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Staff and educational development in higher education has a higher profile than ever before.  The 
growth in student numbers and complexity of organisations has created the need for more professional 
staff and a strategic approach to human resource development. Developments in technology and in 
understanding of student learning have created opportunities for more sophisticated course design. 
Funding support has enabled targeted development of good practice and supported dissemination 
across the sector and these programmes have fuelled the development of expertise and brought new 
blood into staff and educational development roles.  It is no longer the case that one or two people 
within an institution identify themselves with the work of SEDA, rather it is accepted as a core area 
involving staff from within subject and support departments and focused on individual, institution and 
national development of teaching and learning practice.   
 

The Fellowship is not merely an assertion of professional competence.  To undertake it is to ‘practice 
what we preach’: Reflective practice is at the heart of the values of staff and educational development.  
The building of a Fellowship portfolio also requires us to articulate our expertise and our ability to 
communicate this through advocacy. Development requires a scholarly approach.  It is more than 
sharing good ideas, it requires a critical interrogation of needs, an understanding of contexts and an 
evaluation of the consequences of our actions. Development is also a commitment to action. The 
Fellowship requires us to provide evidence of effective practice. Finally it asks us to interrogate our 
own development needs, signalling the commitment to continuing personal and professional 
development.   
 
When we started the SEDA Fellowship 9 years ago we wondered whether, fairly soon, we would run 
out of new people to join the scheme.  At that time it was possible to know most of the people who 
would have seen this qualification as being appropriate for them.  Now this professional group is large, 
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confident, and varied having within it many different specialist areas.  SEDA is within a developing 
network of associations focused on enhancement of learning in higher education both nationally and 
internationally. The work is important if we are to meet the needs of a knowledge society and enable 
access to higher education for all who can benefit across their lifespan. The Fellowship is for people 
who above all make a difference to the experience of higher education for students, for staff and for 
the many stakeholders who rely on the outcomes of higher education for the benefit of society. 
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a. What are the SEDA Fellowship and Associate Fellowship Schemes? 
The SEDA Fellowship and Associate Fellowship Schemes provide professional accreditation for those 
involved in academic staff and educational development within the post-compulsory education sector 
(known as Further and Higher Education in the UK). 
 
The SEDA Fellowship is a professional accreditation scheme designed for those with experience in 
academic staff and educational development. This scheme is outlined within this handbook. 
 
The SEDA Associate Fellowship is now available to those who gain through one of two courses offered 
by SEDA either the ‘Staff and Educational Development’ award or the ‘Leading Staff and Educational 
Development’ award within SEDA’s Professional Development Framework. These courses are suitable 
for those relatively new to academic staff and educational development, and for those for whom staff 
and educational development plays a part within their wider academic role (e.g. learning and teaching 
project staff, learning and teaching technology officers, teaching fellows). For details on the courses 
that lead to eligibility for the Associate Fellowship, please see the SEDA website or contact the SEDA 
office.  
 
What ever your role, the Fellowship scheme (and the associated courses leading to Associate 
Fellowship) provide an opportunity for you to recognise and demonstrate your strengths and potential 
within academic staff and educational development.  
 
 

b. What is an academic staff and educational developer? 
The roles of academic staff and educational developers in different institutions and different countries 
are very wide-ranging, and the attempt to develop a specific definition is the cause of much debate 
(Macdonald, 2003). However, as a starting point, the following two quotes may provide an idea of the 
type of roles these schemes relate to: 
 

“…an academic developer is any person who has a role in which they are explicitly expected to 
work with academics to assist them to reflect upon their academic role in relation to teaching, 
research, scholarship, leadership, funding applications and supervision of students. An academic 
developer may also work at a department / institutional level in a development role.” (Fraser, 2001) 

 
The range of activities within academic staff and educational development might include: 

“ 1. Improvement of teaching and assessment practices, curriculum design, and learning support – 
including the place of information technology in learning and teaching. 

2. Professional development of academic staff, or staff development. 
3. Organizational and policy development within the context of [further and] higher education. 
4. Learning development of students – supporting and improving effective student learning. 
5. Informed debate about learning, teaching, assessment, curriculum design, and the goals of 
[further and] higher education. 

6. Promotion of the scholarship of teaching and learning and research into [further and] higher 
education goals and practices.” (Gosling, 2001) 

 
 

Is this for me? 
The schemes are for anyone who helps institutions, departments, courses, individual lecturers and 
support staff to develop and enhance their learning and teaching practice. The object of this enhanced 
practice is to improve student learning and the quality of the student learning experiences, and to help 
institutions achieve their educational goals. 
 

Introduction 
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The schemes are available to all those involved in academic staff and educational development within 
the post-compulsory education sector (known as Further and Higher Education in the UK) both in the 
UK and internationally. 
 
Whether or not you are sure that either of the schemes presented here is appropriate for you, keep 
reading! The aim of this handbook is to provide a detailed description of the requirements of the 
Schemes plus information on available support, assessment procedures and much more. And if wading 
through pages of text is not your thing, please contact the SEDA office who will put you in touch with 
someone who can discuss the schemes with you. 
 
 

c. How do the Fellowship and Associate Fellowship Differ? 
The full SEDA Fellowship has a greater range and depth than the courses that lead to the Associate 
Fellowship and, hence, is appropriate for more experienced staff and educational developers. The 
Fellowship scheme also takes a more autonomous approach to your own professional development, 
relying primarily on your own learning and on mentoring support. By contrast the courses that lead to 
the Associate Fellowship involve planned interaction with a cohort of participants and with tutors. 
Work produced for the courses that lead to the Associate Fellowship may be used as a stepping stone 
to the full Fellowship scheme. As indicated above, please see the SEDA website or contact the SEDA 
office for details of these courses.  
 
 

d. Benefits 
The SEDA Fellowship and Associate Fellowship are the only awards available in the UK that recognise 
the achievements of academic staff and educational developers with respect to their work in 
supporting change in learning and teaching. After achieving the award you will be entitled to use the 
letters FSEDA or AFSEDA after your name. 
 

• From the first day you register for the Scheme you will be able to benefit from the SEDA 
Fellowship community. Quotes from previous participants on the benefits they found are given 
in section 9. These include: 

• A personal mentor;                                                               

• Support Days, the SEDA Summer School and other SEDA events & activities; 

• Jiscmail discussion list; 

• Newsletters; 

• Personal copies of the International Journal for Academic Development (for holders); 

• Publishing opportunities; 

• Opportunities to support the Fellowships Committee which informs the work of the 
community; 

• Networking with registrants and Fellowship holders from a range of HE organisations and 
institutions both nationally and internationally; 

• You can use your portfolio (at interviews and appraisal sessions) to demonstrate to your 
managers the range and depth of your role. 

• Pulling together what you do (as you assemble your portfolio) and reflecting on it will lead to 
new insights. 

• Feedback from other staff and educational developers will give you a sense of how your work 
relates to the work of others. It may also suggest new directions and possibilities. 

• Events and peer-support for your continuing professional development (CPD) recording and 
planning; 

• After achieving the award: the chance to get more out and give back to the scheme through 
mentoring and assessing; 

 
The schemes are not just awards for past achievements, they also offer a process for reflecting on your 
current practice, developing specialist areas of expertise, and planning for your professional 
development needs. 
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e. The Process 
The Fellowship is awarded on the basis of a reflective portfolio and interview where you illustrate and 
discuss how your work embodies the values, demonstrates good practice of the outcomes, and shows 
expertise in one or more specialist topics within academic staff and educational development. 
 
Once you have achieved the award, you are required to demonstrate your continuing reflection and 
action on their own professional development needs. An annual continuing professional development 
(CPD) report is required from all holders, both Fellowship and Associate Fellowship in order for them 
to remain in good standing. Peer support is provided to help the development of these CPD reports. 
Not only does this requirement demonstrate the ongoing currency of the holder’s accredited status but 
it is also a recognition of the particular professionalism of academic staff and educational development 
practice. Further details of the CPD process are given in section 6. 
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The SEDA Fellowship is a professional accreditation scheme designed for those with experience in 
academic staff and educational development within the further and higher education sector. It provides 
an opportunity for you to recognise, demonstrate and further develop your strengths and potential 
within academic staff and educational development.  
 
 

Fellowship Outcomes 
A Fellowship is awarded on the basis of a reflective portfolio and an interview in which you are 
required to demonstrate your competency and professionalism in academic staff and educational 
development. As a Fellowship holder, you will have provided evidence and a reflective commentary 
(including reference to the relevant literature) in your portfolio to demonstrate the following five 
outcomes, that you: 
 
1. Adopt an appropriate approach to the planning, design, delivery and evaluation of a range of staff 

and educational development activities. 

2. Demonstrate expertise in three specialist topics. 

3. Have a critical and scholarly approach to your own professional practice and development. 

4. Demonstrate a commitment to the underpinning SEDA Values. 

5. Have actively promoted staff and educational development. 
 
These outcomes are described in more detail below: 
 
 
1. Adopt an appropriate approach to the planning, design / delivery and evaluation of a range of 

staff and educational development activities. 
Whether working with individuals, groups or institutions you need to demonstrate that you have: 
a) considered their needs and contexts,  
b) designed (and delivered where appropriate) an activity (or activities) to support these needs 

using appropriate developmental approaches, 
c) provided constructive feedback to those you have worked with, and   
d) evaluated your work in this area (using a range of self, peer and ‘client’ monitoring and 

evaluation strategies and techniques). 
 
Evidence required: 4 examples of each of a, b, c and d. 
 

 
2. Demonstrate expertise in three specialist topics. 

Many staff and educational developers have specialist topics in which they have particular interest 
and knowledge. This outcome provides you with the opportunity to reflect on three different topics 
and share your knowledge and experiences.  
 
Examples might include student access and progression, assessment, dissemination, computer-
based learning, and so on.  
 
Alternatively, you may wish to explore your own personal role within staff and educational 
development as one of your areas of specialist expertise (for example, managing an educational 
development unit, programme leader for a course for new staff, project director / manager, and so 
on). 

Section 1a 
The SEDA Fellowship Scheme 
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Evidence Required: For each of the three topics, you must include evidence for the following: 
a) Justification for the choice as an area of expertise appropriate to staff and educational 

development. 
b) Knowledge of the area of expertise (including relevant literature and knowledge of others’ 

work in the area) 
c) How the area of expertise has been used in your work (unless you are focusing on your own 

role as your area of expertise). 
d) Evaluation of work done, including its impact, changes in practice and identification of further 

development needs. 
e) Continuing development or updating of knowledge in this area. 

 
 
3. Have a critical and scholarly approach to your own professional practice and development. 

As well as supporting the professional practice and development of other people, staff and 
educational developers must also have a clear understanding of the knowledge and skills required 
to underpin their own practice. Knowledge and skills development is an ongoing process which 
evolves as the requirements of the job changes and you develop and move along your own career 
pathway. 
 
In order to demonstrate that you have an understanding of your own professional practice and 
development needs, you are required to provide evidence (including relevant literature and 
knowledge of others’ work in the area) that you have: 
a) Identified your own professional development goals, directions or priorities; 
b) Planned for your initial and / or continuing professional development; 
c) Undertaken appropriate development activities; 
d) Reviewed your development and your practice, and the relations between them, including an 

action plan for both. 
 
(This process of recognising your own development needs and activities will be maintained 
through the annual Continuing Professional Development report you will be required to produce 
to remain in good standing as a Fellowship holder.) 

