
 

Attendance Monitoring & Adding Unavailabilities 
 

 

 

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

   
 
 
 

• Scroll down to the Rostered Staff section and click Change over the right-hand side. 
 
 

 
 
 



 

• Click on the ✓ icon to mark staff as attended, or the ? icon to mark them as not in attendance. 
 

 
 

• Click on the  icon to identify a member of staff as In Charge for that shift. This is something that should be built into the 
demand template or managed through the roster in Optima, but can also be applied on an ad hoc basis using this process in 
SafeCare when required. 

 

 
 
 

• Then click Save. 



 

• Absent staff will now appear in a separate list further down the page. Click on them here to add an Unavailability (e.g. Sick 
Leave, Special Leave etc). 

 

 
 

• Select Unavailability from the top of the page. 
 

 
 



 

• Select the relevant absence type and reason from the menus. 
 

 
 

• Adjust the absence dates / times if required (this will only be relevant for part-day absences or absences that will cover multiple 
days). 

 
 

 
 
 



 

• If you want to send the shift to Bank, change this option to Yes and complete the fields using the dropdown menu. Then click 
Create. 

 

NOTE: The Send to Bank option will not be available for all staff. If you cannot see this option, follow normal local processes for 
requesting Bank resource. You will also be able to send this duty to Bank outside of this process, it does not need to be done at this 
point. 

 

 
 

• The unfilled duty will now appear in the Unfilled Duties section of the page (this can also be sent to Bank from here if required). 

• The unavailability will appear in the relevant tab of the Unavailability section at the bottom of the page. 
 

 


