How to complete your Area SEF
A step-by-step guide

Introduction

· The SEF should not exceed FOUR SIDES of A4 AT MOST.

· The model we are following is essentially the same framework as I issued earlier this term and the questions I suggested are still relevant.

· Place your concept of the SEF in the continuum of departmental documents:

Handbook      →      SEF      →      Development Plan

The Handbook should describe what is there (aims, policies, structures), 
the SEF should evaluate how good it is, 
and the Departmental Development Plan (DDP) says what you are going to do to correct the weaknesses.

The role of the SEF is merely to ensure that the objectives identified in the DDP are based on proper consideration of evidence, and not merely on the feelings and wishes of the teachers/ HoD.

(Be aware therefore that there will in practice and common sense be a two-way flow between SEF and DDP: yes, the SEF will inform your DDP, but you will also want to make sure that the issues in your DDP are flagged up via the SEF.)

· Your aspect-area SEF will be based on a grid approach, thus:

	
	Judgements
	Evidence
	(if appropriate)

Key Points for Action

	1a
	
	But remember that you do not need to GIVE the evidence in the document, merely to say on what evidence your judgement was based.
	But remember that you do not need to describe targets, resources required, criteria for success etc. because these are detailed in your departmental development plan.

	1b
	
	
	

	etc
	
	
	


· REMEMBER the key ideas I outlined in my earlier document:

1.
The SEF EVALUATES, it doesn’t describe.   Therefore your report will be mainly about ‘How well’ you do things, and the answers will be such as ‘Extremely’, ‘Very’, ‘Not very’

2.
Your judgements about your department must be based on hard evidence.   Assertions, feelings and opinions are insufficient.   Remember, however, that although you do not need to provide the evidence in your report, your line manager might ask you to show him/her on what evidence the judgement was based.   (Thus, for example, if you have said that the quality of T&L is good, you do not need to provide detailed facts to support your statement – you will simply say: ‘Evidence: lesson observations of dept staff.’   However, you must be ready for your line manager to say: ‘OK, show me the lesson observations and explain how you came to the judgement that your T&L is good.)

· Therefore, all you are being asked to do is to identify ‘issues’ (i.e. judgements/ omissions/ problems) about your ‘aspect-area’ against 21 identified questions over six sections, identifying any consequent ‘Key Points for Action’, which you will then carry forward as ‘objectives’ into your aspect-area Development Plan.
· Your DDP will then subsequently take the objectives exposed in the SEF, and build the Development Plan from it under SIX columns, identifying:

1. Objective

2. Present Position

3. Targets (inc dates)

4. Action and Resources Required

5. Staff responsible

6. Criteria for Success

JCL

Completing the SEF – Section-by-Section

Section 1: Characteristics of the Aspect Area

Start with the simple statement: ‘For a description of [the aspect-area] see the departmental handbook [or appropriate document].

The main import of this section will comprise considered evaluative statements around the concept of ‘fit-for-purpose?’

An adequate SEF would make judgments against these key questions:

	
	Judgements
	Evidence
	Key Points for Action

	1a
	How strong is the aspect-area team of staff?
	‘See departmental handbook’ will be sufficient here in most cases, with reference to an external comparator.
	Remember – you only need to identify the ‘Points for Action’ which will feed in as ‘objectives’ into your Dept Devl Plan, and only if you have identified a weakness.

	1b
	How up-to-date and appropriate are the aspect-area’s aims and targets?
	
	

	1c
	How suitable-to task are the aspect-area’s rooms and fixed resources?
	
	

	1d
	Are you getting best-value from the requisition?
	
	

	1e
	What are the main structural barriers/ obstacles to progress?
	