 
 
4. Demonstrate a commitment to the underpinning SEDA Values. 

Underpinning the work of those holding a SEDA Fellowship is a commitment to: 
 
a. An understanding of how people learn 

All staff and educational development should be informed by an active searching out of better 
understanding of how people learn and how they can be helped to learn. 

 
b. Scholarship, professionalism and ethical practice 

Staff and educational developers should develop, and pass on to their clients, a questioning and 
analytical approach, and the appropriate theoretical tools to continue to improve their practice 
within an ethically-based context. 

 
c. Working in and developing learning communities 

Staff and educational development should be team activities, whether the other team members are 
staff and educational developers, academic staff or other members of the institution or discipline 
community. 

 
d. Working effectively with diversity and promoting inclusivity 

Helping people to learn must begin with the recognition that each person has their own learning 
needs, and brings their own knowledge, characteristics and resources to the learning process.  

 
e. Continued reflection on professional practice 
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Staff and educational developers, like all other professionals, do more than have and use 
competencies. They also reflect on their intentions and their actions, and on the effects of their 
actions. They try to understand the reasons for what they see and for the effects of their actions. 
They thus continue to develop their understanding and practice, and inform their own learning. 

 
 
f. The development of people and processes 

Staff and educational development is concerned with the development of individuals, groups and 
institutions. This work should therefore empower and enable individuals, groups and institutions to 
develop greater capability and competence and to be able to reflect on this process for further 
development. 

 
Evidence Required: You may either write a separate section of your portfolio which provides two 
examples of evidence of your commitment to each of the Values, or you may explicitly indicate 
within the commentary where this evidence is demonstrated within the other outcomes.  
 
 
5. Have actively promoted staff and educational development 

Staff and educational developers directly support institutions, departments, courses and individual 
lecturers and support staff to develop and improve their practice through, e.g. courses, workshops, 
publications, mentoring, and you are required to evidence these skills in Outcome 1.  
 
However, academic staff and educational developers also have deeper roles to play within the 
further and / or higher education community, for example as an advocate for academic staff and 
educational development within the FE or HE community. To demonstrate this outcome, you are 
required to provide evidence of: 
 
a) Where you have brought your ‘staff and educational development wisdom’ to situations in a 

way which contributes to the development of policy or culture. 
b) How you have supported or initiated advances in staff or educational development theory or 

practice. 
 

Evidence required: 1 example each of a) and b). 
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The SEDA Associate Fellowship is a professional accreditation scheme designed for those relatively 
new to academic staff and educational development within the further and higher education sector, 
and for those for whom staff and educational development plays a part within a wider academic role 
(e.g., learning and teaching project staff, teaching & learning technology officers, teaching fellows). It 
provides an opportunity for you to recognise and demonstrate your strengths and potential within 
academic staff and educational development. It may be considered as a stand-alone award or as a 
stepping stone towards the full SEDA Fellowship. 
 
As indicated above, the SEDA Associate Fellowship is now available to those who complete either of 
the two SEDA courses; ‘Supporting Educational Change: award’ or ‘Leading Educational Change: 
award’. Completion of the former course leads to the award of ‘Staff and Educational Development’, 
completion of the latter leads to the award of ‘Leading Staff and Educational Development’. Both 
awards are offered within SEDA’s Professional Development Framework.  
 
In order to become an Associate Fellowship holder, those who successfully complete one of the SEDA 
courses leading to either ‘Staff and Educational Development’ or ‘Leading Staff and Educational 
Development’ must join SEDA as an individual member. Associate Fellowship holders will be required 
to participate in the annual CPD process for the Fellowship scheme. For details of the annual CPD 
process please see section 6.  
 

Further details of all of the above courses, including details of dates, prices and how to register, can be 

found on the SEDA website: www.seda.ac.uk. 
 
 

Section 1b 
Eligibility for the Associate Fellowship 
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2a. Can you meet the Outcomes? 
 

Before you embark on the Fellowship scheme you should ensure that the work you do as an academic 
staff and educational developer will give you the opportunities you need to demonstrate the full range 
of fellowship outcomes. 
 
Evidence for achievement of the outcomes must relate to work you have done recently – no earlier 
that five years before the date of submission of your portfolio. If parts of your evidence do relate 
further back than this, you will need to show how you have updated and developed such earlier work 
in your more recent practice. 
 
As well as providing internationally recognised accreditation, the process of undertaking the SEDA 
Fellowship scheme provides opportunities for you to reflect on and develop your practice. Many 
registrants found that the scheme provided both a useful vehicle and an incentive for developing their 
general practice and areas of specialist interest. Evidence for the outcomes, therefore, may be 
generated through work that you do whilst undertaking the Scheme.  
 
The table at the end of this section provides a framework to help you analyse your staff and 
educational development experience against the outcomes. Similar activities are also provided at 
Fellowship support days to help those interested or already registered. 
 
 

Section 2 

Getting Started on the Fellowship scheme 
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2b. Explaining the Outcomes 
(Notes by David Baume FSEDA) 

 
What are typical staff and educational development methods and what might constitute a range of 
activities? 
The classic staff and educational development methods include: 
• the workshop;  
• the qualification programme (for the training of teaching staff); 
• the consultancy, which may be individual, small group (e.g. module team) or large group (e.g. 

course team or department); and, increasingly 
• writing and providing access to written materials about teaching and learning; and 
• helping to write institutional policy and strategy. 
 
Within each of these methods is a huge range of individual activities – poster sessions, short inputs, 
brainstorms, small group working with plenary, workbooks, all the many skills of drafting and 
committee work and lobbying and negotiating, and occasionally losing with good grace. 
 
But you may find it more productive to come at this from another angle – from goals and effects, not 
from methods. Staff development methods and activities are whatever contributes to the development 
of the pedagogic capabilities of individuals and groups who teach and otherwise support student 
learning. Anything that you do that has this aim or this effect is staff development. Similarly, 
educational development methods and activities are whatever contributes to the development of 
educational processes, systems and methods of individuals, departments, courses and institutions in 
support of student learning. Again, anything at all that you do that has these aims or these effects is 
educational development. 
 
 

What do we mean by scholarly? 
Taking a scholarly approach to my work means at least two things to me: 
 
First, it means working in a way that is informed by the relevant literature, or at least by an appropriate 
selection thereof. The previous sentence includes two weasel words, the meaning here of which I shall 
now spell out. Literature relevant to what? Obviously to the particular teaching and learning topic (for 
example course design, on-line learning, assessment). And relevant to the context, which chiefly means 
the particular discipline of the people with whom we are working but also the departmental culture 
and institutional and national policies which can or should apply. Literature appropriate to what? 
Chiefly, I think, to the level of interest and the educational expertise of the person or people we are 
working with – there is no merit at all in either patronising or drowning our clients! 
 
Taking a scholarly approach also means something rather more proactive. It means taking an 
investigative, critical, appreciative, enquiring approach to my work, and helping my clients to do the 
same. It means identifying good questions about the development opportunity or problem facing us – 
‘Why?’ is often a productive question, along of course with ‘How?’. Sometimes the answers will be 
found in the literature; sometimes they can be adapted from the literature; sometimes they require 
invention and discovery and evaluation and even research; and sometimes, in turn, they contribute to 
the literature thus closing the scholarly circle in a rather satisfying why. 
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2c. What constitutes Evidence? 
 

Evidence for achievement of the outcomes comes in many shapes and forms. Some examples from 
successfully assessed portfolios are given at the end of this section. Evidence might include: 

• Your teaching materials, module outlines, presentations, workshop plans, learning set records, 
course handbooks or online materials, external examiners reports.   

• Your publications, articles, conference presentations, book reviews or refereed papers.  

• Correspondence with colleagues through letter, email, references, supportive statements. 

• Minutes of meetings, reports for your institution.  

• Your evaluation and research, surveys and analyses, feedback from participants and colleagues, 
teaching observations. 

• Your reflections, personal logs, journal entries,   

• Etc. 
 
 
Collaborative Activities 
Much of our work as academic staff and educational developers is necessarily undertaken with other 
people. Indeed, the third Value emphasises that ‘staff and educational development should be team 
activities’. However, when selecting and presenting evidence for your portfolio, it is important that you 
make clear the nature and extent of your own role in such collaboration. 
 
 

Quality not Quantity 
No useful purpose is served by presenting evidence that is irrelevant to the Outcomes, nor is it 
sensible to collect and present an excessive amount of evidence for any one thing. The amount of 
evidence specified under each Outcome is all that is required, together with a coherent and reflective 
account, or commentary, of what the evidence illustrates and how it demonstrates the achievement of 
the Outcome. 
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2d. Specialist Topics 
 
The purpose of including Specialist Topics in the Associate Fellowship and Fellowship schemes is to 
enable you to demonstrate particular expertise which you bring to your work as an academic staff and 
educational developer. Your Specialist Topic(s) may be in areas in which you already have experience 
or you may wish to develop expertise from an existing interest. 
 
 
Ideas to help you determine a specialist topic 
Jot down – or, if you’re very organised, look up – each of the pieces of development work, of 
whatever kind, you have done over the last year or two. Note its topic – what it was about – its subject 
matter. Notice any clusters of topics or topics you have returned to – these may be your specialist 
topics. 
 
As you find each possible cluster, draft a paragraph or two about it. Is the paragraph convincing? Do 
you feel as if you are, in however modest a way, a bit of a specialist in that field? Would you be happy 
to be asked to work in this field again? 
 
If (or before) you get stuck, ask your colleagues what they see you as a specialist in. 
 
If you have published or given a conference presentation or workshop about some particular 
education or development topic, or if you would very much like to, the topic of that may very well be 
one of your specialist topics. 
 
Repeat as required until you are happy with, or at any rate can live with, your specialist topic(s). 
 
 
What evidence do I need? 
Your evidence for each of your three chosen Specialist Topics should include: 

• An outline of the topic, and reasons why you have selected it. It may be necessary for your to justify 
this topic as central to academic staff and educational development. 

 

• Evidence of your knowledge and skills you have gained which make you an expert in the topic. This 
could take the form of publications you have made in the topic area, or your participation at 
specialist courses or conferences. If your knowledge and skills have been gained through 
experience, you may wish to quantify and delineate such experience. 

 

• Evidence providing examples of the ways you have used your specialist expertise. Such evidence 
may of course be contained in the main body of your portfolio, and in this case, you should indicate 
clearly where it can be located. 

 

• Evidence of your evaluation of work you have done in the specialist topic area. 
 

• Details of further developmental work you are planning in the specialist topic area, or how you are 
continuing to update and apply your expertise. 

(This advice is based on suggestions by Dr Angela Brew FSEDA, presently at the University of Sydney). 
 
 

Suggestions for Specialist Topics 
The following list is taken from the chosen Specialist Topics of existing Fellowship holders (as well as 
from the old Associate Fellowship scheme). Please note that this list is not definitive. Whatever 
Specialist Topic(s) you choose, it is suggested you discuss them with your mentor who may, if 
necessary, explore further with the SEDA Fellowships Committee whether it can be considered a 
suitable topic for your portfolio. 
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Access / Progression to HE 

Accreditation of HE Lecturers  

Action Learning 

Action Research  

Adventure Learning 

Appraisal Within HE 

Benchmarking  

Classroom Observations 

Computer-aided Assessment  

Course Leadership 

Cross -Cultural Communication 

Curriculum design 

Developing the Developer 

Dissemination  

Distance Learning in HE 

ED as a Consultancy Process 

ED in Maths 

Educational Management  

Educational Research  

E-learning  

Equal Opportunities 

Evaluation 

External Examining 

Funding for L&T Development  

Group Projects 

Holistic Learning 

Independence in Learners 

Induction 

Innovative Teaching 

Institutional Change Process 

Institutional L&T Policy 

Internal L&T Conferences  

Internationalisation of Curriculum 

IT in Special Educational Needs 

Large Classes 

Learning and Motivation 

Learning in Groups 

Learning Materials 

Lecturing 

Managing Change 

Observation of Teaching 

Online Learning  

Open and distance learning 

Peer and Self Assessment 

Personal Development Planning 

Presentation Skills 

Problem Based Learning  

Project Work 

Quality Assurance 

Questioning Techniques 

Reflection and Learning 

Research Supervision  

Resource Based Learning 

Responding to Conflict 

Rewarding Excellence in Teaching 

Scholarship of Teaching 

Strategic Planning 

Stress Management 

Student Centred Learning 

Student Learning Skills support 

Subject Disciplines / Boundaries  

Teaching Portfolios 

Teaching, Learning & Assessment 

Teaching, Reflection & Collaboration  

Time Management 

Training New Lecturers 

Transformational Learning 

Using learning contracts  

Using Videos in Teaching  

Working with Diversity 

Workshop Planning 

Writing in Higher Education 

 
Higher Education (HE); Learning & Teaching (L&T); Educational Development (ED); Information Technology (IT) 
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2e. What does the Process Entail? 
 

