
 
 

 

Employee Checklist: Birth of a Child 
Congratulations on your growing family! Use this checklist to prepare for your leave, 

manage your benefits, and plan for a smooth return to work. 

Before Your Leave Begins 

☐ Apply for FMLA 

Complete your leave request at least 60 days before your expected leave using this link: 

VU Leave Request Portal. Submit a separate request for pregnancy complications, if 

applicable. 

☐ Define Your Pay While on Leave 

Please use this link to download the Parental Leave Calendar to understand how Paid 

Parental Leave, PTO, Legacy Sick and Short-Term Disability work together. 

☐ Enter your FMLA Hours Correctly to Track Usage 

Enter FMLA time in Kronos (hourly) or Oracle (exempt) for each missed workday. 

Exception: FMLA is not tracked during winter break. 

☐ Enter Pay Type 

Record both your FMLA absence and the applicable pay code while on leave. 

Acceptable pay codes:  

• Parental Leave 

• PTO 

• Legacy Sick 

Enter Unpaid Time Off for days you receive short-term disability. 

☐ Apply for Short-Term Disability 

Apply approximately 14 days before your leave begins through New York Life. 

• Phone: 1-888-842-4462 

• Online: myNYLBGS.com 

• Register NYL Account: My Account | New York Life Group Benefit Solutions 

• Digital Leave Planning Tool: NYL myLeaveGuide Pro 

☐ Set Out-of-Office Message 

Set your out-of-office message, when applicable, and coordinate your work transition 

plans with your leader. 

https://live.origamirisk.com/Origami/IncidentEntry/Direct?token=dSt%2B61gdf%2BKjIiPGn0HfWJywyeVLN1HlakMCxJy8e6dUnDEwxVG8fUE0e274Qc4bmW80p0%2Bc54YeiJx8yzAAEcNhRIss5xv5gADdSASn0DTPmJeKxX%2F94%2FBG8PR8ZnhF
https://cdn.vanderbilt.edu/vu-sub/wp-content/uploads/sites/297/2025/12/24122304/Parental-Leave-Calendar.xlsx
https://www.mynylgbs.com/auth/employee-benefits/login
https://www.mynylgbs.com/auth/employee-benefits/login
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fnylgbs.penguin-benefits.com%2Faccess%2Fmyleaveguide%3Faccesscode%3DVU100150&data=05%7C02%7Cshelia.holt%40vanderbilt.edu%7C4981aa1e78ff49de185408dec0d30f04%7Cba5a7f39e3be4ab3b45067fa80faecad%7C0%7C0%7C639160210063964596%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=bEVMJuyBn%2BOtjoeyZ1ghn1sQ9XKEMKrwZKj2l9dfUdU%3D&reserved=0


 
 

 

 

After Your Baby Arrives 

☐ Notify Department & New York Life 

Report the actual birth date and coordinate benefit updates. Paid Parental Leave can be 

used from your baby’s birth up to 4 months after birth. 

☐ Update Benefits through Life Event 

Add your baby to your benefits within 30 days of birth. If you do not enroll within 30 days, 

you will have to wait until the next open enrollment period. 

☐ Pay Benefit Premiums 

You are required to pay your portion of your benefit premiums while on leave.  You will 

automatically be enrolled in billing services with Empyrean while on unpaid leave. Direct 

questions about paying benefits while on unpaid leave to 

openenrollment@vanderbilt.edu. 

Preparing to Return 

☐ Notify Your Leader 

Notify your leader at least two days before returning to work and submit any required 

return-to-work documentation. 

mailto:openenrollment@vanderbilt.edu
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