)

Request Personal Leave workday.
Initiating Leave* Instructions
As an employee, you can request a Personal Leave of From the Home page:
Absence**, Jury Duty, and Bereavement leaves through 1. Click on View All Apps
Workday.

88 View All Apps

You will be required to attach relevant documentation for a Jury
Duty Leave or Personal Leave of Absence to help the HR 2. Click on the Time Off and Leave application
Operations Team process your Leave Request.

. m‘ Time Off and Leave
e Jury Duty Leave: Please attach your jury duty summons

documentation. )
3. Click Request Leave of Absence
e Personal Leave of Absence: Please attach your Personal

Leave of Absence Request Form found via the PBS site

Reguest Leave of Absence

All other leave of absence requests such as Care Partner, Family
and Medical Leave (FMLA), Military, Parental & Adoption, Short-
Term Disability (STD), Long-Term Disability (LTD), and Witness

and Victims of Crime are to be initiated by filing directly with 4. Enter the First Day of Absence, Estimated Last Day of
Otsuka’s Leave & Disability Administrator. Absence, and Absence Type

Should you need to update your requested Personal Leave of
Absence, Jury Duty, and Bereavement leaves for any reason,
. . For Jury Duty
SUCh as extend|ng t|me away’ please reach out to the HR Please attach your jury duty summons to your Jury Duty Leave of Absence request prior to submission.
For Personal Leave of Absence

Operations Team for support. For all other leaves of absence, Forelys s e e o cton e vy i Pl o Fom b,
please contact Otsuka’s Leave & Disability Administrator.

Request Leave of Absence

*For more information on Leaves of Absence, please refer to the
Otsuka Employee Handbook.

Last Day of Work ‘ MM/DD/YYYY [ |

First Day of Absence *‘ MM/DD/YYYY [ |

** Employees who are full-time and have completed one year of Cotimated Lot Doy of Absnce | WH/0D/Y¥1Y 5 |
employment are eligible for a Personal Leave of Absence. e

OlSuke 1


https://oneotsuka.sharepoint.com/sites/PBS/TotalRewards/Personal%20Leave%20of%20Absence%20Form.pdf
https://oneotsuka.sharepoint.com/sites/PBS/TotalRewards/Personal%20Leave%20of%20Absence%20Form.pdf
https://oneotsuka.sharepoint.com/sites/PBS/SitePages/Family-Leave-and-Support.aspx
https://otsukaus.service-now.com/ava
https://otsukaus.service-now.com/ava
https://oneotsuka.sharepoint.com/sites/PBS/SitePages/Family-Leave-and-Support.aspx
https://otsuka-us.read.inkling.com/a/b/8a2d6420139f45a79e4401f421e2bf42/p/c17c71c7bef046c298e415a708785da1
https://oneotsuka.sharepoint.com/sites/PBS/TotalRewards/Personal%20Leave%20of%20Absence%20Form.pdf

& OAPI Leaves

) Jury Duty Leave

() Personal Leave of Absence

5. Review information and press Submit

Up Next:

If requesting a Personal Leave of Absence - your leave will be reviewed
and routed to your Manager, VP/Department Head, HRBP, and HR
Operations Team for a determination. If approved or denied, you will
receive a notification in Workday. If your request is sent back, then further
action is required by you prior to resubmitting for review.

If requesting a Jury Duty or Bereavement Leave - your leave will be
reviewed and routed to the HR Operations Team for a determination. If
approved or denied, you will receive a notification in Workday. If your
request is sent back, then further action is required by you prior to
resubmitting for review.

workday.
Returning from Leave

When your Personal Leave of Absence, Jury Duty, or
Bereavement leave has completed, the HR Operations Team will
contact you and your Manager to confirm your expected return
to work date and verify that you have returned to work. Once
confirmed, the HR Operations Team will process your Return to
Work in Workday. For all other leaves, please contact Otsuka'’s
Leave & Disability Administrator to confirm your expected
return to work date and verify that you have returned to work.

If you are out on a leave of absence for your own serious
medical condition (i.e. Short-Term Disability (STD) or Long-Term
Disability (LTD) leave), you will be required to submit a doctor’s
note and/or Release to Return to Work form from your treating
healthcare provider to the HR Operations Team. Failure to
provide required documentation will result in you remaining in
an 'On Leave’ status in Workday and may prevent you from
accessing necessary Otsuka systems.



https://oneotsuka.sharepoint.com/sites/PBS/SitePages/Family-Leave-and-Support.aspx
https://oneotsuka.sharepoint.com/sites/PBS/SitePages/Family-Leave-and-Support.aspx
https://oneotsuka.sharepoint.com/sites/PBS/SitePages/Family-Leave-and-Support.aspx
https://otsukaus.service-now.com/ava