 A suggested sequence is a follows: 
 
1) Check that the work you do as an academic staff and educational developer covers (or will 

cover) the full range of the SEDA Outcomes (see table overleaf). 
 
2) Think ahead to how you might collect evidence to illustrate your achievement of the Outcomes. 
 
3) Choose three areas of specialist expertise that may be most appropriate for you in the context of 

your work. These might include areas in which you wish to develop you expertise as well as 
those in which you already have much experience. 

 
4) If possible, talk informally to someone who has already been awarded a SEDA Fellowship (a list 

of current holders is given in Section 8c), and discuss with them any doubts or uncertainties you 
might have. 

 
5) Check how your registration on the scheme will be supported financially (see Section 7 for the 

current costs). Will your institution be prepared to fund you as part of your professional 
development? May you wish to fund yourself? 

 
6) Contact the scheme administrator (Email: office@seda.ac.uk) and ask for a registration pack. 
 
7) Agree with the scheme administrator who will act as your mentor while you work on the scheme 

(mentors must normally already hold a SEDA Fellowship). 
 
8) At your first meeting (real or virtual) with your mentor, commit yourself to a submission date for 

your portfolio and discuss how you will work together. 
 
9) Have a first go at completing the analysis of experience table below 
 
10) Collect evidence supporting your achievements of each of the Outcomes, including the specialist 

areas of expertise and the ways that your work reflects the SEDA values. 
 
11) You may find it helpful to attend one or more of the Fellowship support days which are held two 

or three times a year for new and existing registrants. 
 
12) Liaise regularly with your mentor, particularly regarding the appropriateness and extent of 

evidence you collect, the nature of your reflective commentary, and the coherence of the 
portfolio as a whole. 

 
13) As you are close to portfolio completion, agree a submission date with your mentor and the 

SEDA office so that assessors can be arranged. 
 
14) Once your portfolio is complete, submit it for assessment and prepare for the interview (see 

Section 5). You are strongly recommended to submit a draft of your portfolio to your mentor for 
review before you submit the final copy for assessment. 
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2f. Analysis of Experience against Fellowship Outcomes 
 
Fellowship Outcomes I have already done this… I can do this in the future by… 
1. Adopt an appropriate approach to the planning, 

design / delivery and evaluation of a range of 
staff and educational development activities. 
 
Whether working with individuals, groups or 
institutions you need to demonstrate that you 
have: 
a) considered their needs and contexts,  
b) designed (and delivered where appropriate) 

an activity (or activities) to support these 
needs using appropriate developmental 
methods, 

c) provided constructive feedback to those you 
have worked with, and   

d) evaluated your work in this area (using a 
range of self, peer and ‘client’ monitoring and 
evaluation strategies and techniques). 

 
Fellowship: 4 examples of each  
 

 

  

 



SEDA Fellowships Handbook   15 

 

 
Fellowship Outcomes I have already done this… I can do this in the future by… 
2. Demonstrate expertise in three specialist topics. 

 
Many staff and educational developers have 
specialist topics in which they have particular 
interest and knowledge. This outcome provides 
you with the opportunity to reflect on three 
different topics and share your knowledge and 
experiences.  
 
Examples might include student access and 
progression, assessment, dissemination, 
computer-based learning, and so on.  
 
Alternatively, you may wish to explore your own 
personal role within staff and educational 
development as one of your areas of specialist 
expertise (for example, managing an educational 
development unit, programme leader for a 
course for new staff, project director / manager, 
and so on). 
 
Fellowship: 3 specialist topics 
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Fellowship Outcomes I have already done this… I can do this in the future by… 
3. Have (developed) a critical and scholarly 

approach to your own professional practice and 
development. 
 
In order to demonstrate that you have evaluated 
and developed an understanding of your own 
professional practice and development needs, 
you are required to provide evidence (including 
relevant literature and knowledge of others’ work 
in the area) that you have: 
a) Identified your own professional 

development goals, directions or priorities; 
b) Planned for your initial and / or continuing 

professional development; 
c) Undertaken appropriate development 

activities; 
d) Reviewed your development and your 

practice, and the relations between them, 
including an action plan for both. 
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Fellowship Outcomes I have already done this… I can do this in the future by… 
4. Demonstrate a commitment to the 

underpinning SEDA Values. 
Underpinning the work of those holding a SEDA 
Fellowship is a commitment to: 

 
a. An understanding of how people learn 

 
b. Scholarship, professionalism and ethical 

practice 
 

 
c. Working in and developing learning 

communities 
 

 
d. Working effectively with diversity and 

promoting inclusivity 
 

 
e. Continued reflection on professional practice 

 
 

f. The development of people and processes 
 
 
You may either write a separate section of your 
portfolio which provides examples of evidence of 
your commitment to each of the Values, or you may 
explicitly indicate within the commentary where this 
evidence is demonstrated within the other outcomes. 
 
Fellowship: 2 examples for each Value 
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Fellowship Outcomes I have already done this… I can do this in the future by… 
5. Have actively promoted staff and educational 

development 
 
Staff and educational developers directly support 
institutions, departments, courses and individual 
lecturers and support staff to develop and 
improve their practice through, e.g. courses, 
workshops, publications, mentoring, and you are 
required to evidence these skills in Outcome 1.  
 
However, academic staff and educational 
developers also have deeper roles to play within 
the further and / or higher education community. 
To demonstrate this outcome, you are required 
to provide evidence of: 
 
a) Where you have brought your ‘staff and 

educational development wisdom’ to 
situations in a way which contributes to the 
development of policy or culture. 

b) How you have supported or initiated 
advances in staff or educational development 
theory or practice. 

 
Fellowship: 1 example of each of a and b. 
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Although many academic staff and educational developers have been involved in supporting and 
assessing other people’s portfolios (e.g. students, staff on teacher accreditation courses), it is a very 
different matter to develop your own. Some advice on building your portfolio is offered below: 
 
 

3a. What is a portfolio? 

(From Baume, 2003. Thanks to the LTSN Generic Centre for permission to reproduce some of the text) 
 
At its simplest, a portfolio is a collection of materials, preferably with a structure and index. A lever-arch 
file or ring binder containing the materials received and the work produced by a student in one course 
is a kind of portfolio. So would be the same material stored digitally (e.g. on CD or the Web). Portfolios 
are widely used on staff development courses in teaching in higher education. One might expect this 
kind of portfolio to include a substantial critical and reflective statement or commentary followed by 
systematically ordered, substantiating evidence. This kind of professional portfolio therefore 
emphasises analysis of issues, evaluation and reflection – with supporting evidence – rather than a 
collection of evidence with some commentary on it. This is the type of portfolio you will need to 
develop for your SEDA Fellowship. 
 
 
Contents of a Portfolio 
A suggested typology is given in the table below. This is intended to provide a rough guideline rather 
than a definitive structure
 

1. Evidence See section 2c. Some of it may have been produced especially for the portfolio, but 
much of it may well have not. Evidence is defined here partly by contrast with item 3, 
‘critical reflection’. 

2. Annotation It will not always be obvious what a particular piece of evidence is, nor what it 
shows. Most or all items of evidence should be annotated to show (a) what it is and 
(b) by whom and (c) when and (d) why it was produced. It may also be useful to say 
(e) what each item is intended to show – perhaps learning outcomes achieved, 
problems solved, development or progression or learning successfully undertaken. It 
can also be useful to include (f) keywords or indexing terms to these annotations. 

3. Critical reflection See section 3b below. Here you take a step back from the evidence. You analyse 
subsets or the totality of the evidence, critique it, say what it now means to you, 
perhaps what you learned in producing it, how it affected your subsequent work and 
thought and action. You might also demonstrate how your thinking led to, rather 
than followed, from the production of evidence and how that evidence has 
subsequently modified your thinking or led to changes in what you do.  

4. Structure The portfolio structure should be clear and explicit so that the assessors as well as 
you can readily find their way round the portfolio. At minimum, a contents list is 
necessary. 

5. Index The presentation of a digital and/or on-line rather than paper-based portfolio greatly 
increases the possibilities for sophisticated indexing and search. However, at 
minimum, an index to the main content is needed, unless this function is adequately 
met by the contents page. 

6. Mapping and claim You and your assessors alike will benefit from a short document or table showing 
which outcomes are claimed to be demonstrated in which part of the portfolio. In 
effect, this will summarise the main arguments and issues raised, and indicate why 
you believe that each item, and the items taken together, prove what they are 
intended to prove, about your development and achievement. 

Section 3 
Building a Portfolio on the Fellowship scheme 
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3b. What is a reflective commentary? 
 

When you write a reflective commentary you seek to make sense of your experience, to learn from 
your experience in an explicit and, hopefully, also a scholarly way. 
 
Some questions generate reflection, after you have answered the initial questions ‘What did I do?’ and 
‘What happened as a result?’: 

• ‘Why did those particular things happen?’ can generate pages of productive reflection, as can: 

• ‘To what extent am I satisfied with the effects of what I did?’ and its obvious follow-up questions: 

• ‘On what evidence (of whatever kind) do I take that view (about my satisfaction…)?’ 
• ‘Why did it succeed to the extent and in the ways I feel it did?’ and much the same question for the 

ways in which you feel it didn’t succeed. 
 
Thus far this has all been implicitly about one activity, one event, or one intervention. When you have 
collected and collated your answers to these or other questions about several of your development 
activities, events or interventions you can start to look for patterns. 
 
Or you could come at this from the other extreme, from the big picture. You could ask yourself what 
you believe about course design and learning and teaching and assessment and, of course, 
development. Then interrogate your practice to see how and how far and how successfully these 
beliefs are manifest in your practice, what compromises you may have made (and why), what values 
and beliefs seem to underpin your practice as well as those from which you started this analysis. This is 
another approach to writing a reflective commentary on your work: top down rather than bottom up. 
 
The key to reflective commentary is the asking and answering of questions, a critical and appreciative 
conversation with yourself about your work. (To avoid gaining the reputation of being someone who 
talks to themselves a lot, you may decide to have some of these conversations with colleagues, or your 
mentor, and make notes. Working in and developing learning communities is one of the SEDA values.) 
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3c. Case Studies Approach 
 
Case studies might be more appropriate if your recent work has been centred on a few large projects, 
or if you find you are repeating yourself in the outcomes section and to avoid massive cross 
referencing.  
 
This approach has a lot to recommend it, because: 

• it enables the candidates to provide a realistic view of their experiences as staff and educational 
developers 

• it avoids repetition and fragmentation; specific areas of activity need to be referred to once only 

• it can lead to a less-bulky and more-manageable portfolio than happens with the discretely-
sectioned approach. 

 
However, the case study approach has certain disadvantages too: 

• the portfolios can be more complex for the examiner to assess, with difficulty in locating specific 
material to link evidence to assertions.  

• there is increased danger that what may seem self-evident to the candidate may not be seen as 
evident by the assessors 

 
To avoid these pitfalls you’ll need to be extra careful to show where and how you have evidenced 
each of the outcomes – don’t leave it up to the assessors. 
 
 

A personal reflection on the case study approach 
 
Kate Exley FSEDA provides the following account of her use of the case study approach. 
 
 
Approach 
“I looked at the Values and Objectives and thought about major aspects of my work. I then produced a 
“working grid” of Objectives against possible case studies and projects. I ticked the elements which I 
thought each case study would address and then looked for gaps. (At this stage I added a further case 
study to the list). 
 
