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FORM D
ACADEMIC STAFF PROBATION (continuing or convertible) 
CASE FOR CONFIRMATION OF EMPLOYMENT 
The GUIDE TO FORM D must be read before completing this form. It contains comprehensive information to assist with preparing a case for confirmation of employment
This Form is to be completed by:
the staff memberthe designated supervisorthe Dean (People & Resources) (where not the designated supervisor), andthe Authorising Officer (normally Vice-President & Executive Dean)
This form should be completed with reference to:
the Guide to Form Dthe Probation for Academic Staff - EA Clause 62the relevant Academic Profile, and the Position Description for the positionother documents as appropriate (e.g. work plans agreed with supervisor)the Academic Staff Performance Review policythe Mandatory Induction Programs for Academic Staff
Please note, at the conclusion of this process using Form D, probation confirmation should be actioned on Workday by the supervisor and staff will need to monitor their Workday inbox and notifications for the confirmation. 
Part I
TO BE COMPLETED BY STAFF MEMBER 
To complete this form electronically, simply use the “tab” key to move from cell to cell. Each text box will expand automatically to accommodate the text entered once you click into the following cell.
1.  TITLE AND FULL NAME 
2.  COLLEGE OR PORTFOLIO 
3.  CURRENT POSITION AND ACADEMIC LEVEL 
4.  DATE OF APPOINTMENT 
5.  PROBATION END DATE 
6.  TYPE OF APPOINTMENT  (i.e. continuing or convertible)
7.  APPOINTMENT FRACTION  (i.e. full-time or part-time, with fraction indicated)
8.  DATE(S) OF ACADEMIC PERFORMANCE REVIEW(S) (month/year)
9.  DESIGNATED SUPERVISOR’S NAME 
10.  QUALIFICATION BASE/OTHER REQUIREMENTS (Guide – Section 10)
Highest qualification(name of qualification, institution, year of conferral)
Relevant/equivalent experience (where applicable)
Current higher degree/postgraduate enrolment (where applicable)(name of qualification, institution, expected year of completion)
Other information relevant to meeting general and/or area-specific requirements(where applicable)
Other requirements specified in employment contract (where applicable)
11. PERFORMANCE IN TEACHING AND RELATED ACTIVITIES DURING PROBATION (Guide – Section 11)
11.1.  Teaching  (Guide – Section 11.1)
11.2.  Effectiveness of teaching  (Guide – Section 11.2)
11.3.  Summary of teaching philosophy  (Guide – Section 11.3)
11.4.  Other contributions to teaching  (Guide – Section 11.4)
12. PERFORMANCE IN RESEARCH AND/OR CREATIVE ACTIVITY DURING  PROBATION (Guide – Section 12)
12.1.  Research and/or creative activity  (Guide – Section 12.1)
12.2.  Publications - commentary on progress in achieving outcomes from research  and/or creative activities (as detailed in Curriculum Vitae)  (Guide – Section 12.2)
12.3.  Research plans for the future  (next one to two years) (Guide – Section 12.3)
12.4.  Other information about achievement of research-related objectives (where  applicable) (Guide – Section 12.4)
13. PERFORMANCE IN UNIVERSITY, PROFESSIONAL AND COMMUNITY SERVICE DURING PROBATION (Guide – Section 13)
13.1.  University Service(Guide – Section 13.1)
13.2.  Professional Service(Guide – Section 13.2)
