you are the non-childbearing parent of a
baby born by your spouse or domestic partner,
you are eligible to take time off from work and
receive 100% of base pay for up to two weeks
(10 business days).
You may take this time all at once or in one-day
increments for up to one year following the
baby’s date of birth.
- PTO (optional)

7

Prior to your leave
Here are a few reminders of things to do as you
prepare for your leave.
1.

2.
3.
4.

Review your medical plan benefits to
understand your maternity care and wellbaby care coverage.
Enroll in the pregnancy/baby programs
through your medical insurance carrier.

Contact The Hartford at 866.262.7316 to
apply for your parental leave of absence.

Contact Guidance Resources, AECOM’s
Employee Assistance Program, for
FamilySource services (information about
parenting classes, lactation coaches,
care options, highest rated car seats/
baby equipment, mommy/daddy and me
classes, multiple-birth discount options
and more) and receive a new baby care
package. You can also get assistance with:
- Doctor/pediatrician referrals in your area
- Childcare referrals near your home
- Counseling for family issues before or
after delivery

5.
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Consider if you would like to request a
flexible work arrangement upon returning
from leave and discuss possible options
with your manager and HR representative.
You may make a formal request prior to
your leave. Here are steps associated with
requesting a flexible work arrangement:

- Review your transition plan for the work
that will need to be completed in your
absence.
- Complete the Flexible Work Arrangement
Request Form within 31 days of your
return-to-work date. You may also fill out
the form prior to your leave.

After your child arrives
Health care benefits

Add your child to your health insurance. A
birth or placement for adoption or foster
care of a child is considered a Qualifying
Event for purposes of your health insurance.
You should not wait until you receive your
child’s birth certificate or Social Security
number to enroll him/her under the health
care plans. For placement for adoption or
foster care, documentation of the placement
is necessary. You have 31 days from the date
of birth, placement for adoption or foster care
to add the child to your coverage, otherwise
you must wait until the next open enrollment
period and coverage changes will take effect
on January 1 of the following year. Go to
myAECOMbenefits.com or call the Benefits
Service Center at 844.779.9567 to add your
child to the health insurance plans.
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Flexible spending accounts

You may want to enroll in or increase your
health care and dependent day care flexible
spending accounts (FSAs) to cover additional
expenses due to the new child. You have 31
days from the birth, adoption or placement
for foster care date of the child to make the
change, otherwise you must wait until the
next open enrollment period and changes will
take effect on January 1 of the following year.
Go to myAECOMbenefits.com or call the
Benefits Service Center at 844.779.9567 for
reimbursement account changes.

Life insurance

You may want to enroll in or increase your
supplemental life insurance. You will need
to submit evidence of insurability and be
approved by the insurance company before the
coverage can become effective. If approved,
supplemental life insurance coverage will become
effective on the date of the approval. Go to
myAECOMbenefits.com or call the Benefits
Service Center at 844.779.9567 to apply.
Beneficiary

Add your child as a beneficiary at
myAECOMbenefits.com or by calling the
Benefits Service Center at 844.779.9567.
Return to work considerations

If you have not already established a flexible
work arrangement with your manager or HR
representative, take this time to consider if this is
the right option for you when you return to work.

Returning to work
Working arrangements
We understand the challenges of parenting,
so we try to be flexible and supportive with
working arrangements. When your needs are
met as a working parent, we can be our most
productive as a company.

Talk to your manager and HR representative
about your plans for returning to work —
whether you are returning to your regular
full-time arrangement or are considering a
flexible work arrangement. Please note that
requests for flexible work arrangements must
be completed within 31 days of your return
return-to-work date.
In some instances, modified working
arrangements may not be appropriate for the
requirements of your role.
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Flexible work arrangement options
While guidelines for pregnancy and parental
leave are fairly straightforward, working as a
parent can be more complex. You may have
different roles and needs than your colleagues,
and a working arrangement when your child is
young may not work once your child is grown.
We understand your different needs, so we
have different options available to help you
figure out what works best for you.
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Flexible work arrangements
The optional Flexible Work Arrangement Policy allows U.S. employees who return from pregnancy and parental leave the option of reduced
scheduled hours, ranging from 20 – 39 regularly scheduled hours, and for a period of six months beginning the first day returning to work.
Benefit eligibility will not change for health, group and retirement benefits, as long as you maintain regular part-time status (20 – 29 hours per
week) or regular full-time status (30 – 40 hours per week).
The table below outlines the flexible work arrangement options available to you as well as your eligibility for health and group benefits, retirement
benefits, PTO and paid annual holidays.

