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All sickness or other absence relating to Covid-19 must be entered on ‘MyView’.  Please notify 

the absence as soon as possible following contact with your employee.  

Which Absence Category? 
You will need to determine whether the absence should be recorded as Sickness or Other 

Absence:  

Sickness   to be used only if the employee is ill and not fit to work. 

Other Absence Only to be used in care scenario, close contact, patient facing staff 

How to find the correct ‘MyView’ Absence Code?  
We have created a table (COVID 19 Absence Codes) to capture all available absence codes you 

need to notify your employee’s absence. Please select the relevant absence code from this 

table.  

How do I do this? 
Firstly, your employee absence will fit in to one of the 2 main areas listed below and on the 

table: 

• Sickness 

• Key Worker Self-isolation  
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What does the absence reason mean? 

Sickness Employee is ill and not fit to work 

Key Worker self-
isolation 
 

For Employees who work with vulnerable people, intimate personal care 
scenarios and have had a POSITIVE test result for COVID-19 infection.   

 

Secondly, each of the 2 main absence reasons above have been further divided in order to 

provide more specific information. You now need to select from the options available in the 

table, the code relevant to your employee.  

Not sure what the ‘MyView’ code means? 
We have provided additional information in the ‘Code Description’ and ‘Additional Explanation' 

column of the table to help you decide if this is the correct code for your employee and for you 

to use.  

  

My View Code Code Description Additional Explanation 

COVID diagnosed   
not fit to work 

Coronavirus diagnosed - not 
fit to work  

Where an employee does have 
symptoms and these have been 
diagnosed via a positive test, is not fit 
to work. 

 
Ready to Go!  

You now have the correct absence code and can record the absence in ‘MyView’. 

Notify a Covid-19 Absence 
You will need to follow one of the two processes below: 
 

• To notify a ‘Sickness Absence’ 

• To notify a ‘Other Absence’  
 

To notify a ‘Sickness Absence’: 
For info: Sickness absence related to Covid-19 is not to be counted for the purposes of sickness 
absence triggers or sickness management policies. 
 

Select required team member on the My People tab – Team Selector screen 
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Once you have selected the relevant Employee, you need to select Sickness Notifications: 

 
Then click Notify Sickness: 
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The Sickness Notification Screen will appear, and you will need to select the following 
information: 
 

Type Sickness  

Sickness Reason Infectious/skin/blood and auto-immune disorders 

Sickness Category COVID diagnosed not fit to work 

Certification Type COVID – no certification required 

Duration Select the relevant length of absence: 
Single Day or more than one day 

From Date Select the start date of sickness absence from the calendar 

To Date Select the end date of sickness absence from the calendar. 
Please do not leave the sickness absence open ended (i.e. end date 
blank). If you do not know when the employee will be returning to 
work, please input duration of 1 week absence. You can then review 
the absence on a weekly basis.  

 

Your screen will look like this: 

 
Once you have input all required information, please Submit the sickness absence. 
 
Important - You must submit the absence for the absence to be processed and recorded in 
the Core HR/Payroll System, and to ensure the employee’s pay is calculated correctly. 
 

Need to correct a sickness absence? 
There will be instances, where you need to make an amendment to the sickness absence 
details you have submitted, for example, an incorrect end date. For these instances, please 
email the HR Absence Team: HRAbsenceTeam@carmarthenshire.gov.uk 
  

mailto:HRAbsenceTeam@carmarthenshire.gov.uk
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To notify ‘Other Absence for Key workers 
Select required team member in My People tab – Team Selector screen. 