I then began writing case studies. I firstly pulled out papers from the filing cabinet and began collecting 
evidence. This helped me to structure and plan the case study. Writing each case study, once the 
evidence was collected together, took about three hours. The next day I would come back to the case 
study and re-evaluate it, in terms of case Objectives and Values, and where necessary change my 
“working grid”. 
 
For me, and for the case studies I selected, two aspects of the SEDA Scheme didn’t fit comfortably within 
this framework. I therefore supplemented the case studies with two short papers: “Equal Opportunities” 
and “Future Development”. 
 
 
Difficulties 

• Signposting and cross-referencing case studies, evidence, the SEDA Fellowship Values and Objectives. 
 

• Tensions between the “flow” of a whole case study and the depth/detail required for particular 
Objectives. 

 
 
Practical Details 
I wrote the grid, case studies, additional papers, personal development plan and introductory section in 
that order. If you choose to present your evidence in the form of case studies, you would probably find it 
useful to see examples of it working in practice, in which case you should contact the SEDA 
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Administrator to arrange sight of a successful SEDA Portfolio using this method. It may also be possible to 
request that one of the Fellowship holders who has used this method be your mentor. 
 
In any case, you should ensure that you: 

• very carefully cross-reference your case studies to the SEDA Fellowship Values and Objectives, 
perhaps using a colour coding system 

 

• provide the Assessors with clearly-expressed reflective commentaries in which you show not only 
where you claim that the Objectives and Values are demonstrated, but also you explain how these 
claims are justified 

 

• provide case studies which are sufficiently varied and extensive to support your assertions. 
 
If Specialist Topics are also to be covered within the case studies, you will need to ensure that they are 
sufficiently substantial to demonstrate your particular expertise in this area. 
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3d. From Associate to Full Fellowship 
 
The Associate Fellowship, gained from completing one of the courses offered by SEDA itself (rather 
than through an institution) leading to either of the awards ‘Staff and Educational Development’ or 
‘Leading Staff and Educational Development’ within the Professional Development Framework (PDF), 
is not a pre-requisite for the full Fellowship. However, some Associate Fellowship holders may find that 
their job moves on or that they gain more experience. They may then wish to gain a full Fellowship in 
recognition of the development of their experience and expertise. 
 
The work produced for a course that leads to the Associate Fellowship may, however, be drawn upon 
as part of your portfolio for the full Fellowship. Your mentor on the Fellowship scheme will be well 
placed to advise in this process. It is important to emphasise here that, in comparison to these courses, 
the full SEDA Fellowship has greater range and requires evidence of specialist topics. Where you have 
drawn on material from your work for one of these courses, then this should be indicated within the 
portfolio for your Fellowship.  
 
Please also note that evidence for achievement of the Fellowship outcomes must relate to work you 
have done recently – no earlier that five years before the date of submission of your portfolio. If parts 
of your evidence do relate further back than this, you will need to show how you have updated and 
developed such earlier work in your more recent practice.  
 
If any evidence presented in your course that led to the Associate Fellowship portfolio is more than 
five years old and this earlier work has not been further updated or developed then you may not use 
that particular piece of evidence to support the Outcomes for the full Fellowship.  
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3e. Advice on Building your Portfolio 
 
The following suggestions are adapted from tips supplied by the first generation of SEDA Fellowship 
holders and their assessors (including David Baume FSEDA, Liz Beaty FSEDA, Sally Brown FSEDA, Pat 
Cryer FSEDA, Diana Eastcott, Graham Gibbs, Hazel Fullerton FSEDA, Ivan Moore FSEDA and Alistair 
Wisker). You should give particular consideration to how your reader (i.e. the assessors!) can ‘navigate’ 
your portfolio, including the use of cross-referencing. 
 
✦ Start at both ends. Collect information on what you have done (and are doing), and work out 

which Outcome(s)it relates to. Simultaneously, address the Outcomes in turn, seeking ways you 
can accumulate evidence relating to them. 

 
✦ Think about standards. Don’t simply accumulate evidence that something has happened, without 

checking first that it is an example of best practice. 
 
✦ Extend yourself! Use your work towards achieving the Outcomes to extend the range of methods 

you use. 
 
✦ Fix your sights early. It gets much easier once you have identified the instances and examples you 

will include in your portfolio. Talk to your mentor at an early stage about which examples may be 
most relevant. 

 
✦ Get started quickly. Don’t put in too much detail. Start with just one part of Outcome 1 – any part, 

or a specialist area of expertise. 
 
✦ Develop a plan. For example, make up a grid where you can determine the evidence you already 

have (and that you will need to collect) for each Outcome (you could use the table in Section 2 or 
devise your own). 

 
✦ Start with what you already have. Sketch out an introduction to your portfolio, or a contents list, 

to help you identify the material you can already use, and where the gaps are. 
 
✦ Be economical. Show just as much evidence as you need to, and no more. Don’t put in a few 

extra pieces of evidence just for luck! 
 
✦ Don’t assume that anyone else will understand your evidence! Don’t assume that the evidence 

will speak for itself. Make notes of the context and rationale for each piece of evidence, and add 
your own reflections. 

 
✦ Keep an eye on quality. Word-process where possible – this makes it much easier to make 

improvements based on discussions with other people (for example your mentor). However, 
where appropriate do include handwritten notes as well as finished documents to illustrate 
development and progression. 

 
✦ Make your own filing system. Label up a series of packets or folders – one for each Outcome. 

Add bits and pieces to these packets over the weeks, and when you’ve got enough material, write 
the first draft of your commentary linking the whole collection together. 

 
✦ Index and cross-reference carefully. Don’t forget that other people need to be able to find their 

way easily through your portfolio – not least your assessors. 
 
✦ Make a summary of your evidence. This can serve as an Executive Summary of your portfolio, and 

is useful to you as a reminder of the shape of your portfolio as you prepare for assessment. 
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✦ Use different colours of paper. For example, use a separate colour for your discussions, to 
distinguish them from the evidence itself. Make sure that there is plenty commentary, both formal 
and informal. 

 
✦ Bind your act together! Test that any binders you use are big enough and strong enough. Plastic 

wallets are best avoided – they can explode!  
 
✦ Stick to what you agree to. You will have specified a submission date and your mentor may use a 

learning agreement with you to support you in meeting this deadline. 
 
✦ Share experience with others. Attend the support group meetings organised two or three times 

per year. You will find them very useful. 
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4a. Support for Registrants 
 

After registering on the Scheme you will have the opportunity to select a mentor from the list of 
current Fellowship holders. Your mentor will be able to provide advice on the appropriateness of the 
evidence and other content of your portfolio as well as guidance on its general structure, clarity and 
coherence. Additionally, SEDA may also provide other opportunities, such as support days, workshops, 
regional networks etc. for you to get together with other registrants for discussion and networking. 
Fellowship holders and registrants receive a newsletter which keeps them informed of events, 
developments within the scheme and recent awards. 
 
SEDA Fellowship Briefing and Development Days are provided two or three times a year in a variety of 
locations around the UK. The events are designed for: 

• Those considering the Fellowship; 

• Those recently registered; 

• Those requiring a ‘kick start’ or restart! 

• Those compiling their portfolios for assessment. 
 
The events are designed to give participants an opportunity to dedicate some time to progressing their 
Fellowship plans and reflecting on their continuing development. They provide a forum to meet other 
Fellowship candidates, look at Fellowship portfolios and discuss the common questions and problems 
faced in compiling them. It is hoped that this time will make the Fellowship process more personally 
valuable to the participants so that they can complete the process successfully. 
 
Details of forthcoming Briefing and Development Days can be found on the SEDA web-site 
(http://www.seda.ac.uk) and are also circulated with the regular SEDA mailings. 
 

Section 4 
Support on the Fellowship scheme 
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4b. Guidelines for Mentors / Mentees 
 

Introduction 
After candidates have attended a 'Briefing and Development' event and registered on the Fellowship 
scheme, mentoring is the main regular mechanism by which candidates are helped to produce their 
portfolio. Successful mentoring is a very rewarding experience for everyone if undertaken in the spirit 
of a supportive two-way process.  
 
The mentoring relationship may last for a number of years, as candidates are usually engaged in 
demanding jobs and are often unable to set aside a block of time to complete their portfolio. Another 
factor may be that the range of experience has not yet been obtained to meet all Outcomes and 
candidates may, therefore, put a partially completed portfolio on the back-burner while they are 
amassing the requisite experience. It is important, therefore, for mentors to be particularly vigilant in 
maintaining an on-going relationship with mentees. 
 
 
Definition 
Mentoring is a professional arrangement in which an experienced staff and educational developer, 
who is also a holder of the SEDA Fellowship, acts as a guide and support to a candidate. 
 
 
Responsibilities of Mentors 
Mentors have a responsibility to: 
• their candidates 
• other mentors in the Fellowship Scheme 
• the SEDA Fellowship Committee. 
 
 
Responsibility to Candidates 

• To arrange one meeting with their mentees as soon as possible after registration. This meeting could 
cover establishing expectations and ground rules about the mentoring relationship. This could be 
formalised, if desired, into a learning contract with a timetable for progress reports from the mentee 
and for the submission of the portfolio. It may also be useful at this meeting to discuss different 
approaches to compiling evidence. 

 

• To ensure regular contact with mentees in accordance with the agreed timetable. Mentors should 
aim to provide comments on progress reports as soon as possible, preferably within three weeks. 
Mentees should be encouraged to maintain the regime of communication even if negligible progress 
has been made. At their discretion, mentors may wish to hold intermittent face-to-face or virtual 
meetings with a group of their mentees to enhance mutual sharing and accelerate professional 
development.  

 

• To offer honest and regular feedback on work done. 
 

• To show an active interest in mentees' concerns and offer guidance as appropriate. 
 

• To serve as a confidante only to the extent that it promotes the professional development of the 
candidate. 

 

• To be at all times mindful of the professional ethics of confidentiality and not disclose information to 
third parties in a way that will identify the mentee. However, an anonymous discussion of issues and 
concerns of mentees may be raised with other mentors and with the SEDA committee if by so doing 
it will advance the professional practice of mentoring. 
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• To arrange a replacement as soon as possible where a mentor feels at any time unable to continue 
mentoring a particular candidate due to any factors, including pressure of work, personality clashes 
and acute professional differences.  

 
 
Responsibility to Other Mentors 
• To communicate with each other to discuss any concerns and issues that arise in the course of 

guiding their mentees. These concerns and issues may be wide ranging and include conceptual, 
practical, inter-personal and other dimensions. The purpose of communication is twofold: first, to 
reduce the isolation of individual mentors, which may be more problematic for new mentors, and 
second, to share experiences so that common approaches to similar issues and concerns can be 
developed. 

 
 
Responsibility to SEDA Fellowship Committee 
Once a year, as part of their Fellowship holder’s annual Continuing Professional Development (CPD) 
arrangements, mentors will submit a report on their activities and raise any issues for which guidance 
from the Committee may be sought. To facilitate this process, the Fellowship Committee has 
appointed a Mentor Co-ordinator.  
 
 
Entitlements of Mentors 
Access to other mentors, and if necessary, members of the Fellowship Committee, to discuss issues of 
concern. To aid this process, a contact list of all mentors and Fellowship Committee members, will be 
made available to mentors. Some time will be devoted to reflections on mentoring at the annual CPD 
meeting organised by SEDA. Further support will be offered as identified in the annual CPD reports. 
 
 
Responsibilities of Mentees 

• To produce a timetable for progress reports and a provisional date for the submission of the 
portfolio. 

 

• To maintain regular contact with the mentor in accordance with the agreed timetable. 
 

• To be prompt in presenting concerns and issues to the mentor and to be open to objective 
discussions of them. 

 
• To allocate time to the production of the portfolio. 
 
 

Entitlements of Mentees 
On registration for the Fellowship scheme, to be provided with a list of mentors from which a mentor 
can be chosen. 
 
