
 

Adjust Duty Times 
 

 

• In SafeCare, select the relevant shift from the top of the page. 
 

   
 

• Select the relevant shift either from the Rostered Staff section or the Unfilled Duties section as required. 
 

 



 

• If the duty selected is from the Rostered Staff section (i.e. has already been assigned to an employee), Select Adjust Duty 
Assignment Time. 

 
 

 
 
 

 

• If the duty selected is from the Unfilled Demand section (i.e. has NOT been assigned to an employee), Select Adjust Times 
from the Actions section further down the page. 

 
 

 



 

• Enter the amended times into the required fields. 
 

 
 
 

• If the shift is to be split, so the remaining hours can be reassigned or sent to Bank, select Yes from the drop-down menu in the 
Split Demand field. 

 

 
 
 

NOTE: The Split Demand option will only be available for shifts which have already been assigned to an employee. 



 

• Click Send to complete the action. 
 

 
 

 

• The adjusted times will now appear next to the shift and if the demand was split, the new shift will appear in the Unfilled Demand 
section with the adjusted times visible. 

 

 

 


