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	Process Owner
	Primary Responsibility – Vice President of Corporate Responsibility
Functional Responsibility – Director of EEO and Diversity


	Authorization of Currency and Accuracy
	This procedure is authorized by the Process Owner on 23 April 2012 for a period of three years from this date.  At the end of this period, this procedure must be reauthorized by the Process Owner in accordance with CO No. A101, Northrop Grumman Command Media System.  Revisions published in the interim may not necessarily satisfy this requirement.


	Purpose
	This document sets forth guidance for the formation of employee resource groups and the roles and responsibilities of management, executive sponsors, and Human Resource advisors.


	Attachments
	The following attachment is incorporated into and part of this procedure:

 SYMBOL 183 \f "Symbol" \s 10 \h 
CO No. H114A, Chairman’s Recognition Award For Outstanding Employee Resource Group Performance


	Definitions
	This section defines acronyms and/or terminology used in this procedure.


	Acronym or Term
	Definition

	ERG
	Employee Resource Group.  An industry best practice and a key part of the Northrop Grumman’s diversity and inclusion strategy and framework.  These employee groups are formed around common communities of interest in support of business objectives.  ERGs facilitate networking, professional, and personal development, recruiting, information sharing, and community outreach.

	ERG leadership team
	Current chairs/presidents of sector ERGs.


Continued on next page

	Definitions (continued)


	Acronym or Term
	Definition

	ERG publications
	Printed or electronic newsletters.

	HR
	Human Resources

	SMART
	Specific, Measurable, Attainable, Reasonable, and Timely objectives.


	General
	ERGs add value by:

 SYMBOL 183 \f "Symbol" \s 10 \h 
Driving the company’s vision, mission, values, and strategic direction.

 SYMBOL 183 \f "Symbol" \s 10 \h 
Supporting new business opportunities and building a strong link to the local communities.
 SYMBOL 183 \f "Symbol" \s 10 \h 
Strengthening communications and connections between and among employees and within the company.
 SYMBOL 183 \f "Symbol" \s 10 \h 
Supporting leadership and professional development programs for its members.
 SYMBOL 183 \f "Symbol" \s 10 \h 
Providing education and awareness for ERG participants and other employees.
 SYMBOL 183 \f "Symbol" \s 10 \h 
Assisting the company in its recruitment, on-boarding, and retention efforts.

Annual budgets are determined at the sector or corporate level as appropriate to carry out the approved ERG plans.
The company does not allow networks that:
 SYMBOL 183 \f "Symbol" \s 10 \h 
Have a purpose of opposing other networks.
 SYMBOL 183 \f "Symbol" \s 10 \h 
Promote division of employees or are exclusionary.
 SYMBOL 183 \f "Symbol" \s 10 \h 
Promote or advocate social, religious, and/or political views.
The company reserves the right to deny or revoke recognition where the actions of the networks are incompatible with the company’s best interests.


Continued on next page

	ERG Communica-tions and Publications
	Companywide ERGs must obtain approval in advance from both the EEO and Diversity and Communications departments prior to the publication or distribution of any ERG publications or e-newsletters.  Regional or sector-level ERG publications must be reviewed in advance with the ERGs designated HR adviser.  All ERG communications must be in accordance with CP No. A6, External Communications, and CO No. A102, Companywide Announcements.
ERGs must obtain permission to use the company name or logo in any external activities.  See CO No. A502, Use of Company Name, for more information.


	ERG Solicitation
	ERGs may not solicit money from ERG members or employees for any purpose, including for making a contribution on behalf of the ERG to assist community-based organizations.  Any desired contributions to community-based organizations should be proposed to and made via the cognizant Community Relations department.  See CO No. A401, Contributions, for more information.


	ERGs and Dispute Resolution
	ERGs are not the mechanism for the advancement or resolution of individual complaints and/or grievances.  All such matters must be referred to the appropriate HR function in accordance with CO No. H103, Dispute Resolution Process.


	ERG Meetings
	ERG meetings may only take place during lunch or after business hours and employees participating in ERGs must do so during non-working time.  Any exceptions to this requirement must have a compelling business reason and must be coordinated through the HR adviser and the participating employees' supervisors.  Additionally, any approved ERG activities during working time must be properly charged, and in that event appropriate time charging information will be given to the ERG members by their supervisor or the designated HR adviser.


	ERGs and Access to Proprietary Data
	* ERGs may not request or access company private/proprietary personnel data, in accordance with CO No. J103, Protection of Company Information, and CO No. H403, Privacy of Employee Information.


Continued on next page

	Roles and Responsibilities
	The table below identifies the stakeholders and their responsibilities.


	Key Role / Position Title
	Responsibility

	ERGs
	Inform cognizant company element EEO and Diversity of group mission, vision, planned events, and budget request.

As appropriate, publicize all ERG-sponsored events through approved communications channels.  State in all such communications that events are open to all employees.

Align ERG communications in accordance with the
ERG Communications and Publications section of this procedure.

Coordinate and obtain approval for the use of any communications vehicles, i.e., email lists, use of the intranet, conference calls, and teleconferencing.

Conduct meetings that do not interfere with regular business hours.
Develop an ERG succession plan to ensure efficient leadership transition.

	Sector Vice President of Human Resources or Sector Director of Diversity and Inclusion
	Nominate an Executive Sponsor for each ERG 

Appoint HR advisors to provide guidance to each ERG.

Note: Executive sponsors and HR advisers may not serve in such capacity for more than two years.