	

	Suggested Grade:     1 Outstanding      2 Good      3 Satisfactory      4 Inadequate


Feel free to add further relevant statements against other issues which you consider appropriate for your ‘aspect-area, but the main thing in this section will be to stay relevant to topic (i.e. Aspect Area Structures) and not to stray into other issues from other sections of the Area SEF (e.g. quality of provision).
Section 2: Views of Learner, parents and other stakeholders
Start by giving a simple list of how you solicit clients’ and stakeholders’ views, and a list of how you share information with them.

The main import of this section will comprise considered evaluative statements around the concept of ‘how successfully?’

An adequate SEF would make judgments against these key questions:

	
	Judgements
	Evidence
	Key Points for Action

	1a
	How effectively do you seek and use the views of pupils about your aspect area?
	Don’t forget the recent parental and pupil surveys here.
	Remember – you only need to identify the ‘Points for Action’ which will feed in as ‘objectives’ into your Dept Devl Plan, and only if you have identified a weakness.

	1b
	How successfully do you keep in touch with parents’ wishes and feelings?
	
	

	1c
	How effectively are parents made aware of their children’s attainment?
	
	

	1d
	How is you’re aspect area viewed by (e.g.) SMT, pupils, parents etc?
	
	

	Suggested Grade:     1 Outstanding      2 Good      3 Satisfactory      4 Inadequate


Section 3: Standards and Achievement

There is no need to start with any descriptive statement.   
The main import of this section will comprise considered evaluative statements around the concept of ‘how good?’   PLEASE NOTE THAT YOU SHOULD HAVE ALREADY DONE MOST OF THE WORK FOR THIS SECTION, when you evaluated your exam results last September.   
An adequate SEF would make judgments against these key questions:

	
	Judgements
	Evidence
	Key Points for Action

	1a
	How good are learners’ achievements and standards in this aspect-area compared to rest-of-school/ LA / national / previous attainment?
(this will have a number of bullet points, and you will need to comment separately on KS4, KS3, girls, boys, MATs, SN pupils, ethnic minorities, LACs.)
	Don’t forget residuals, value added measures, PANDA data.
	Remember – you only need to identify the ‘Points for Action’ which will feed in as ‘objectives’ into your Dept Devl Plan, and only if you have identified a weakness.

	1b


	How good is learners’ PROGRESS?

(again, this will have a number of bullet points for different groups.)
	
	

	Suggested Grade:     1 Outstanding      2 Good      3 Satisfactory      4 Inadequate


Feel free to ‘ask yourself’ other questions, but these are the key issues.
Remember that the key thing is to honestly identify weaknesses, which you can then move on to address in the aspect-area Development Plan.
Section 4: Personal Development and Well-Being

To a large extent, this area is more the province of the pastoral teams than the academic departments. 
It is this section primarily that addresses the concept ‘Every Child Matters’, and will be the area that Pastoral teams concentrate upon (suggested matters for consideration for Pastoral teams are listed in Appendix C).
NEVERTHELESS, it strikes me that most subject departments contribute towards this – therefore I suggest that academic departments do it nevertheless.
The main import of this section will comprise considered evaluative statements around the concept of ‘how successfully?’ 

An adequate SEF would make judgments against these key questions:

	
	Judgements
	Evidence
	Key Points for Action

	1a
	How successfully does this aspect-area promote good behaviour?
	The difficulty here will be – for some of the questions – finding appropriate evidence.
	Remember – you only need to identify the ‘Points for Action’ which will feed in as ‘objectives’ into your Dept Devl Plan, and only if you have identified a weakness.

	1b
	How successfully does this aspect-area promote independent learning and the desire to learn?
	
	

	1c


	How successfully does this aspect-area contribute to promoting pupils’ personal development?
	
	

	1d
	How successfully does this aspect-area contribute to promoting pupils’ self-esteem and confidence?
	
	

	1e
	How good is the quality of care in this aspect-area?
	
	

	Suggested Grade:     1 Outstanding      2 Good      3 Satisfactory      4 Inadequate


Section 5: Quality of Provision

For ALL departments/aspect-areas, this will be the KEY AREA of the SEF, and – whatever you might manage to waffle for the other areas – it is essential that this section is done incisively, honestly and critically.

