
U46 Self-Certification App AESOP Absence Management System
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Employee (EE) performs 
the online U-46 

self-certification process

Result
Check Mark

Reports to 
works per usual

Exclamation Mark  (!)

EE and administrator  
review self-certification 
responses together to 
determine next steps

EE and 
Administrator make 

contact with one 
another 

Self-Cert App notifies 
EE supervisor

Confirm responses 
to Self-Certification 

Application.

Conversation to 
verify and clarify 

responses to 
Self-Certification 

Application.

Does conversation 
result in EE being 
cleared to report to 

worksite?

Yes

NO

EE does NOT 
report to 
worksite

Administrator completes 
COVID exposure report

Contract Tracing Protocols 
Begin

Is a supervisor needed to cover 
any part of the EE's work day? No

Administrator and EE may agree 
to allow EE to work remotely: 

Expectations are established and 
jointly understood.

Yes

Site arranges 
in-person coverage.

Yes

Teacher 
works 

remotely.

It is agreed 
circumstances allow 

the EE to perform their 
duties.

EE enters absence

No

Yes

Sub requested as 
needed

AgreementNo Agreement

Questions and 
responses by EE

EE LOGIN

SUBMIT

No further 
actions needed.

No further 
actions needed.

EE does not 
work

No further 
actions needed.

ETA Self-Certify App Absence 
Management Process Diagram

EE should wait for guidance 
from contact tracer before 

taking any actions
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Benefit Day Identification

Employee Sick Day allotment is 
debited, if none available, please 

contact Human Resources

Was employee directed to stay home 
due to COVID - self, exposure, 

quarantine?

COVID exposure report 
will be matched with 

absence record 

Yes

'COVID' day allotment will be debited for 
the day and the sick day allotment will be 

credited for the day

No

No further actions. Remains 
coded as Sick Day.

Under FFCRA each employee has access to a grand total 
of 10 'COVID' days. 

These days are available for use from April 1, 2020 
through March 31, 2021.

MUNIS: Sick Day Utilization and Tracking

Was order to quarantine due to a 
possible or confirmed exposure while at 

work?
Yes No

Employee remains home with no loss of pay, no 
use of personal benefit days, no use of 'COVID' 

days until cleared to return to worksite by Human 
Resources.

Does the employee have any 'COVID' days 
remaining from their 10 day allotment?

Yes

No
Day will remain logged as a sick day, 
if none available, please call Human 

Resources.
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