	Executive Sponsor
	Provide operating direction and clarification of company goals and objectives, policies and strategic business processes.

Build senior management support and visibility by ensuring senior management is informed of ERG activities.


Continued on next page

	Roles and Responsibilities (continued)


	Key Role / Position Title
	Responsibility

	Executive Sponsor (cont.)
	Actively participate in ERG activities with the HR advisor and provide recommendations, as appropriate.

Ensure that ERG objectives are communicated to all internal key stakeholders.

Provide guidance to ERGs on requests for appropriate information about company programs, events, etc.
Note: Such requests may not seek company proprietary information such as diversity representation and other HR employment-related reports.
Support company diversity and inclusion objectives.

	HR Advisor
	Support ERGs through group formation, policy interpretation, and resource acquisition.

Review all strategy documents prior to submittal and all all communications prior to publication.

Provide linkages to company vision, goals, objectives, inclusive behaviors, and strategic direction.

Ensure the ERG remains within charter parameters and ERG guidelines.

Provide diversity and facilitation training to ERG chairs.

	ERG Leadership Team
	Advance the company’s diversity and inclusion vision and mission.

Provide recommendations to the cognizant company element EEO and Diversity department, as appropriate.

Drive intercultural understanding among ERGs and employees.


Continued on next page

	Roles and Responsibilities (continued)


	Key Role / Position Title
	Responsibility

	ERG Leadership Team (cont.)
	Support talent acquisition and management strategies through the appropriate HR function.

Serve as ambassadors on behalf of the company at various venues.

	ERG Chairperson/President
	Be regarded by management as a credible leader and professional.
Exemplify diversity and inclusion competencies and behaviors and demonstrate a willingness to learn and develop.
As appropriate and available, complete diversity and inclusion training within the first year as Chairperson.

Participate in the ERG Leadership Team.
As appropriate and available, complete skills training to conduct effective meetings within the first year as Chairperson.

	All Management
	Support ERGs as a legitimate business activity.


	Process Details
	The table below sets forth the process to form and administer an ERG.


	Step No.
	Responsible Function / Position
	Action / Activity

	1
	Group of six to ten current, active employees
	Convene first steering committee meeting and:

 SYMBOL 183 \f "Symbol" \s 10 \h 
Discuss group expectations.

 SYMBOL 183 \f "Symbol" \s 10 \h 
Review ERG guidelines.

 SYMBOL 183 \f "Symbol" \s 10 \h 
Discuss group vision, mission and near term activities.

	1A
	Group of six to ten current, active employees
	Convene as many steering committee meetings as needed to complete the following:

 SYMBOL 183 \f "Symbol" \s 10 \h 
Draft ERG charter containing vision and mission.

 SYMBOL 183 \f "Symbol" \s 10 \h 
Identify founding officers.

 SYMBOL 183 \f "Symbol" \s 10 \h 
Identify sub-committees, as appropriate.

 SYMBOL 183 \f "Symbol" \s 10 \h 
Identify near-term objectives/activities with budget needs.
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	Process Details (continued)


	Step No.
	Responsible Function / Position
	Action / Activity

	1A
	Group of six to ten current, active employees (cont.)
	 SYMBOL 183 \f "Symbol" \s 10 \h 
Ensure SMART objectives.
 SYMBOL 183 \f "Symbol" \s 10 \h 
Complete training on diversity awareness and running effective meetings within the ERGs first year of operation, as appropriate and available.

	2
	Founding Officers
	Meet with sector Diversity Council, Director of Diversity and Inclusion, or HR representative, as appropriate, to perform the following:
 SYMBOL 183 \f "Symbol" \s 10 \h 
Review proposed charter, goals/objectives, and budget request.
 SYMBOL 183 \f "Symbol" \s 10 \h 
Request the following:

 SYMBOL 183 \f "Symbol" \s 10 \h 
approval to activate ERG
 SYMBOL 183 \f "Symbol" \s 10 \h 
an Executive Sponsor and HR adviser

	3
	Founding Officers
	Announce the formation of the ERG with eligible membership through internal communications in conjunction with HR.

	4
	Founding Officers
	Convene inaugural meeting.

Present ERG officers, Executive Sponsor, and HR adviser.

Present charter and plan.

As appropriate, seek volunteers to staff committees.


	Tools
	None.


	Metrics 
	 SYMBOL 183 \f "Symbol" \s 10 \h 
Accomplishment of goals

 SYMBOL 183 \f "Symbol" \s 10 \h 
Number of members per ERG

 SYMBOL 183 \f "Symbol" \s 10 \h 
Support of key sector goals related to recruiting 

 SYMBOL 183 \f "Symbol" \s 10 \h 
Development and community outreach


	Process Owner Reviews
	The corporate Director of Diversity and EEO conducts periodic reviews through sector reporting to include adherence of procedures, training provided to ERGs, and an annual plan of actions with results.
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	References
	Policies

CP No. A6, External Communications
Procedures

CO No. A101, Northrop Grumman Command Media System

CO No. A102, Companywide Announcements
CO No. A401, Contributions

CO No. A502, Use of Company Name
CO No. H103, Dispute Resolution Process
CO No. H403, Privacy of Employee Information
CO No. J103, Protection of Company Information
Topical Manuals

None
Work Instructions

None
Forms/Checklists

None
Other

None


	Feedback
	Have feedback or suggested change regarding this procedure or a form?  Click here.
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