 
Once you have selected the Employee, you need to click on Leave and then Other Absence: 

  
On the Other Absence screen, you will need to scroll down using the right-hand side scroll bar 
to the bottom of the screen, and Click on Create in the bottom right-hand corner: 
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In the Other Absence request screen please provide the following information: 

Type Select Absence 

Start Date Select the start date of other absence from the calendar 

End Date Select the end date of other absence from the calendar 

 
Once all required information is provided, click on the                   button in the bottom right-
hand corner of your screen to proceed.  
In the Other Absence detail screen you need to provide the following information as all other 
field are already populated for you (if it is for a full days absence): 

Absence Type Select Paid 

Reason Select the COVID absence reason relevant to your Employee  

Additional 
Details 

Leave blank unless you would like to provide additional information 
regarding the absence which you and the employee can refer to in the future 

 
Your screen will look like this: 

 
 
Once all information is input, please Submit the absence. 
 
Important - You must submit the absence for the absence to be processed and recorded in the 
Core HR/Payroll System.  
 

Need to correct a ‘Other Absence’? 
There will be instances, where you will need to make an amendment to the other absence 
details you have submitted, for example, an incorrect end date or the employee wishes to book 
an Annual Leave within the self-shielding period.  For these instances, please email the HR 
Absence Team: HRAbsenceTeam@carmarthenshire.gov.uk

Next 
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Self-Isolation Non-homeworking 

000194 
COVID diagnosed fit to work 
NHW Other Absence 

Non-
homeworking Coronavirus diagnosed   

where an employee has been diagnosed but is fit 
to work but unable to work from home – Care 
scenarios (close contact, patient facing) 

 

 
Key Worker Self-Isolation 

000200 

 
COVID negative KW 
fit2work HW  Other Absence Homeworking 

Coronavirus negative test key 
worker   

For use when an employee who works with 
vulnerable people has had a NEGATIVE test result 
for COVID-19 infection and is fit to work  

000201 

 
COVID negative KW   
fit2work NHW  Other Absence 

Non-
homeworking 

Coronavirus negative test key 
worker   

For use when an employee who works with 
vulnerable people has had a NEGATIVE test result 
for COVID-19 infection and is fit to work.   

  

COVID-19 Sickness Absence Codes 

ResourceLink 
WebView 

Code 
MyView Code Absence Type 

Homeworking/
Non-

homeworking 
Code Description Additional Explanation 

Sickness 

27029 
COVID diagnosed not fit to 
work 

Sickness 
Infectious/skin/
blood and auto-
immune 
disorders   

Coronavirus diagnosed - not fit to 
work 

where an employee does have symptoms and 
these have been diagnosed via a positive test, is 
not fit to work. 

COVID-19 Other Absence Codes 

ResourceLink 
WebView 
Code 

MyView Code Absence Type 
Homeworking/
Non-
homeworking 

Code Description Additional Explanation 

Self-Isolation Homeworking                                                                          COVID-19 Other Absence Codes 

000192 
COVID diagnosed fit to 
homework Other Absence Homeworking Coronavirus diagnosed   

Only to be used in care scenarios (close contact, 
patient facing) 
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COVID-19 Other Absence Codes 

ResourceLink 
WebView 

Code 
MyView Code Absence Type 

Homeworking/
Non-

homeworking 
Code Description Additional Explanation 

Pre-operative Self Isolation 

000208 
COVID pre-operative - 
homeworking Other Absence Homeworking 

Coronavirus pre-operative self-
isolation 

For use when an employee who is awaiting 
surgery, has been booked in for the 
operation/procedure and is fit to work. 

000209 COVID pre-operative - NHW Other Absence  
Non- 
homeworking 

Coronavirus pre-operative self-
isolation 

For use when an employee who is awaiting 
surgery, has been booked in for the 
operation/procedure and is fit to work. 

 
Key Worker Self-Isolation 

000200 

 
COVID negative KW fit2work 
HW  Other Absence Homeworking 

Coronavirus negative test key 
worker   

For use when an employee who works with 
vulnerable people has had a NEGATIVE test result 
for COVID-19 infection and is fit to work.   

000201 

 
COVID negative KW fit2work 
NHW  Other Absence 

Non-
homeworking 

Coronavirus negative test key 
worker   

For use when an employee who works with 
vulnerable people has had a NEGATIVE test result 
for COVID-19 infection and is fit to work.   

     
 
 
 
 
 
 
 
 
 


