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MRef-04 - Manager Reference Sheet – Approving “Unplanned” Student Shifts. 
 

Steps Action What it looks like 

1. 

On the sidebar of your Manager 
Dashboard, a Completed shifts needing 
approval link will show if there are any 
shifts that students have reported that 
need approving. 
 
Clicking it takes you to the Completed 
Shift Requests page. 

 
 

2. 

In the Completed Shift Requests screen, 
make sure a tick is in the tick box of each 
shift you wish to make an approval 
decision on, and then review the shift’s 
details. 

 
 
 

 

3. 

Once reviewed, choose either Approve 
or Decline for each shift, and then click 
the Submit button. 

 

 

 

4. 

Approved shifts will then appear on your 
Manager Dashboard in the area they 
were worked. 

 
 