Scheduled hours

Health and group
benefits eligible?**

Retirement benefits
eligible?

PTO benefits
eligible?*

Company-paid annual
holiday eligible?

20 - 29 hours

Yes

Yes

Yes – prorated based on actual Yes – 4 days
hours worked up to 80 hours
per pay period (for biweekly pay
periods)

30 - 39 hours

Yes

Yes

Yes – prorated based on actual Yes – 6 days
hours worked up to 80 hours
per pay period (for biweekly pay
periods)

40 hours

Yes

Yes

Yes – prorated based on actual Yes – 8 days
hours worked up to 80 hours
per pay period (for biweekly pay
periods)

*PTO accruals may vary by business group. PTO benefits will not be prorated for business groups whose PTO accruals are based on scheduled hours worked.
**Please note that life insurance and disability benefits will be prorated for employees who work a reduced work schedule.
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Telecommuting

Telecommuting allows you to work remotely
for all or part of the regular workweek. If you
are interested in this option, please discuss it
with your manager and HR representative and
consult the Employee Handbook for details.

Alternative work week

The goal of this program is to provide a working
arrangement that is conducive to balancing
personal and work time commitments while
simultaneously enhancing client service and
employee performance.
A number of options exist, including a 9/80
work week and a 4 ½ day work week. Consult
the Employee Handbook, as well as your
manager and HR representative, if you are
interested in this option.

Upon returning from leave

When you return from leave, discuss whether
you would like to request a flexible work
arrangement with your manager and HR
representative. Please note that requests must
be completed within 31 days of your return-towork date.
- Fill out the Flexible Work Arrangement
Request Form and confirm your schedule of
hours to be worked.
- Review expectations for your role and
responsibilities while on a flexible work
arrangement with your manager.
- Schedule regular check-in meetings with
your manager regarding your flexible work
arrangement.

Your key responsibility under a flexible work arrangement:
- Work productively with your manager to optimize a flexible work arrangement.
- Ensure you are clear on expectations prior to accepting the flexible work arrangement.
- Remain accountable to your role responsibilities, performance and behaviors.
- Confirm and document your agreed upon arrangement with your manager and HR representative.

13

Resources
In addition to providing a flexible work
environment, we can support and assist you in
other ways.
A number of resources are at your fingertips.
We encourage you to take advantage of
what’s available to you and your growing
family.
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Healthy pregnancy guidance

Smart Spend

These programs include education and tools
to help promote positive behaviors and
reduce health risks during your pregnancy.

Smart Spend is AECOM’s employee portal for
everyday savings, including tools and tips to
promote your financial well-being. It provides
discounts to more than 700 retailers, including
Amazon.com, Macy’s, hotels.com, Dell,
Sephora, T-Mobile and many more.

You may have access to additional resources
through AECOM’s medical plan carriers.

Care.com
Finding the right caregiver for your child is
important to your well-being. AECOM strives
to support you in balancing the demands
of your work and your life outside of work,
and we want to help you and your family be
well. That’s why we offer you free access to
Care.com, a benefit that makes it easier for
you to find caregivers for your whole family,
including your children, parents, grandparents
and pets. In addition to paying your Care.com
membership for you, AECOM subsidizes the
cost of back-up care services when you need
to find a last-minute replacement for your
regular caregiver. Visit AECOM.Care.com
or call Care.com directly at 855.781.1303
between 10 a.m. and 6 p.m. Eastern Time.

Smart Spend is a great way to stretch your
hard earned income.

Visit AECOMsmartspend.com for details.

Adoption financial assistance

You may receive up to $5,000 per finalized
adoption to cover the cost of qualified
expenses.

Qualified expenses include but are not limited
to court costs, attorney fees, travel expenses
and other expenses directly related to the
legal adoption of a child.
Securing legal guardianship or adopting the
child of a spouse or domestic partner does
not qualify for benefits under this policy.

AECOMbenefits.com
- For information about all your AECOM benefits and resources, including helpful checklists
and vendor contacts, visit AECOMbenefits.com. No login is required.
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FAQs
The following pages cover some common
questions about balancing work and family at
AECOM.

If you have a question that isn’t answered here,
please see your HR representative.
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What is the Paid Parental Leave Program?

AECOM’s Paid Parental Leave Program provides
new parents through childbirth, adoption, foster
care placement and surrogacy with paid timeoff to bond with their new child(ren).
There are two types of leaves offered through
the Paid Parental Leave Program — pregnancy
leave and parental leave:
- Pregnancy leave refers to a period of
absence from work granted to a birthing
mother after the birth of her child.
- Parental leave provides paid time off after
a new child event for mothers and fathers,
including parents through biological birth,
adoption, foster care placement and
surrogacy.
Who is eligible to take paid parental leave?