To ask for a replacement or additional mentor if the mentee feels at any time unable to continue with 
the existing mentor. 
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4c. Information for Overseas (non-UK) Registrants 
 

SEDA very much welcomes registrants for the Fellowship from both the UK and beyond. Overseas 
holders to date come from a variety of countries including Australia, Hong Kong, Singapore and the 
Republic of Ireland.  
 
With telephone, email and video conferencing, mentoring and assessment at a distance need not be 
complicated nor expensive (see the example below from Angela and Marjorie). However, it can be 
useful to also have peers / critical friends close to hand who can offer support and guidance: if there is 
no Fellowship holder nearby, why not try to persuade a colleague or two to register for the scheme 
with you?! 
 
 
Mentoring at a Distance 
Angela Brew and Marjorie Mackinnon (April 2000) 
SEDA Fellowship holder Angela Brew (of the University of Sydney) recently visited Marjorie Mackinnon 
in the Centre for the Advancement of University Teaching (University of Hong Kong). 
 
Angela first met Marjorie when she asked her to be her SEDA Fellowship mentor. Marjorie has also 
been to Australia and they have had a number of mentorship meetings since, including one when 
Angela visited Hong Kong. 
 
In an interesting twist, Angela also turned the process on its head and used Marjorie as HER mentor for 
her 1999 development record. Their institutions have also benefited from them sharing methods of 
good practice in workshops. So, as Angela herself says, "you can see the process is really working!". 
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4d. SEDA Summer School for Staff and Educational Developers 
 

The SEDA Summer School for staff and educational developers has been running since July 2001 when 
it was instigated by a team that included Rhona Sharpe FSEDA, Liz Beaty FSEDA and Ranald 
Macdonald FSEDA. This three day course is designed for those who have a professional role as 
educational and academic developers in higher education. This includes HE in FE. It is aimed at those 
with less than three years experience in this role. Participants may include staff in educational 
development units, those who have a role in LTSN Centres or those responsible for co-ordinating 
teaching and learning developments in their department or faculty.  
 
The course is designed around workshop activities where participants focus on their own work, 
concentrating on developing the skills and conceptual framework necessary to plan, run and evaluate 
educational development activities to meet the needs of their institutions. It also includes an 
opportunity to learn more about the SEDA Associate Fellowship and Fellowship schemes.  
 
Sessions include the role of educational developers in managing change, practicalities of being an 
educational developer, and time for reflection and progress planning. These are practice based, 
facilitated by experienced educational developers and grounded in research on learning and teaching. 
The workshop element involves example case studies, role play and collaborative problem solving 
supported by a range of materials. The course includes opportunity for small group work and tutorial 
time with an experienced developer to support action planning. More information is available from the 
SEDA web-site (http://www.seda.ac.uk) 
 
This is what one of the organisers of the first Summer School said, followed by what a participant had 
to say about it: 
 
Liz Beaty, then of Coventry University: 
In advance of the three day workshop our plans had been based on the assumption that the course 
would attract those new to educational development. As the time drew near we realised that our 
participants would be a wide spread of people with varying experience and background.  Our final 
plans therefore included some choice for participants for different types of session and also some 
individual time for one to one tutorials.  Arriving at the venue I felt at once this was going to be a good 
three days. The hotel was comfortable and, for me, the availability of a swimming pool made a three 
day course well balanced.  The usual splendid organisation from the SEDA office was complemented 
by the conference centre which was well adapted for our needs.  
 
In hindsight, what I most enjoyed was how well the various facilitators worked together, as they arrived 
and departed over the three days. There has been a minimum of joint planning although the shape of 
the programme had been thoroughly worked out to include a variety of individual time, groups and 
plenary sessions.  The experience of my SEDA colleagues in passing the baton seamlessly between us 
with a minimum of fuss impressed me.  
 
The highlight for me was the use of individuals’ experiences in analysis of management of change.  I 
used a technique called human sculptures which required careful facilitation as it  can penetrate quite 
deep emotions although it is also fun.  I was pleased with the approach of the participants and their 
willingness to take part by using each other as resources for learning.  A second highlight was the 
individual sessions where I felt able to support people, albeit in a very small way, as they worked out 
their individual issues as educational developers.  Finally, the discussions over meal times were 
wonderful.  People with decades of experience sharing the world of educational development equally 
with those who were starting out and asking “what does it mean to be an educational developer”? We 
confirmed over the three days that one thing we share is a caring approach to the development of 
others and this was put into practice throughout the three days in the manner in which the sessions 
were conducted by all involved.  
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And from John Sweet: 
The Summer School  was held in a marvellous training facility hotel complex and secondly it was 
conducted by real enthusiasts and advocates for educational development. The participants were a 
very mixed group - but most have some everyday educational developmental role.  Some outstanding 
live wires came from the new LTSN centres.   
 
The range of activities kept the interest for all. The topics included 'models of educational 
development', 'scholarship of learning and teaching' and 'the role of the educational developer in 
managing change'.  Interspersed were reflective sessions where the participants could relate the course 
content to their own development, with a focus on the production of the portfolio for the FSEDA - with 
the help of a mentoring session.  
 

I particularly enjoyed a session on 'consultancy and mentoring' with some enlightened use of role-play. 
Whilst not a natural to the process, I surprised myself by finding 'psychodrama of human sculptures' 
such a meaningful way to express and begin to understand complex situations. Also how it could 
clarify elements to change.  
 
The whole group atmosphere of the students, the facilitators who came and went and Liz, Rhona and 
Ranald who were there for most of the time, was tremendously positive.  I have come away with a 
greater confidence to complete the FSEDA portfolio.  The key articles and International Journal for 
Academic Development have been particularly interesting to me and have pushed me to try to embed 
my own educational developmental practice a little more within the available scholarly evidence.   
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5a. You, your Assessors and the Assessment Process 
 
The Fellowship scheme is assessed through a portfolio and a formal interview. To achieve the award 
you must have produced a well-presented, coherent portfolio which provides evidence and 
commentary that clearly demonstrates achievement of the Outcomes. 
 
Your portfolio will be assessed by two assessors, each of whom will already have undergone 
assessment themselves as successful candidates for a SEDA Fellowship. The following flowchart 
provides a rough guidelines to the procedure that will be followed; the exact details will depend on 
individual circumstances: 
 
Flowchart of the Process 
 
 
Interview minus 6-8 weeks 

Candidate notifies Office of intention to submit 
portfolio 

Interview minus 5-6 weeks 
Candidate submits portfolio to lead assessor 

Interview minus 3-4 weeks 
Portfolio sent to second assessor 

Interview minus 2 weeks 
Assessors reconcile initial judgements 

Interview minus 7-10 days 

Lead assessor informs candidate of areas of 

interest & invites candidate to bring additional 
material if necessary. 

Assessment Interview  

Lead assessor ensures all pre-interview pro 

formas and feedback pro forma, & any 

expenses claims are complete & sends to 
SEDA Office. 

Interview plus 10 days  

SEDA Office informs candidate of 

recommendation and provides feedback pro 

forma. SEDA Office sends pro formas and 1 in 
5 portfolios to the external examiner. 

Interview plus 3 weeks  

Candidate sends reflective memorandum to 
SEDA Office 

Fellowships Committee ratifies 

recommendation. SEDA Office notifies 
candidate of the award. 

Section 5 

Assessment on the Fellowship scheme 
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Submitting your Portfolio 

• As your portfolio nears completion, it is recommended that you have a final consultation with your 
mentor. This is the point at which to commit yourself to a submission date and to inform the SEDA 
office when you will be submitting. 

 

• The Office will then appoint a lead assessor and a second assessor. 
 

• Submit your portfolio directly to the lead assessor. You may find it useful to make a copy of your 
portfolio for reference prior to and during your interview. 

 

• The lead assessor will make an initial assessment, using the First Assessor’s Log as shown at the end 
of this section. They will then send it to the second assessor but will not attach the completed pro 
forma. The second assessor will then make an initial, independent assessment using the Second 
Assessor’s Log as shown at the end of this section. 

 

• The assessors will then confer and discuss their independent judgements. (If done electronically, 
amendments can be made easily but a copy of the original should be kept). Any significant 
differences in the initial judgements, together with the reasons for any change of judgement 
through discussion, or any remaining differences between the assessors, will be noted in the 
relevant section of the form, or in a supplementary sheet. This process should be completed at 
least 10 days prior to the interview date. 

 

• If, as a consequence of the above process, the assessors feel it is unlikely that you will be able to 
meet the Fellowships standard through an interview on the basis of your submitted work, the lead 
assessor will advise you of this. In making this judgement they will take due regard to the scope 
that a candidate is allowed to revise a limited amount of the portfolio material following the 
interview, as outlined under ‘Reassessment’ in Section 5b below. They will suggest the interview be 
postponed until you have been able to revise your portfolio. They will provide written feedback on 
the basis of their discussions. 

 

• If the revised portfolio is presented for assessment and is still found wanting, further assessment will 
be carried out by one of the initial assessors and by a new assessor. 

 

• If your portfolio is considered ready for assessment, the lead assessor will contact you to arrange 
the time and location of the assessment interview, this will normally take place between three and 
seven weeks after the submission of your portfolio. The lead assessor will also indicate the areas 
the assessors wish to cover in the interview. The assessor may invite you to present additional 
material at the interview. 

 
We would normally expect assessors to reach agreement during the assessment process. If at any point 
during the process they are unable to reach an appropriate agreement, they should in the first instance 
contact the Chair of the Fellowships Committee. Should the two assessors not be able to reach an 
agreement following advice from the Chair, then the Chair will refer the issue to a third assessor for a 
decision.  
 
The Assessment Interview 
The primary purposes of this interview are as follows: 
1. To help your two assessors make a judgement on whether you have met the required outcomes of 

the SEDA Fellowship. This may involve you in the following processes: 
- explaining more fully the context of a piece of work, so that the assessors can understand it 

better. (You may be asked to add this explanation, in written form, to your portfolio after the 
interview). 

 
- explaining more clearly the status of a piece of evidence in your portfolio. (Again, you may be 

asked to add such an explanation as an annotation to the evidence after the interview). 
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- elaborating on your reflections on how your work (i.e. that work which is evidenced in your 
portfolio) is informed by the SEDA Values. (Again, you may be asked to add to the reflections 
contained in your portfolio). 

 
2. To give you feedback on the work which you do as an academic staff and educational developer, 

as evidenced in your portfolio. This feedback will take two forms: identifying and discussing with 
you particular strengths in your work, upon which you might build; identifying and making 
suggestions about ways to develop further other areas of your work. 

 

• Possible outcomes of the interview are: 
- You will be recommended to the Fellowships Committee for a Fellowship or Associate 

Fellowship. 
- You are asked to provide further evidence of achievement on certain limited parts of the 

Outcomes by a specified date. 
- You are invited to resubmit your portfolio and undergo a second interview (though this is highly 

unlikely, given the preparatory stage). 
 

• During or immediately following the interview, the assessors will agree and complete a feedback 
pro forma, shown at the end of this section, which will be sent to you. 

 

• The lead assessor will inform the SEDA Office of the recommendation the assessors will make to the 
Fellowships Committee. They will also feed back any process issues likely to be of value to other 
assessors. The Office will then write to you to: 
- Inform you of this recommendation. 
- Provide you with a copy of the feedback pro forma completed by the assessors, and 
- Ask you to send a reflective memorandum on the process of assessment to the SEDA Office, by 

a specified date. Whilst this is an integral part of the assessment process, its content will not 
influence the recommendation which the assessors will make to the Committee. It is intended to 
enable the Committee to monitor the various perspectives on the assessment process. 

 

• The SEDA Office will send all documentation relating to the assessment to the external examiner. 
One in five portfolios will be sent to the external examiner. 

 

• Following the meeting of the Fellowships Committee which considers the recommendation of your 
assessors, the SEDA Office will contact you with formal notification of your award. You may be 
asked in this letter whether particular aspects of your practice as an academic staff and educational 
developer may be disseminated to a wider audience. 
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5b. Assessment Criteria and Grade Descriptors  
 

Assessment Criteria 
The following criteria will be used to assess your portfolio: 
A) The degree to which each of the outcomes have been met. 
 