13.3.  Community Service (Guide – Section 13.3)
14. MANDATORY ORIENTATION/INDUCTION TRAINING PROGRAMS  (Guide – Section 14)
Note that failure to either complete or be granted formal exemption from prescribed  training by the relevant officer will be grounds for extension of the probationary period 
14.1.  Flinders Foundation of University Teaching (FFOUT)
OR 
14.2.  Supervision of Research Higher Degree (RHD) students
OR 
OR 
14.3.  Coordination of Student Placements (WIL program)
OR 
OR 
14.4.  Additional comments  (if necessary) 
15. SPECIAL CIRCUMSTANCES  (where applicable)  (Guide – Section 15)
16. ATTACHMENTS  (Guide – Section 16)I confirm that the following documentation is attached, as applicable: 
STAFF MEMBER:  Please forward your completed Form (with attachments in PDF format)
to your designated supervisor by the agreed deadline for completion of Part II 
Part II
TO BE COMPLETED BY STAFF MEMBER’S DESIGNATED SUPERVISOR 
17.  QUALIFICATION BASE/OTHER REQUIREMENTS  (Guide – Section 17) With regard to the relevant Academic Profile, I confirm that the staff member: 
OR 
AND 
OR 
18.  With regard to the Academic Profile for Level        and the staff member’s Position  Description, and taking into account what may be expected, given their years of service: 
18.1.  Teaching and Related Activities  (Guide – Section 18.1)
OR 
18.2.  Research and/or Creative Activity (Guide – Section 18.2)
OR 
18.3.  University, Professional and Community Service (Guide – Section 18.3)
OR 
19.  MANDATORY ORIENTATION/INDUCTION TRAINING PROGRAMS  (Guide – Section 19)
Note that failure to either complete or be granted formal exemption from prescribed training by the relevant officer will be grounds for extension of the probationary period 
19.1  Flinders Foundation of University Teaching Program (FFOUT) 
OR 
OR 
19.2  Research Higher Degree (RHD) Supervision Program 
OR 
OR 
OR 
19.3  Coordination of Student Placements (WIL program)
OR 
OR 
OR 
20.  SUPPORT, RECOMMENDATION AND COMMENTS – DESIGNATED SUPERVISOR(Guide – Section 20)
20.1.  Supervisor Support/Special Circumstances (Guide – Section 20.1)
20.2.  Requirements for confirmation satisfied  (Guide – Section 20.2)I am satisfied that the requirements for confirmation of employment, as indicated in  Sections 17, 18, 19 and 20.1 above, have been met 
OR 
20.3.  Requirements for confirmation NOT satisfied – extension of probationary period  (Guide – Section 20.3)While the requirements for confirmation of employment have not been satisfied, I am of the opinion that they are capable of being satisfied within a further period (of up to a maximum of 12 months from the initial date of expiry of the probationary period) 
OR 
20.4.  Requirements for confirmation NOT satisfied - non-confirmation of  employment  (Guide – Section 20.4)
AND 
AND
having considered their response, if any: 
Comments: 
  Name
FOR DESIGNATED SUPERVISORS WHO ARE NOT THE DEAN (PEOPLE & RESOURCES) / PORTFOLIO DIRECTOR Please forward the completed form and attachments to the Dean (People & Resources) / PORTFOLIO DIRECTOR for completion of Part III
FOR DESIGNATED SUPERVISORS WHO ARE ALSO DEAN (PEOPLE & RESOURCES) / PORTFOLIO DIRECTOR
Please forward the completed form to the staff member for completion of Part IV.