Benefits-eligible full-time and part-time
employees who have a new child event through
childbirth, adoption, foster care placement or
surrogacy are eligible to take the paid parental
leave.
The Paid Parental Leave Program is not
applicable to temporary employees, variable
employees or employees covered by a
collective bargaining agreement.
What is the maximum duration of the paid
parental leave?

All new parents are eligible to receive up to two
weeks of parental leave at 100% of their base
pay. Birthing mothers may receive up to eight
additional weeks (for a total of up to 10 weeks)
of pregnancy leave at 100% of their base pay,
concurrent with short-term disability benefits.
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How do I apply for parental leave?

You can apply for parental leave by contacting
The Hartford at 866.262.7316 or visiting
Abilityadvantage.TheHartford.com. You must
also follow the standard procedures to notify
your supervisor.
How much notice do I need to give my
manager before taking parental leave?

You should notify your manager at least 30
days prior to your leave (when possible). It is
recommended that you give your manager as
much notice as possible.
How much pay will I receive during the paid
parental leave?

You will receive 100% of your base salary for
the paid parental and pregnancy leave. To the
extent you’re eligible for short-term disability
(STD) benefits, the pregnancy leave payment
from AECOM will supplement any STD benefit
payments from The Hartford so that the total of
STD benefits and paid pregnancy leave equals
100% of your base pay. As such, the pregnancy
leave and STD benefit payments will run
concurrently.
If STD benefits begin earlier than the birthing
event, you’ll be paid your eligible STD benefit.
Parental leave will begin after the birth
event occurs and you’ll begin receiving the
supplement to STD to equal 100% of your
base pay.

If you live in a state that has a paid disability
program or paid family leave program, your
parental leave benefit may be offset by any paid
disability or family leave benefit that you would
receive directly from the state or from
The Hartford on behalf of the state.

I am a part-time regular employee. Will the
duration of the parental leave be pro-rated?

No, if you are a benefits eligible part-time
employee, you are eligible for the maximum
duration of the Paid Parental Leave Program, as
outlined above, up to your regularly scheduled
work hours’ base pay.
I’m a part-time regular employee. Will my
parental leave pay be pro-rated?

No, as a benefits-eligible part-time employee,
you will receive 100% of your regular pay. For
example, if you’re scheduled 24 hours per week,
you will receive 24 hours of pregnancy leave
pay for eight weeks concurrent with short-term
disability, and 24 hours of parental leave pay for
two weeks (for a total of 10 weeks).
Do my benefits continue while I am out on paid
parental leave?
Yes, benefits will continue while you are on paid
parental leave. Paid parental leave is paid via
AECOM’s payroll and all regular deductions
will be taken, with the exception of dependent
day care flexible spending account (FSA)
contributions.

If my spouse/domestic partner and I both work
at AECOM, are we both eligible for the leave?
Yes, both of you are eligible for AECOM’s paid
parental leave.

Do I receive additional time off for multiple
births or adoptions during a single new
child event?
No, you will not receive additional time-off
for multiple births or adoptions (more than
one child adopted on the same date) under
AECOM’s Paid Parental Leave Program.
How long do I have to use parental leave
benefits after my new child event?

You must take the paid parental leave within
12 months of your new child event. In addition
to non-child bearing parents, this 12-month
period is applicable to birthing mothers who are
certified to return to work. If a birthing mother
decides to return to work prior to taking the
full 10 weeks of paid leave, she must take the
last two weeks of paid parental leave within
12 months of her child’s birth.
What steps do I need to take to return
to work?

When returning back to work, you will need
to contact your Hartford claims analyst, your
manager and please email LOA@aecom.com
to inform all parties of your return-to-work date.
What if I can’t return to work on the date my
leave is expected to end?
If you are unable to return to work on your
expected return to work date, please contact
your Hartford claims analyst.

Does parental leave take effect before or
after my new child event?

The paid parental leave takes effect after your
new child event.
Is there a limit on how many times I can take
the paid parental leave?

No, there is no limit on the number of times you
can take paid parental leave during the duration
of your career at AECOM.
If I exhaust my parental leave benefits, may I
use Paid Time Off (PTO) to extend my time off
and/or supplement my pay during FMLA?
Yes, you may use your PTO to extend your time
off and/or supplement your pay during FMLA.

Is the two weeks of paid parental leave
intermittent or continuous?

The two weeks of paid parental leave may be
taken intermittently or continuously. It must be
taken in one-day increments.
Am I eligible for holiday pay while I am out on
paid parental leave?