B) The quality of the references and the extent to which they are judiciously chosen (for the 

Fellowship only). 
 
C) The extent to which the portfolio demonstrates critical reflection on practice, with clear and 

realistic indications provided for the improvement of future practice. 
 
D) The extent to which the evidence provided as a whole is current, authentic, and of an appropriate 

range.  

 

Grade descriptors 
 

A1. The degree to which the first outcome has been met: 
Adopt an appropriate approach to the planning, design / delivery and evaluation of a range of staff and 
educational development activities. 
Evident:  

Each of the required examples contributes evidence to meeting the relevant sub-category of the 
outcome. The commentary and examples together provide sufficient evidence that the outcome as 
a whole has been met. 

 
Not fully evident:  

EITHER at least one of the required examples fails to contribute evidence to meeting the relevant 
sub-category of the outcome OR the commentary and examples together provide insufficient 
evidence that the outcome as a whole has been met. 

 
A2. The degree to which the second outcome has been met: 
Demonstrate expertise in three specialist topics. 
Evident:  

Each of the specialist topics provides sufficient evidence for the following: 
a) Justification for the choice as an area of expertise appropriate to staff and educational development. 
b) Knowledge based in the area of expertise (including relevant literature and knowledge of others’ 

work in the area) 
c) How the area of expertise has been used in your work (unless you are focusing on your own role as 

your area of expertise). 
d) Evaluation of work done. 
e) Continuing development or updating of knowledge in this area. 
 
Not fully evident:  

At least one of the three specialist topics fails to provide sufficient evidence under the above 
categories 

 
A3. The degree to which the third outcome has been met: 
Have a critical and scholarly approach to your own professional practice and development. 
Evident:  

The portfolio provides sufficient evidence that each of the subcategories of the outcome has been 
met. 

 
Not fully evident:  

The portfolio provides insufficient evidence that each of the subcategories of the outcome has been 
met. 
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A4. The degree to which the fourth outcome has been met: 
Demonstrate a commitment to the underpinning SEDA Values. 
Evident:  

EITHER Each of the required examples contributes evidence to meeting the specified values OR the 
commentary explicitly identifies relevant evidence and this evidence demonstrates sufficient 
commitment to each of the values.  

 
Not fully evident:  

EITHER at least one of the required examples fails to contribute evidence to meeting the relevant 
value OR the commentary fails explicitly to identify relevant evidence OR the evidence that has 
been identified as relevant fails to demonstrates a sufficient commitment to each of the values. 

 
A5. The degree to which the fifth outcome has been met: 
Have actively promoted staff and educational development. 
Evident:  

Each of the required examples contributes evidence to meeting the relevant sub-category of the 
outcome. The commentary and examples together provide sufficient evidence that the outcome as 
a whole has been met. 

 
Not fully evident:  

EITHER at least one of the required examples fails to contribute evidence to meeting the relevant 
sub-category of the outcome OR the commentary and examples together provide insufficient 
evidence that the outcome as a whole has been met. 

 
The following grade descriptor also applies to each of the above outcomes. 
Commendable: (in addition to satisfying the requirement that the outcome is evident)  

The evidence presented for the outcome contains material of noteworthy excellence or innovatory 
quality, which assessors wish brought to the attention of other candidates or those in the field 
generally. 

(Note: the permission of the candidate must be given before the specified material can be brought to 
wider attention.) 
 
 
B. The quality of the references and the extent to which they are judiciously chosen.  
Commendable:  

Highly judicious in choice of an extensive range of excellent references, providing a basis to 
underpin the candidate's practice and the commentary in a way that is both scholarly and original. 

 
Evident:  

An appropriate choice of an acceptable range of references, providing a scholarly basis to underpin 
the commentary. 

 
Not fully evident:  

An inadequate use of or, an insufficient number of, references, failing to provide a scholarly basis for 
the commentary  

 
 
C. The extent to which the portfolio demonstrates critical reflection on practice. 
Commendable:  

The commentary both demonstrates a critical understanding of the candidate's practice that is 
highly analytical in style and approach, and it provides indications for the development of that 
practice which the assessors wish brought to the attention of other candidates or those in the field 
generally. 
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Evident:  
The commentary both demonstrates a critical understanding of the candidate's practice that at times 
is analytical in style and approach, and it provides appropriate indications for the development of 
that practice. 
 

Not fully evident:  
The commentary demonstrates an understanding of practice that is marked by any substantive 
element of criticality, and that provides indications for the development of practice that are either 
minimal or inappropriate. 

 
 
D. The extent to which the evidence provided as a whole is current, authentic, and of an 
appropriate range. 
Commendable:  

The evidence demonstrates an exemplary range of practice, extending beyond the standard range 
of work within staff and educational development in ways that the assessors would wish brought to 
the attention of other candidates or those in the field generally. 

 
Evident:  
 The evidence largely relates to work that has completed within five years of the date of submission 

of the portfolio, and where parts of the evidence relate further back than this, the portfolio 
demonstrates that the candidate has updated and developed such work in practice within the last 
five years. The portfolio at least implicitly makes clear the nature and extent of the candidate's role 
in any evidence that was based on collaborative work. The evidence is of an appropriate range, 
showing both variety (for example, in terms range of clients worked with, methods used, goals 
achieved, etc) and breadth (for example, including some wide-ranging work). 

 
Not fully evident:  

EITHER The evidence either includes a majority of material that relates to work that was completed 
more than five years before the date of submission of the portfolio or contains work that has not 
been updated and developed within the last five years. OR The portfolio contains work of a 
collaborative nature where the nature and extent of the candidate's role is not apparent. OR The 
evidence is of an inappropriate range, failing to show either variety or breadth. 

 
(Note: add to a relevant piece of documentation, space for the candidate to give permission for any 
material identified by the assessors to be brought to the attention of either candidates or others in the 
field more generally. The permission will need to be specific for each piece of material so identified.) 
 

Advice on interpreting the assessment criteria 
 
Professional and scholarly judgment is required in order to interpret the requirements of the outcomes 
and assessment criteria on the Fellowships Scheme. While candidates are welcome to argue for a 
specific interpretation of the notions referred to within the scheme, it remains for the assessors to 
judge whether an interpretation holds on a professional and scholarly level.  In helping to establish 
common expectations across the assessment on the scheme it will thus help to provide guidance on 
issues that arise most frequently or are particularly critical within the assessment process or are likely to 
give rise to debate. 
 
The nature of staff and educational development  
An important judgement is made in relation to the nature of staff and educational development; as this 
affects what evidence may be presented against the outcomes and assessment criteria. We quote here 
the definition of staff and educational development provided within the text most directly relevant to 
the scheme (Kahn and Baume, 2003):   
 

the systematic and scholarly support for improving both educational processes and the practices 
and capabilities of educators (p1) 
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It is clear, for instance, that evidence contained within the portfolio or presented within the interview 
which simply concerns teaching remains problematic. Where material is included that has teaching 
with students as its primary focus (rather than involving educators participating in a programme of 
professional development), then it remains important to assess whether the material presents evidence 
that concerns support for improving an educational process or improving the practices and capabilities 
of educators. 
 
Criticality and reflection 
It is clear that the terms ‘critical’ and ‘reflective’ are contested across the sector, with a range of 
interpretations in place. Candidates and assessors should interpret these terms primarily on the basis of 
the guidance provided within the Fellowships Handbook, paying particular attention to the language 
used within the assessment criteria and outcomes. Thus, in assessing whether the portfolio 
demonstrates ‘critical reflection on practice’, the assessors will pay particular attention to the extent to 
which: connections are made in the portfolio with the practice of the candidate; clear and realistic 
suggestions are made for the improvement of future practice; and the commentary demonstrates 
understanding that is analytical in style and approach.    
 
Commitment to the underpinning SEDA values 
In assessing whether the candidate has demonstrated commitment to the underpinning SEDA values, 
assessment criteria A clearly indicates that the commentary is explicitly to identify relevant evidence 
and that this evidence is to demonstrate sufficient commitment to each of the values. Where evidence 
is implicit rather than explicit in providing evidence of commitment to a value, then candidates are 
advised to articulate within the commentary the reasons as to why the evidence is relevant. Candidates 
are advised that the assessors will pay particular attention to any material presented within the 
portfolio or during the interview that might reasonably be felt to go against the SEDA values. 
 
 
 

Developmental profiles for outcomes 
1. I have not really considered how to do this nor do I have any direct experience to reflect on. I can 

thus produce no evidence of achieving this outcome. 
 
2. I have started to think about this but I have only limited experience to draw upon.  I can produce 

little or no evidence to demonstrate I have achieved this. 
 
3. I have thought about this and I have experience of doing it. However I can produce few examples 

to demonstrate that I have achieved this outcome. 
 
4. I have thought carefully about this and have had experience of doing it. I can produce examples 

that demonstrate I have achieved this. 
 
5. I have thought carefully about this and have various experiences of doing it.  I can produce many 

examples that demonstrate I have achieved this outcome. 
 

 
Conditions for proceeding to interview, or for triggering a new interview   
 
In order for the candidate initially to proceed to interview the assessors must believe that there is a 
reasonable likelihood, on the basis of this portfolio, that the candidate will be able to meet the 
Fellowship standard through an interview.  
 
In reaching this judgment the assessors should note that further evidence may be presented by the 
candidate following the interview for a maximum of three sub-categories of the outcomes (of which at 
most one will be a specialist area of expertise) without triggering a new interview. Each of the other 
assessment criteria also normally needs to be met, although at the discretion of the assessors if a single 
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aspect of criteria B-D has not been addressed then further evidence can also be requested without 
triggering a new interview.  
 
For instance, Assessment Criteria D includes the following requirement: ’The evidence largely relates to 
work that has been completed within five years of the date of the submission of the portfolio, and 
where parts of the evidence relate further back than this, the portfolio demonstrates that the candidate 
has updated and developed such work in practice within the last five years.’ It might be the case that a 
piece of work was included that was completed more than five years ago, but which has not been 
updated. In this case the assessors could ask for the omission to be rectified without triggering a new 
interview. Where a portfolio would require substantive work in relation to criteria B-D in order to meet 
the required standard as a result of the interview (e.g. where the references are clearly inadequate or 
the material is substantially dated, then the assessors are advised not to proceed to interview).    
 
If the assessors feel that the candidate is likely to need to demonstrate more than three sub-categories 
of the outcomes for criteria A or more than a single aspect of one of the criteria B-D, then the 
assessors should not proceed to interview, but should complete the Initial Assessment Report Form, 
and return it to the SEDA Office.  
 
If after the interview the assessors judge that more than three sub-categories of the outcomes for 
criteria A or more than a single aspect of one of the criteria B-D remain to be demonstrated, then the 
portfolio should be revised and re-submitted to one of the original assessors and one new assessor.  
 
If the portfolio has been judged not ready for interview or a new interview has been triggered, then the 
candidate and the candidate’s mentor should consider together whether any changes in the pattern of 
mentoring would be advisable. It may be appropriate in such a case for a new mentor to be agreed; in 
this case the candidate should contact the SEDA office or the Mentor coordinator in order to help 
agree a further mentor.   
 
(Note: the first outcome has sub-categories a)-d); the second outcome has sub-categories a)-e) for each 
specialist topic; the third outcome has sub-categories a)-d); the fourth outcome has sub-categories a)-f); 
and the fifth outcome has sub-categories a)-b). 
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5c. Quality Assurance 
 
The scheme is intended to be:  

• Developmental – candidates are invited to a ‘Briefing and Development’ day and are supported by 
a mentor. The process of reflecting on and demonstrating that the Outcomes are met, itself 
increases capability and competence. 

 

• Transparent – through the regulations and procedures, the spirit and the purpose of the scheme 
remain clearly visible 

 

• Rigorous – accreditation involves demonstrating a valid, criterion-based and widely accepted 
professional standard through rigorous assessment.  

