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OUVP Guidance Notes on Preparing a Self-Evaluation Document (SED)

1. Introduction 
The Self-Evaluation Document (SED) is a critical component of the Partnership Development and Approval Process (PDAP) or Partnership Reapproval Process (PRP). It provides the Open University (OU) with a structured and reflective overview of your institution’s capacity, performance, and readiness to deliver OU-validated awards.
The SED should demonstrate how the institution aligns with the OU’s five principles of institutional approval.

It must include evaluative commentary on governance, academic standards, compliance, student support, and strategic readiness.

For PRP, the SED should reflect on developments since the last approval and demonstrate how systems have evolved and improved.

2. Purpose of self-evaluation

· To provide evidence that the institution continues to/meets the principles for OU institutional approval, the Quality Assurance Agency (QAA) Quality Code 2024 and the Office for Students (OfS) Conditions of registration 
· An SED should be both descriptive and evaluative – it should describe how the institution does things and how it knows that its approach is working in practice, but how it could be further improved.   Throughout the document it is useful to have a descriptive statement with some evaluation and then substantiate the statement with supporting evidence and examples which helps the reviewers understand the organisational more
· When completing the template please bear in mind that it is for an audience external to your organisation and so therefore should include contextual information on the institution and be written in mind of someone who has no prior knowledge of the institution.
· The SED should identify strengths and areas for development for the institution and/or programmes being brought forward for (re)validation.
· Reflection and completion of the SED should build on organisational strengths and take remedial action on areas for development.  The SED should be a frank appraisal of areas for improvement and how it is intended to deal with them (with an anticipated timescale for completion)
· Self-evaluation is not a bureaucratic exercise. It is a reflective and evidence-based process that supports institutional accountability, enhancement, and continuous improvement. The SED should be both descriptive and evaluative—explaining how systems work, how effectiveness is measured, and how improvements are planned.  

3. Phases of self-evaluation

3.1 Define the purpose
Ensure that all contributors understand the purpose of the SED. For PDAP, the focus is on demonstrating institutional readiness. For PRP, the emphasis is on reflection, enhancement, and sustained performance.

3.2 Planning (deciding what information is required, responsibilities and timetable)
· Develop an internal plan that outlines responsibilities, timelines, and areas of focus. Consider assessment, teaching and learning, staffing, student support, and compliance with external benchmarks Explicit statements setting who is responsible for which action and when they would be completed
· The plan may depend on resources available and constraints of time – it may need to be modified to what is achievable and realistic
· A timetable should be based on submission date to OUVP (date to be agreed ahead of time) and then work backwards to establish production dates. At least 3 months is useful to assemble the documentation and produce the SED, and realistically longer time is often needed for the exercise 
· Consider and map organisational policies and processes against the OUVP Principles of Validation 
· [bookmark: _Hlk205220904]It is useful to identify goals and indicators/criteria against which it would be measured.  As an example:

	Issue
	Related goal
	Criteria to measure achievement

	Student	Support	& guidance
	Extend ops for non-traditional students
	Aim for a minimum (specified) percentage of non-traditional students to complete programme


	Assessment
	Improve quality of feedback to students
	Aim for improved student satisfaction in this area.   EE responses



3.3 Assembling information and evidence

· Gather evidence from internal and external sources: student feedback, external examiner reports, performance data, policy reviews, and committee minutes. Use appendices to include supporting documents such as organograms, policy extracts, and data tables.

3.4 Writing the SED

· Use the OU template provided for PDAP or PRP. Each section includes prompts to guide your response. Use plain language, structured headings, and reference appendices for detailed evidence. Ensure the document is accessible and screen-reader friendly 
· it is important that the documentation includes evaluations of engagement with the OU, evaluation of external audits and annual monitoring etc.   
· Ideally, the SED should be no longer than about 20 pages.  It is useful for it to have one author, but the draft should be circulated to staff and students for wide ownership.  The panel will expect more than one person to be able to talk about the development and content of the document and will want to triangulate themes during various meetings scheduled for the final event
· All boxes should be completed in full to provide detailed information.
· Make sure there is consistent numbering of paragraphs and appendices – it is important that either the Approval or Reapproval panel are able to navigate the document easily.
· Please ensure that internal acronyms are referenced appropriately in the document e.g. Quality Assurance Committee (QAC hereafter). Equally, when referring to action owners and key staff they should be referred to by their job title and not their name e.g. the Chair of the Academic Board.
· Many of the documentation should already exist or may be drawn from other sources and redeveloped, e.g. a QAA Educational Oversight Review (EOR) Self Evaluation Assessment – and always use and reference existing documents where possible.  
· Supporting evidence should be referenced in the main body presented as appendices and should be relevant to the SED. Organograms of staffing structures and governance structures are helpful visual to the Panel and can be included as an appendix if there is insufficient spade to include the information in the main document.

3.5 Making judgements 
Self-evaluation involves judgement – i.e. something is good, might be improved etc.  The SED document should include explicit judgements rather than leaving them implicit for example: 'Our student continuation rate has improved due to targeted academic support.' Support each judgement with evidence and explain how it informs institutional decision-making. Evidence on which judgements are made should be clear. A common failing is for SEDs to be too descriptive.  Feedback from students, EEs, employers etc are very valuable to a SED but may be judgemental – an institution may need to balance the weight given to each judgement.
It is important that the judgements are made and collectively agreed.   

3.6 Actions and monitoring 
Describe how actions are identified, prioritised, and monitored. Include timelines, responsible roles, and how progress is tracked. Explain how the impact of changes is evaluated and embedded into institutional practice. This may align with your annual monitoring or enhancement planning processes.

Actions and recommendations in the report should be explicit and obtainable and include a timeline of completion.
After the review, there should be a clear system for monitoring and reporting on recommended actions have been taken and what impact they have had – this could be the institutional action plan from the annual, Institutional Programme and Monitoring exercise partners of the OU are asked to complete.    
4. Submission and Review
The SED should be submitted electronically, with appendices clearly labelled and referenced. Your SQPM will provide submission instructions. The SED will be reviewed by the OU and used to inform the Partner Compliance Review and Panel Visit.
NB: OUVP will give guidance on submission requirements


5. Common Issues referenced in the SED by Partners

Institutions often face several common challenges when preparing Self-Evaluation Documents (SEDs), especially for PDAP and PRP processes. Here are some of the most frequent ones:

a) Balancing Description and Evaluation

Challenge: SEDs often lean too heavily on description without enough critical reflection.
Tip: Include evaluative commentary that explains how and why systems work, and what evidence supports that.
b) Interpreting the OU’s Five Principles

Challenge: Institutions may struggle to map their practices clearly to the OU’s principles of institutional approval.
Tip: Use each principle as a framework for structuring the SED, with examples and evidence aligned to each.

c) Demonstrating Compliance

Challenge: Institutions may not clearly show how they meet regulatory requirements (e.g. OfS, QAA, CMA).
Tip: Include a dedicated section on compliance, with named roles, monitoring processes, and examples of how regulations are implemented.

d) Using Performance Data Effectively

Challenge: Data is often presented without analysis or context.
Tip: Reflect on trends, gaps, and interventions. Show how data informs decision-making and improvement.

e) Engaging Stakeholders

Challenge: SEDs may be written by one person without broader input.
Tip: Involve academic staff, support teams, and students in drafting and reviewing the SED to ensure shared ownership.

f) Managing Length and Structure

Challenge: Documents can become too long or disorganized.
Tip: Use structured headings, summary boxes, and appendices for detailed evidence. Stick to the 20-page guideline for the main body.
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