No, you are not eligible for holiday pay while out
on paid parental leave.
How do I add my child to my benefits?

Contact the AECOM Benefits Service
Center at 844.779.9567, Monday to Friday
(8 a.m. - 8 p.m. Central Time) or log on to
myAECOMbenefits.com within 31 days
of the birth.

Does the paid parental leave run concurrent
with other statutory maternity and paternity
leaves?

What is the Flexible Work Arrangement
Policy?

If you live in a state that has a paid disability
program or paid family leave program, your
disability benefits and/or parental leave
benefits may be offset by any disability
payments or family leave benefit that you
would receive directly from the state or from
The Hartford on behalf of the state.

Who is eligible for a flexible work
arrangement?

Yes, the paid parental leave runs concurrently
with other statutory maternity and paternity
leaves such as the Family Medical Leave Act
(FMLA) and/or California Family Rights Act
(CFRA).

The Flexible Work Arrangement Policy allows
U.S. employees who return from pregnancy and
parental leave the option of reduced scheduled
hours, ranging from 20 – 39 regularly scheduled
hours, for a period of six months beginning the
first day returning to work. Those employees
that require a reduced schedule for more than
six months are required to have a discussion
with their manager and HR representative.

Regular full-time and regular part-time
employees who work at least 20 hours per week
are eligible for a flexible work arrangement.
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When do I request flexible work arrangements?
It is recommended that you request flexible work
arrangements with your manager as soon as you
are able, even before you take leave if possible.
The request for flexible work arrangements
must be made no later than 31 days from the
first day you return to work. For example, if you
are returning to work on July 1, your request for
flexible work arrangements must be made by
July 31.

How do I request a flexible work arrangement?
You may request a flexible work arrangement
by filling out the Flexible Work Arrangement
Request Form.

Is there a minimum employment term before
I can request a flexible work arrangement
option?

No, as with other employee benefits and perks,
employees are eligible for this policy upon hire.
Will my existing benefits change?

Benefits eligibility will not change for health,
group and retirement benefits, as long as you
maintain regular part-time status (20 – 29 hours
per week) or regular full-time status (30 – 40
hours per week). The table on page 13 outlines
health and group, retirement, PTO and paid
annual holiday eligibility based on scheduled
hours worked.
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What if business demands change?

A change in business demands may require you
to change or end your flexible work arrangement,
temporarily or long term. It’s important for you and
your manager to discuss the current/future work
demands as soon as known, to give you as much
time as possible to prepare for changes to your
flexible work arrangement.
When a flexible work arrangement needs to end,
you should also discuss this change with your
manager and HR representative to ensure all
procedural requirements are met.
Is there any guidance on what work hours are
appropriate and in line with expectations?

If an employee is considering working outside of
the normal office hours, generally Monday through
Friday 8:00 a.m. to 5:00 p.m., it is best practice
to advise your manager or speak with your HR
representative.
How are career development/expectations
managed with flexible work arrangements?

Opportunities to develop all employees —
including those on flexible working arrangements
— exist within AECOM. Opportunities will vary
based on an individual’s position, contributions and
aspirations. As with any situation, it is important
that you have frequent discussions about career
development and progression. Accessing flexible
working options should not impact access to
development, promotion or career discussions.

I returned to work from a pregnancy or parental
leave and would like to request a flexible work
arrangement or the ability to telecommute?
Telecommuting and flexible work schedules are
work alternatives that may be appropriate for
some employees and some jobs. The focus of the
arrangement must remain on job performance
and meeting business needs. All telecommuting
and flexible work schedule arrangements must
be documented and approved in advance by
management with review by Human Resources,
and may be discontinued at any time, with or
without notice, at AECOM’s sole discretion. For
more information regarding telecommuting and
flexible work arrangements, refer to the U.S.
Employee Handbook. If you are considering
telecommuting, please review the telecommuting
policy prior to your discussion with your manager.
How is a flexible work arrangement treated if I
am coming off or going onto a project?

While on a flexible work arrangement, you will be
subject to ongoing reviews before, during and after
a project commences.
When starting a project, talk to both your manager
and HR representative to discuss your current
circumstances as well as immediate and future
business needs, and then agree on the best work
arrangement going forward.
Can I submit expenses for my health care FSA
and/or dependent day care FSA while on leave?

You may submit expenses incurred up to your
date of leave. You have 90 days from the date
of leave to submit a claim for reimbursement
of those expenses.

Congratulations from
all of us at AECOM
Get ready for lots of laughter and noise, big
hugs and so many joys. We have created a
downloadable milestone poster to help you
remember those precious moments.
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