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1 Introduction 
The purpose of this document is to provide detailed steps on how to complete the Ψ¢ŜŀŎƘƛƴƎ 

Unavailability’ eForm.  

For full-time and part-time staff, you will use this eForm to submit your teaching unavailability. Prior 

to starting the Teaching Unavailability eForm, you should have spoken with your supervisor(s).  

In this form you will: 

¶ select roles which this unavailability applies to 

¶ enter reasons for unavailability 

¶ mark unavailable time on the calendar table 

¶ upload documentation, if necessary 

To access the Teaching Unavailability eForm, log in to the eForms system at eforms.anu.edu.au. 

Search for the eForm labelled: ‘Teaching Unavailability’.  

If you're unsure what to put into the form, please contact your supervisor or local HR support team. 

For any technical difficulties with the form, please contact Student Business Systems (SBS). 

 

Important notes 

The eForm will be valid until midnight of the date specified as the deadline for academic submission, 

after which you should contact your local College/School Administration for any changes.  

For causal staff, the existing paper based unavailability form will be used.  

This form is only to submit weekly recurring teaching unavailability. Once-off (non-recurring) change 

requests (e.g. you are unavailable on 15 June from 10am-2pm) need to be submitted via Qualtrics 

Online Form 

http://eforms.anu.edu.au/
https://services.anu.edu.au/business-units/division-of-student-administration/student-business-systems
https://anu.au1.qualtrics.com/jfe/form/SV_cFR3JxTwKGjdIt7
https://anu.au1.qualtrics.com/jfe/form/SV_cFR3JxTwKGjdIt7
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2 Teaching Unavailability Workflow 
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3 Teaching Unavailability eForm 

 Introduction Page 

 Staff View Screenshots 
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 Staff Suggested Steps 

1 Take note of the eForm ID. You may be asked to quote this ID if you need support completing the eForm  

2 Read the information shown on the beginning of the eForm 

3 Click the checkbox if your supervisor(s) are aware of your unavailability. If not, please talk to your supervisor(s) first. They will be notified of your submitted 

teaching unavailability. They can decline or amend if required.  

4 Select the academic roles which your unavailability applies to.  Selecting at least one role is mandatory. 

5 Check your details in the Staff Details section. This displays your:  

a Name 

b University ID 

c School 

d College 

e Appointment type 

f Supervisor(s)  

6 Click the checkbox if your supervisor details are correct. If not, please contact your local HR representative for assistance. 

7 Click the Next button to go to the Unavailability page 

 

 Unavailability  

 Staff View Screenshots 
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 Staff Suggested Steps 

8 In order to mark the calendar, you must first choose a reason for your unavailability. 

a Select unavailable reasons. These will be colour coded when clicking a calendar timeslot.  

b Provide comments. This is optional. The comment defaults by the reason you selected. 

9 The following steps are taken to mark the unavailable timeslots in the calendar table: 

c If you do not teach any evening classes, you do NOT need to mark any of these hours as unavailable. 

d There is an Add/Delete radio button at the top right of the table. Add is the default option. 

e To mark the unavailable time(s), click corresponding boxes in the calendar table. 

f Alternatively, to mark a whole day as unavailable, click the corresponding day box along the top. Similarly, to mark the whole week of a particular timeslot 

as unavailable, click its corresponding time box down the side. You can also drag to select multiple timeslots. 

g You can enter multiple comments against each reason. You need to mark the timeslots for the first comment first, then enter a new comment and select 

the timeslots to which the second comment applies. 

h To delete a filled box, first click the Delete radio button, then click the timeslots you would like to delete.  You can also clear the whole table by clicking the 

Clear All button. These buttons are at the top right of the table.   

i Core available teaching hours are calculated at the bottom left of the table. Evening classes are not included in the calculation. 

10 If you need to upload supporting documentation, such as lab booking confirmation, click the Upload New button to upload your document. 

11 Click the checkbox to declare the information above is true and correct and you are complying with requirements regarding teaching hours in the ANU Timetabling 

policy and procedure. Please also be aware any personal information will be available to College Associate Deans of Educations, your supervisor(s) and saved to 

your personnel file on ERMS. 

12 Click the Submit button to submit the eForm. You can click the Summary button to download the output documents on the submitted page. This includes your 

submitted time slots in a table view. Your supervisor(s) will also be notified of your teaching unavailability.  

4 Next steps 
The submitted unavailability timeslots will be viewed by your supervisor(s), College ADE, School ADE, College/School Administrative staff, and Timetable team. However, 

only your supervisors and college ADE can view your reasons for unavailability and have the right to decline or revise your application. You will only be notified if the 

application is declined or revised.  

Before the eForm closes (date advertised on the web page), you can change your submitted teaching unavailability by submitting the Teaching Unavailability eForm again. 

You don’t need to fill a new eForm if your availability remains the same. Your supervisor(s) must be aware of your change before submitting the eForm again. They will also 

be notified of your change after submission. 

https://policies.anu.edu.au/ppl/document/ANUP_005008
https://policies.anu.edu.au/ppl/document/ANUP_005008
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 If you have missed the deadline to submit this eForm (advertised on the web page), you should speak to your ADE and they can submit a form on your behalf. After that 

date, please contact your local college admin and requests will have to be taken through the Dean via Timetabling’s traditional process. 

The teaching unavailability data will be automatically uploaded to timetable system about two weeks the eForm closes. This unavailability applies to both semester 1 and 

semester 2. In March you will be able to amend your teaching unavailability for semester 2. 

 

 