This section will comprise considered evaluative statements around the concept of ‘how well?’ 

An adequate SEF would make judgments against four key questions:

	
	Judgements
	Evidence
	Key Points for Action

	1a
	How good is the quality of teaching in this aspect-area? 
	Evidence here will include lesson observation, parent and pupils surveys, teacher-residuals, exam results etc.
	Remember – you only need to identify the ‘Points for Action’ which will feed in as ‘objectives’ into your Dept Devl Plan, and only if you have identified a weakness.

	1b
	How well does the curriculum meet the needs and interests of the learners?
	
	

	1c
	How well do the inclusion strategies meet the needs and interests of learners?
	
	

	1d
	How effective is assessment for learning?
	
	

	Suggested Grade:     1 Outstanding      2 Good      3 Satisfactory      4 Inadequate


IMPORTANT NOTE: Each of these four questions is an amalgam of a long list of sub-questions, which I identified in my previous document, and it is essential that all aspects of these issues are considered.   (I have attached the list of sub-questions as Appendix A to this document.)

Thus line-managers will take a very dim view of a SEF which simply states: ‘The quality of teaching in this department is satisfactory’.   Adequate judgements against these issues will require a series of statements – e.g. something along the lines of:

Overall the Quality of teaching is satisfactory:

· Long- and medium-term planning is detailed and thorough

· A satisfactory range of teaching methods are employed

· The short-term planning of some staff in the department is inadequate

· Differentiation and inclusion strategies are judged generally to be inadequate, especially in the upper band classes… etc. etc.

NOTE that you may need to acknowledge that some staff are better than others.   PLEASE do not do so by name.   The key thing is to honestly identify weaknesses, which you can then move on to address in the Department Development Plan.

Section 6: Leadership and Management

This consists of only one evaluative question but, like the last section, it involves the consideration of a wide range of sub-issues, which I have added as Appendix B.
	
	Judgements
	Evidence
	Key Points for Action

	1a
	How effective is the leadership and direction of the aspect area?
	The evidence here will be Departmental members’ opinions, LA and Ofsted inspection data, results, recruitment, consultation, professional devl.
	Most identified areas for development here will lead to Performance Management/CPD objectives – they will NOT transfer to the DDP

	Suggested Grade:     1 Outstanding      2 Good      3 Satisfactory      4 Inadequate


The best way to evaluate yourself in this section will be to ask your department members what they think – painful, but you will find out!
APPENDIX A
Key questions for Quality of Provision section

· How good is the quality of teaching in this department (strengths and weaknesses)?  

· How knowledgeable are teaching staff in the necessary areas of learning at each key stage?

· How well do teaching staff:

· plan effectively with clear learning objectives and suitable teaching strategies over the term/year?

· plan effectively with clear learning objectives and suitable teaching strategies for each individual lesson?

· How effectively does your department use assessment information to inform planning?  

· To what extent do individual teaching staff:

· interest and engage pupils?

· push and encourage pupils in each key stage, expecting the most of them and setting individual targets for achievement.

· use methods and resources that enable pupils to learn effectively?

· make effective use of time in each key stage and insist upon high standards of behaviour? 

· make effective use of SEN/ teaching assistants/Technicians and other support staff?

· use homework effectively in each key stage to reinforce and extend what is learned in lessons?

· develop pupils' skills to work independently?

· develop pupils’ skills to work together collaboratively?

· How clear are members of the department regarding what constitutes an inadequate, satisfactory, good or outstanding lesson? 

Key questions for curriculum section

· How well does the curriculum meet the needs and interests of the learners?

· How successfully does the KS3 curriculum ensure progression and challenge Yr7-Yr9?

· How successfully is the curriculum in your subject adapted to meet the needs of all children?

· How successfully does the curriculum for your subject focus on (and develop) the necessary subject skills that pupils need to demonstrate?

