
 

Create Additional Duty 
 

 

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

   
 
 

• Select the shift you’d like to duplicate either from the Rostered Staff section or the Unfilled Duties section as required. 
 

 
 

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). 



 

• 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. 

 
 

 
 
 

• 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. 

 
 

 
 



 

• Select a Reason from the dropdown menu, then click Create. 
 
 

  
 
 
 

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

 

 
 
 
 

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


