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Create Additional Duty

e |n SafeCare, select the relevant shift from the top of the page.
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e Select the shift you’d like to duplicate either from the Rostered Staff section or the Unfilled Duties section as required.

OD1-0 ON 1 Rostered Staff — Early

SFC Training Ward 2 INCLUDED IN SAFECARE CALCULATION Change
oD10 o i : Attend Name In charge Time adj Grade Bank / agency
SFC Training Ward 3 v Merry Brandybuck n Band 5RN >
oD1-0 N Samwise Gamgee b Band 6 RN >
Training Ward v Bilbo Baggins Band 3 HCSW >
®E22 ® SCN 1-0 )

eL22 o N7+ v Denethor Ecthelion Band 3 HCSW >
Training Ward 01

i UNFILLED DUTIES

@EQD

@L00 Reqwemem name Adjusted time Grade Fulfillment type Temp approved

Training Ward 02 RN nb RN >

NOTE: Be aware of Team and Grade Requirements of shifts used to create additional duties, as these requirements will apply to the new shift
(e.g. a shift created from an RN shift can only be assigned to another RN).
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¢ |If the duty selected is from the Rostered Staff section (i.e. has already been assigned to an employee), Select Create Additional
Duty from the Actions section at the top of page.

¢ Back Merry Brandybuck
ACTIONS
Unavailability Add
Redeploy Person >
Adjust Duty Assignment Time >

Create Additional Duty n >
Cancel Duty b >

¢ |If the duty selected is from the Unfilled Demand section (i.e. has NOT been assigned to an employee), Select Create Additional
Duty from the Actions section further down the page.

ACTIONS
Find Person >
Send to Bank >

Create Additional Duty

@

Cancel Duty

Adjust Times b}

Duty Note Add »
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e Select a Reason from the dropdown menu, then click Create.

¢ Back Create additional duty for Early

DUTY INFORMATION

Reason

n Low Annual Leave

e The duty will now appear in the Unfilled Demand sections with the Additional Duty icon visible.

®E1.52 ® SCN1-0
UNFILLED DUTIES

eL1.52 o N 2*1

Requirement name Adjusted time Grade Fulfillment type Temp approved
Training Ward 01

HCSW HCSW >
@EOQ-0
eLo0 RN 07:00- 17:30 RN >
Training Ward 02 RN 17:30-19:30 RN >

e The Duty can now be assigned to staff member or sent to Bank as necessary.