 
The overall standards of the scheme are monitored by the SEDA Executive Committee, informed by 
reports from the Fellowship Committee and the scheme’s External Examiner. The External Examiner is 
appointed for a period of three years, with scope normally to extend this for a further year.  
 
As new Fellowships are awarded, the holders in turn become eligible to act as assessors. Fellowships 
will be assessed by two full Fellowship holders.  
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5d. Advice to Assessors 
 
On reading a portfolio 
 

• Get a quick overview first. Skim through the portfolio, reading the introduction or context-setting 
pieces, seeing how the portfolio is organised, how the material is cross-referenced, and getting a 
“feel” for what’s there. 

 

• Use your assessor’s log. After the first skim, use the log as soon as you start reading – you won’t 
remember everything, and you don’t want to have to re-read the early sections just to have to make 
the notes! 

 

• Keep the Fellowship Values list in front of you.  Log evidence of the values as you work through it. 
Do keep notes to help structure the assessment interview. 

 

• It takes 4-6 hours to read a portfolio. This involves making notes, and at least a further hour of 
discussion or correspondence with the ‘other’ assessor. 

 

• Do it in one go even if it takes half a day. Enjoy it, you’ll find many great ideas which you can use 
– of course only with the express permission of the candidate after the interview. 

 

• Focus on the evidence.  We need to remember that we are assessing the work that candidates put 
forward and not the person. Keep the Outcomes clearly in mind. 

 

• Be organised.  You might work by adding comments (and queries to yourself) on post-its at 
appropriate points in the portfolio as soon as you start to work through it, then you can use these to 
amplify the notes you make on the assessor’s log pro-formas. 

 
On structuring the interview  
The following suggestions summarise advice on how the two assessors may best work together to 
structure the assessment interview. 
 

• Be positive.  Remember to plan to bring in positive comments and questions of interest, as well as 
questions of challenge. 

 

• Agree which Outcomes to lead on.  Don’t try to attempt to cover them all -  this takes much too 
long. 

 

• Be clear about the other assessor’s ratings. Have a copy of their ratings in front of you.  
 

• Decide questions individually. Each of the assessors should set out a number of questions 
individually, then combine the lists, and allocate responsibility for each question for the interview. 

 

• Discuss areas of strength. Plan to get the ‘feel’ of the person’s work. Discuss any areas of doubt. 
Decide what the questions to ask are, and who should ask each question. 

 

• Be prepared in advance. Do as much planning as possible before the assessment interview. It really 
helps if you have all the questions on paper before the interview. 

 

• Keep a sense of perspective. We are in the midst of the development of critical professional 
judgment about staff development work. We need to be able to step back and be aware of this 
process. 

 
On conducting interviews 
The points below should prove particularly helpful to future candidates, and not just to assessors. 
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• Be reassuring to start with. Clarify the areas in which there are no problems, then begin to address 
any areas where there are matters outstanding. 

 

• Start with positive feedback. If possible give an indication of the expected outcome. Then lead off 
with straightforward questions, not “killers”! 

 

• Encourage the candidate to self-assess and justify. 
 

• Make it developmental for the candidate.  Don’t be in a rush – listen. 
 

• Be kind to candidates. Even experienced staff and educational developers can be nervous. Frame 
the experience, as far as possible, with positive comments. Ask a general question to allow the 
candidate to “free up” before hitting them with the hard questions! A list of questions written out 
for the candidate to see is helpful. 

 

• Keep a balance.  Peer assessment can be quite stressful for both candidate and assessor. The 
balance between challenge and support is crucial. 

 

• Provide legible feedback to candidates. If your notes are indecipherable, it would be better to type 
them up in order to provide meaningful feedback. 
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5e. Advice to candidates (and mentors) 
 
The following suggestions come from people who have already served as assessors. It’s useful for your 
mentor to know as much as possible about the ways assessment interviews work, so that he or she can 
give you every support (and even rehearsal) before the event. 
 

• Read your evidence (again) shortly before the interview. Make sure that you check again through 
the Outcomes before the interview. It is helpful when you can take interviewers directly to 
examples which will answer, counter, or develop their questions. 

 

• Be open and sharing. Be critical and reflective. The role of the assessor is gently teasing out 
adequate evidence – not criticising. 

 

• Hear the good news. Try not to be defensive. 
 

• Use the interview as a developmental opportunity. Be open. Trust the process. 
 

• Enjoy your interview! There are so few opportunities to indulge in where people are talking about 
your work and you are able to talk about yourself and your beliefs for over an hour! 

 
• Don’t worry too much (I did!). Remember the worst outcome is likely to be more time to 

complete the portfolio and/or a requirement for additional evidence, rather than a failure. 
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5f. Assessment Pro Formas 
 

SEDA Fellowships Assessment - First Assessor’s Log 
 
Candidate: 

 

First Assessor:    Second Assessor: 

 

Portfolio received on: 

 

Please indicate if this is a reassessment:   Yes  □  No  □ 

 

CRITERION A: EVIDENCE OF OUTCOMES 

(Evident? Comments /questions for interview) 

 

1 Adopt an appropriate approach 

1a Considered needs and contexts 

1a.1   ....................................................................................................  

1a.2   ....................................................................................................  

1a.3   ....................................................................................................  

1a.4   ....................................................................................................  

 

1b Designed activities 

1b.1   ....................................................................................................  

1b.2   ....................................................................................................  

1b.3   ....................................................................................................  

1b.4   ....................................................................................................  

 

1c Provided feedback 

1c.1   ....................................................................................................  

1c.2   ....................................................................................................  

1c.3   ....................................................................................................  

1c.4   ....................................................................................................  

 

1d Evaluated your work 

1d.1   ....................................................................................................  

1d.2   ....................................................................................................  

1d.3   ....................................................................................................  

1d.4   ....................................................................................................  

2 Specialist Topics 

Title of topic Comments / questions for interview 

 

Topic 1   ......................................................................................  
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Topic 2   ......................................................................................  

Topic 3   ......................................................................................  

 

Checklist for assessor: Topic 1 Topic 2 Topic 3 

(a) evident / not fully evident    

(b) evident / not fully evident    

(c) evident / not fully evident    

(d) evident / not fully evident    

(e) evident / not fully evident    

 

3 Critical and Scholarly Approach 
Evident? Comments / questions for interview 

3a   .............................................................................................  

3b   .............................................................................................  

3c   .............................................................................................  

3d   .............................................................................................  

 

4 Values 
Where found? Evident? Comments / questions for interview 
 
a)   How people learn   ................................................................................ 

b)   Scholarship, professionalism and ethical practice  .....................................  

c)   Learning communities  ...........................................................................  

d)   Diversity and inclusivity  ........................................................................  

e)   Reflection  ............................................................................................  

f)   Development of people and processes  .....................................................  

 

5 Actively Promoted (not Associate Fellowship) 
Evident? Comments / questions for interview 

 

5a  ..............................................................................................  

5b  ..............................................................................................  

  

 

CRITERION B: QUALITY OF REFERENCES 

(Evident? Comments / questions for interview) 

 

...................................................................................................  

...................................................................................................  
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CRITERION C: EXTENT OF CRITICAL REFLECTION 

(Evident? Comments / questions for interview) 

 

...................................................................................................  

...................................................................................................  

 

CRITERION D: CURRENCY / RELEVANCE OF EVIDENCE 

(Evident? Comments / questions for interview) 

 

...................................................................................................  

...................................................................................................  

 

PORTFOLIO SENT TO SECOND ASSESSOR ..........................  ON  ................... 
(Please use a secure method of delivery—keep a receipt for the cost and attach it to your 

Assessment Interview Report after the interview) 

 

 

ARRANGEMENTS FOR INDUCTION OF SECOND ASSESSOR 
 

 

 

OR  
 

Please tick to confirm that the second assessor has previously assessed under the scheme □ 
 

 
 

NOTES FOLLOWING CONVERSATION WITH SECOND ASSESSOR  
 
(The conversation is to be carried out after the second assessor has completed their 

assessment of the portfolio, and before the candidate is informed as to whether the 
assessment will proceed to interview.) 

 
CRITERION A 
OUTCOME 1   New judgement  Reason for change 

where I have changed 
my judgement 

 
 
 

 
OUTCOME 2   New judgement  Reason for change 

where I have changed 
my judgement 

 
 
 

 
 

OUTCOME 3   New judgement  Reason for change 
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where I have changed 

my judgement 
 

 
 

 
 
OUTCOME 4   New judgement  Reason for change 

where I have changed 
my judgement 

 
 
 

 
 

OUTCOME 5   New judgement  Reason for change 
where I have changed 
my judgement 

 
 

 
 
 

CRITERION B  New judgement  Reason for change 
where I have changed 

my judgement 
 
 

 
 

 
CRITERION C  New judgement  Reason for change 
where I have changed 

my judgement 
 

 
 

 
 
CRITERION D  New judgement  Reason for change 

where I have changed 
my judgement 

 
 
 

 
 

 
DECISION FOLLOWING CONVERSATION WITH SECOND ASSESSOR  
 

□ There is a reasonable likelihood on the basis of this portfolio that the candidate will be able 

to meet the Fellowship standard through an interview, and that the candidate is thus ready 

to proceed to interview.  
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Note: The assessors should notify the SEDA office of their decision, and proceed to arrange 

a date for the interview with the candidate.    

 

 

□ It does not seem reasonable to expect that the candidate will be able to meet the Fellowship 

standard through an interview.  

 

Note: The assessors thus feel it is likely that, after the interview, the candidate will still 

need to demonstrate more than three sub-categories of the outcomes for criteria A or more 

than a single aspect of one of the criteria C-D. (See the note on Page x of the Fellowships 

Handbook.) In this case the assessors should complete the Initial Assessment Report Form, 

and return it to the SEDA Office. 

 
 
 

 
 

QUESTIONS FOR THE INVERVIEW (as appropriate) 
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SEDA Fellowships Assessment - Second Assessor’s Log 
 
Candidate: 

 

First Assessor:    Second Assessor: 

 

Portfolio received on: 

 

Please indicate if this is a reassessment:   Yes  □  No  □ 

 
CRITERION A: EVIDENCE OF OUTCOMES 
(Evident? Comments /questions for interview) 
 
1 Adopt an appropriate approach 

1a Considered needs and contexts 

1a.1   ....................................................................................................  

1a.2   ....................................................................................................  

1a.3   ....................................................................................................  

1a.4   ....................................................................................................  

 

1b Designed activities 

1b.1   ....................................................................................................  

1b.2   ....................................................................................................  

1b.3   ....................................................................................................  

1b.4   ....................................................................................................  

 

1c Provided feedback 

1c.1   ....................................................................................................  

1c.2   ....................................................................................................  

1c.3   ....................................................................................................  

1c.4   ....................................................................................................  

 

1d Evaluated your work 

1d.1   ....................................................................................................  

1d.2   ....................................................................................................  

1d.3   ....................................................................................................  

1d.4   ....................................................................................................  

2 Specialist Topics 

Title of topic Comments / questions for interview 

Topic 1   ......................................................................................  

Topic 2   ......................................................................................  

Topic 3   ......................................................................................  
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Checklist for assessor: Topic 1 Topic 2 Topic 3 

(a) evident / not fully evident    

(b) evident / not fully evident    

(c) evident / not fully evident    

(d) evident / not fully evident    

(e) evident / not fully evident    

 

3 Critical and Scholarly Approach 
Evident? Comments / questions for interview 

3a   .............................................................................................  

3b   .............................................................................................  

3c   .............................................................................................  

3d   .............................................................................................  

 

4 Values 
Where found? Evident? Comments / questions for interview 
 
a)  How people learn   ................................................................................. 

b)  Scholarship, professionalism and ethical practice  ...................................... 

c)  Learning communities  ............................................................................ 

d)  Diversity and inclusivity  ......................................................................... 

e)  Reflection  ............................................................................................. 

f)  Development of people and processes  ...................................................... 