· How well does the department:

· develop pupils’ knowledge and skills of citizenship?

· ensure that pupils present their work effectively?

· promote racial harmony, address racism, sexism and other forms of discrimination?

· provide for pupils’ spiritual and moral development?

· provide for pupils’ social development?

· develop pupils’ skills in ICT in each key stage?

· develop pupils’ skills in literacy and communication in each key stage.

· pupils’ skills in numeracy at each key stage?

· How successfully do visits and visitors enhance pupils’ learning in the subject in each key stage?

· To what extent does the department make any use of extra curricular and/or out of hours learning opportunities?

· To what extent, and how effectively, has the KS3 strategy improved the development of your subject in terms of pupil attainment.

Key questions for the Guidance and Support section

· How well do the inclusion strategies meet the needs and interests of the learners?

· How successfully do teachers ensure that all pupils are included in the lessons?  Do you have some good examples?

· How successfully does the department identify and support the vulnerable pupils?  (Every Child Matters);

· How effectively do teaching staff:

· differentiate in teaching and learning across the ability range within individual class groups with G&T pupils

· differentiate in teaching and learning across the ability range within individual class groups with SEN pupils 

· How effectively do teaching staff make use of VAK, brain gym and other pedagogical strategies? 

· How effective is assessment for learning in this department?

· How effectively is pupil attainment and progress assessed and recorded within each key stage over the year?

· How well do you monitor the progress and achievement of pupils of different genders?

· How effectively do teaching staff in your department feedback the pupils’ current standard of work (including minimum forecast levels/grades, teacher target levels/grades etc.), and what they need to do to improve, to them?

· How well do students understand the criteria used to assess performance at each level (KS3) or grade (KS4).

· How effectively does your department reward/celebrate achievement/effort by pupils?

APPENDIX B

Key questions for the Leadership and Management section 
· Does the department show evidence of effective leadership and direction?

· Is all the proper documentation is in place?

· How well does the department plan the structure and delivery of programmes of study?

· How effectively does the HoA communicate with your teaching team?

· How successfully does the HoA liaise with your link governor?

· How successfully does the HoA communicate with your Line Manager/SMT.

· How effective is the performance management process within the department:

· in returning meaningful targets for staff

· in improving pupil progress?

· How effectively does the HoA monitor and evaluate:

· the performance of the department?  

· teaching and learning in the department (and feedback given to teaching staff)?

· How effectively does the HoA create standards of pupil conduct and behaviour across the department?

· How successfully has the HoA engendered in the staff team a policy and ethos of:

· focus on teaching and learning

· diligence and professionalism

· continuous improvement?

· continuing professional development?

· sharing of good practice and ideas?

· Every child matters?

· To what extent is teaching and learning the focus of departmental meetings and departmental discussions?

· How well is feedback given to the teaching team on INSET attended by members of the department?

· How do members of the department describe the HoA’s leadership?   How suitable is it for task?

· What developments in the department or management style has the HoA made in the last few years (examples)?

· Is there a good example of where the HoA intervened in a particular situation to ensure that teaching and learning improved?

· Do you have evidence of something that demonstrates the impact of the leadership of the department?  How did you know it was effective?

APPENDIX C
Key questions for the Personal Development and Well-Being (Pastoral teams) 

· How well does the team care for its pupils?
· How good is attendance and punctuality?

· How well are pastoral matters integrated into academic areas?

· How wide is the range of cross-curricular activities?

· Is decision-making taught as a curriculum skill?

· How successful is the tutorial programme?

· How successfully is achievement celebrated?

· How effectively is counselling and support provided?

· How good is attendance at parents’ evenings?

· How effectively is progress reported to parents?

· How inclusive is the curriculum?

· How good is the quality of careers education and guidance?

· How effectively does the team reward good behaviour?

· How successfully does the team manage/operate the exclusions process to secure the school’s aims?

· How effectively does the team work with other agencies?