DO NOT COMPLETE PART III 
Part III
AREAS WHERE THE DESIGNATED SUPERVISOR IS NOT THEDEAN (PEOPLE & RESOURCES) / PORTFOLIO DIRECTOR
21.  RECOMMENDATION AND COMMENTS - DEAN (PEOPLE & RESOURCES) / PORTFOLIO DIRECTOR (if not designated supervisor) (Guide – Section 21)
OR
Comments:  
DEAN (PEOPLE & RESOURCES) / PORTFOLIO DIRECTOR: Please forward this form to the staff member to complete Part IV
Part IV
TO BE COMPLETED BY STAFF MEMBER 
22.  FINAL COMMENTS - STAFF MEMBER  (Guide – Section 22)
STAFF MEMBER:
Please forward your completed Form D (with attachments as per Section 16, in PDF format) to your College Vice-President & Executive Dean (or for non-College staff - Deputy Vice-Chancellor [Students]) by the agreed deadline for completion of Part V 
Part V
TO BE COMPLETED BY AUTHORISING OFFICER 
23.  DETERMINATION AND COMMENTS - AUTHORISING OFFICER  (Guide – Section 23)
23.1.  Requirements for confirmation satisfied (Guide – Section 23.1)
OR 
23.2.  Requirements for confirmation NOT satisfied – extension of probationary  period (Guide – Section 23.2)While the requirements for confirmation of employment have not been satisfied, I am of the opinion that they are capable of being satisfied within a further period (of up to a maximum of 12 months from the initial date of expiry of the probationary period) 
OR 
23.3.  Requirements for confirmation NOT satisfied – non-confirmation of  employment (Guide – Section 23.3)
AND 
AND 
AUTHORISING OFFICER: Please forward the completed Form D and attachments to the relevant College P&C Advisor by no later than three (3) months before the staff member’s probationary period is due to end.
Supervisors should action probation confirmation on Workday.
1  UNDERGRADUATE TEACHING
Semester 1
Year: 
Year: 
Year: 
Topic No/Year Level
Topic Name 
No of students taught directly by staff member
Nature of contribution e.g. lectures, tutorials, lab classes, Topic Convenor/Course Coordinator
Was a SET administered?  YES or NO
Is a SET attached? YES or NO
If YES: for which segment/s e.g. Lectures/Tutorials/Workshops
1  UNDERGRADUATE TEACHING (cont'd)
Semester 2
Year: 
Year: 
Year: 
Topic No/Year Level
Topic Name 
No of students taught directly by staff member
Nature of contribution e.g. lectures, tutorials, lab classes, Topic Convenor/Course Coordinator
Was a SET administered?  YES or NO
Is a SET attached? YES or NO
If YES: for which segment/s e.g. Lectures/Tutorials/Workshops
2 POSTGRADUATE TEACHING
Semester 1
Year: 
Year: 
Year: 
Topic No/Year Level
Topic Name 
No of students taught directly by staff member
Nature of contribution e.g. lectures, tutorials, lab classes, Topic Convenor/Course Coordinator
Was a SET administered?  YES or NO
Is a SET attached? YES or NO
If YES: for which segment/s e.g. Lectures/Tutorials/Workshops
NB:   Participation by staff in the College of Medicine & Public Health in postgraduate vocational education programs should not be included in this summary but should be reported under Section 11
2 POSTGRADUATE TEACHING (cont'd)
Semester 2
Year: 
Year: 
Year: 
Topic No/Year Level
Topic Name 
No of students taught directly by staff member
Nature of contribution e.g. lectures, tutorials, lab classes, Topic Convenor/Course Coordinator
Was a SET administered?  YES or NO
Is a SET attached? YES or NO
If YES: for which segment/s e.g. Lectures/Tutorials/Workshops
NB: Participation by staff in the College of Medicine & Public Health in postgraduate vocational education programs should not be included in this summary but should be reported under Section 11
3 NON-SEMESTER/OTHER TEACHING
Undergraduate or Postgraduate
Year: 
Year: 
Year: 
For each topic/program, please specify (as appropriate):
Topic No/Year Level
Topic Name 
No of students taught directly by staff member
Nature of contribution e.g. lectures, tutorials, lab classes, Topic Convenor/Course Coordinator
Was a SET administered?  YES or NO
Is a SET attached? YES or NO
If YES: for which segment/s e.g. Lectures/Tutorials/Workshops
NB: Participation by staff in the College of Medicine & Public Health in postgraduate vocational education programs should not be included in this summary but should be reported under Section 11
4 HONOURS/POSTGRADUATE RESEARCH SUPERVISION
Semester 1
Year: 
Year: 
Year: 
Number of Honour students
Number of Postgraduate Research students
Semester 2
Year: 
Year: 
Year: 
Number of Honour students
Number of Postgraduate Research students
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