
 

Finalise Duties and Unavailabilities 
 

 

Not all staff will have access to Finalise duties and unavailabilities through SafeCare. If this is the case, then this action must be 

passed over to the relevant responsible person with Finalisation access to the system. 
 

 

Finalise Duties 
 

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

   
 
 
• To finalise Duties, navigate down to the Rostered Staff section and select Change on the right-hand side. 

 

 



 

• There will be two circles at the bottom of the Rostered Staff section, one filled and one blank. Click on the right-hand circle to 

view the Finalised column on the far-right of the page. 

 

 
 
 

• Click on the padlock icon at the end of the row for each staff member to finalise that duty. 

 

 
 

• Then click Save. 



 

 

• A counter fraud statement will appear, click on the blue X in the top-right corner.  
 
 

 
 
 
 

• The X will change into a tick with a green indicator and the Finalise button will turn blue, indicating that you are now able to 
complete the Finalisation process. 

 
 



 

Finalise Unavailabilities 
 
 

• To finalise Unavailabilities, navigate down to the Unavailability section, select the relevant unavailability option, then click Change 

on the right-hand side. 

 
 

 
 
 

• Just as with the duties, a padlock icon will appear. Click on the icon, then click Save. 

 
 

 
 
 

• If there are multiple different types of unavailability (e.g. Sick Leave and Annual Leave), you can click on each and mark for 

finalisation before saving. 

 