 

5 Actively Promoted (not Associate Fellowship) 
Evident? Comments / questions for interview 
 
5a  ..............................................................................................  

5b  ..............................................................................................  
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CRITERION B: QUALITY OF REFERENCES 

(Evident? Comments / questions for interview) 

 

...................................................................................................  

...................................................................................................  

 

CRITERION C: EXTENT OF CRITICAL REFLECTION 

(Evident? Comments / questions for interview) 

 

...................................................................................................  

...................................................................................................  

 

CRITERION D: CURRENCY / RELEVANCE OF EVIDENCE 

(Evident? Comments / questions for interview) 

 

...................................................................................................  

...................................................................................................  

 
NOTES FOLLOWING CONVERSATION WITH FIRST ASSESSOR BEFORE THE 

INTERVIEW 
 
CRITERION A 

OUTCOME 1   New judgement  Reason for change 
where I have changed 

my judgement 
 

 
 
 

 
 

OUTCOME 2   New judgement  Reason for change 
where I have changed 
my judgement 

 
 

 
 
 

 
OUTCOME 3   New judgement  Reason for change 

where I have changed 
my judgement 
 

 
 

 
 
 

 
OUTCOME 4   New judgement  Reason for change 
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where I have changed 

my judgement 
 

 
 

 
 
OUTCOME 5   New judgement  Reason for change 

where I have changed 
my judgement 

 
 
 

 
 

 
CRITERION B  New judgement  Reason for change 
where I have changed 

my judgement  
 

 
 
 

 
 

CRITERION C  New judgement  Reason for change 
where I have changed  
my judgement  

 
 

 
 
 

 
CRITERION D  New judgement  Reason for change 

where I have changed 
my judgement  

 
 
 

 
 

 
QUESTIONS FOR THE INVERVIEW 
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SEDA Fellowships Assessment - Initial Assessment Report 
Form 
 

 
To Candidate: 

 

First Assessor: 

 

Second Assessor: 

 

Date:       /        /     

 

Having assessed your portfolio independently we judge that the portfolio is not yet 
ready for you to proceed to an interview. You have yet to demonstrate one or more of 

the assessment criteria (A-D) (with more than three sub-categories of the outcomes 
for criteria A or more than a single aspect of one of the criteria B-D remaining to be 
demonstrated – see note under Section 5b of the Fellowships Handbook referring to 

conditions for proceeding to interview):  
 

 
 

 
 
 

 
 

 
 
We should like to offer you the following comments so help you adapt your portfolio 

appropriately for you to proceed to an interview: 
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Completed First Assessor’s Log appended  □ 

 

Completed Second Assessor’s Log appended  □ 

 

 
 

Signed: First Assessor: .............................................................. 
 
 

  Second Assessor:  .......................................................... 
 

 
  Date:          /            / 
 

 

Please return this form completed and typed as soon as possible following the initial 

assessment to: 
 

SEDA 

Woburn House, 20 – 24 Tavistock Square, London WC1H 9HF 
Tel: 020 7380 6767   Fax: 020 7387 2655 E-mail: office @seda.ac.uk 
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SEDA Fellowships Assessment – Interview Coversheet  
 
 
First Assessor:  

 

 

Second Assessor: 

 

 

Candidate: 

 

 

Interview held on (date):      /        /     at (time):  

 

 

 

 

Completed Interview Report form appended  □ 

 

Completed First Assessor’s Log appended  □ 

 

Completed Second Assessor’s Log appended   □ 
 
 

Signed: First Assessor: .............................................................. 
 
  Date:          /            / 
 

 

 

 

 

Award approved by Fellowships Committee: 

 

 

Signed: Chair: ............................................................................ 
 

  Date:          /            / 
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SEDA Fellowships Assessment - Interview Report Form 
 
To Candidate: 

First Assessor: 

Second Assessor: 

Interview held on (date)      /        /     at (time) 

 

Having assessed your portfolio independently, and having conducted an assessment 

interview, we judge that: (please delete as appropriate) 
 

a. You have demonstrated all the assessment criteria (A-D) as described in the 
scheme handbook and should therefore be awarded a SEDA Fellowship. 

 

 
 

b. You have yet to demonstrate one or more of the assessment criteria (A-D) 
(with at most three sub-categories of the outcomes for criteria A and at most a 

single aspect of one of the criteria B-D remaining to be demonstrated – see 
note under Section 5b of the Fellowships Handbook referring to conditions for 
proceeding to interview):  

 
 

 
 
 

 
 

 
We have agreed that evidence of these criteria should be presented to us by 
......................................  

 
When you subsequently present the evidence we shall annotate the appropriate 

sections on this form to indicate the date of the new assessment decision and 
sign the annotation.   

 

 
c. You have yet to demonstrate one or more of the assessment criteria (A-D) 

(with more than three sub-categories of the outcomes for criteria A or more 
than a single aspect of one of the criteria B-D remaining to be demonstrated –
see note under Section 5b of the Fellowships Handbook referring to conditions 

for proceeding to interview):  
 

 
 
 

 
 

 
 
 

We have agreed that when evidence of achievement of these criteria has been 
collected, the whole portfolio should be presented to 

....................................... (one of the current assessors) and a new assessor. 
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For all candidates: 

 
d. We should like to offer you the following comments about your strengths as a 

staff and /or educational developer: 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
e. We should like to offer you the following ideas for further development of 

your profile / skills / knowledge ... 
 

 

 
 

 
 
 

 
 

 
 
 

 
 

 
Signed: First Assessor: .............................................................. 

 
 
  Second Assessor:  .......................................................... 

 
 

  Date:          /            / 
 

 

 

 

 

Please return this form completed and typed as soon as possible following the 
interview to: 

 
SEDA 

Woburn House, 20 – 24 Tavistock Square, London WC1H 9HF 
Tel: 020 7380 6767   Fax: 020 7387 2655 E-mail: office @seda.ac.uk 
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NOTES MADE BY FIRST AND SECOND ASSESSORS FOLLOWING THE 

INTERVIEW 
 

 
CRITERION A 

OUTCOME 1   New judgement  Reason for change 
where I have changed 
my judgement 

 
 

 
 
 

OUTCOME 2   New judgement  Reason for change 
where I have changed 

my judgement 
 
 

 
 

 
OUTCOME 3   New judgement  Reason for change 
where I have changed 

my judgement 
 

 
 
 

 
OUTCOME 4   New judgement  Reason for change 

where I have changed 
my judgement 
 

 
 

 
 

OUTCOME 5   New judgement  Reason for change 
where I have changed 
my judgement 

 
 

 
 
 

CRITERION B  New judgement   Reason for change 
where I have changed   

my judgement 
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CRITERION C  New judgement  Reason for change 

where I have changed 
my judgement 

 
 

 
 
 

CRITERION D  New judgement  Reason for change 
where I have changed 

my judgement 
 
 

 
 

 
 
OTHER COMMENTS 
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Introduction 
Before lodging an appeal, the individual involved should contact the Chair of the Fellowships 
Committee in order to establish the facts and resolve any misunderstandings. This process may lead to 
the individual accepting the decision of the assessors or the Chair may conclude that there were 
exceptional circumstances, irregularities or error. In the latter case of the Chair concluding exceptional 
circumstances, irregularities or error, the Chair will bring the matter to the Fellowships Committee by 
email or telephone for further consideration. If neither of these two outcomes pertain, the individual 
can then initiate the appeal. 
 
 
Procedures 
An individual who wishes to appeal against a decision of the assessors shall lodge an appeal in writing 
to the Chair of the Fellowships Committee within 30 days of receipt of the notification of the decision 
of the assessors. An individual may choose to seek advice and assistance from third parties but an 
appeal will only be accepted from the individual concerned.  
 
Normally, appeals submitted outside the specified time scales will be ruled invalid. 
 
 
Grounds for Appeal 
An appeal must be in writing and must state the decision concerned and the grounds for appeal and 
must be accompanied by documents (where possible) substantiating these grounds. An appeal may be 
made on one or more of the following grounds: 
 

• That the procedures for assessing portfolios were not followed in accordance with the guidelines for 
assessors, resulting in a defect in procedure. 

• That some other material irregularity has led to a breach of the procedures resulting in an incorrect 
decision. 

 
These are the only grounds for appeal. 
 
 
Stages of the Appeal 
The Chair of the Appeals Committee shall make an initial assessment of the validity of the case and 
advise the appellant. Where appropriate, the Chair may request additional information in writing from 
the appellant in order to make a decision. 
 
The appeal will normally be considered by the Appeals Committee on the basis of documentary 
submissions from the appellant and the individuals who assessed the portfolio only. The Appeals 
Committee shall receive the papers by post and shall normally conduct its deliberations by email or by 
telephone.  
 
The Chair of the Appeals Committee shall set a date for the receipt of papers and shall also set a date 
by which a decision will be notified to the appellant. The period allowed for deliberation should not 
normally exceed five weeks.  
 
Papers for an appeal hearing will be available to members of the Appeals Committee and the co-Chairs 
of the SEDA Executive Committee only. The papers will include:  
• the guidelines on assessing portfolios issued to assessors; 

Section 6 

Appeals Procedure 
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• the appellant’s letter of appeal together with any supporting documentation 
• appropriate information supplied to the Appeals Committee by the Chair of the Fellowships 

Committee.  
The appellant must ensure that all supporting documentation relevant to the appeal is received by the 
SEDA office on or before the date set for the receipt of papers. Papers received after this date will not 
normally be considered. 
 
The Committee is not empowered to consider an appeal on grounds other than those lodged by the 
appellant. Any alteration of the grounds of appeal shall necessitate a fresh submission and a new 
hearing. 
 
All decisions of the Committee shall be by majority vote of the members. In the event of votes being 
tied, the decision shall be in the favour of the appellant. 
 
The proceedings of the Committee shall be confidential to the Committee and the co-Chairs of the 
SEDA Executive Committee only. 
 
 
Appeals Committee 
The function of the Appeals Committee is to establish whether or not the case for appeal should be 
accepted and, if so, either to reverse the assessors’ decision or to instruct the assessors to reconsider 
the case. 
 
The Appeals Committee shall operate as a sub-group of the Fellowship Committee and comprise 
associate or full fellowship holders only and not related to anyone else concerned in the appeal. The 
Chair of the Appeals Committee will normally be the Chair of the Fellowships Committee or their 
nominated representative. 
 
 
Procedures to be followed in the event of an appeal being upheld 
The grounds on which the appeal decision has been made should be identified by the Appeals 
Committee and notified to the Fellowships Committee. The Committee will ensure that the outcome is 
notified to assessors, so that it may inform their consideration of future applications. 
 
The Chair of the Appeals Committee will inform the appellant of this outcome in writing within five 
working days of that decision being made. If there is a delay in the process the Chair will keep the 
appellant informed of progress. 
 
There is no further right of appeal to SEDA. 
 
 
Procedure to be followed in the event of the appeal being dismissed 
If the appeal is not upheld this outcome shall be communicated to the appellant by the Chair of the 
Appeals Committee in writing within five working days of that decision being made.  
 
There is no further right of appeal to SEDA. 
 
 
Confidentiality 
It is a requirement for all those involved in this process that information be treated as confidential. 
Once an appeal has been accepted there must be no discussion of any sort between interested parties 
and members of the Appeals Committee or any other such communication regarding the case. 
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CPD Requirements and Support Process 
The purposes of the CPD process are  
(a) to monitor and maintain professional standards and  
(b) to develop professional practice.  
 
This is as an opportunity to take time out and reflect on your past CPD activities and future needs, 
something that is extremely useful to do but is difficult to find the time for unless given some external 
incentive. This also may provide an opportunity for you to reflect on the relationship between your 
professional and personal life; indeed, many holders have found parallels between their learning and 
development experiences in and outside of work. 
 
All Fellowship and Associate Fellowship holders will be asked to submit an individual CPD report for 
the previous year. Fellowship registrants also have the option of participating in the CPD process. The 
CPD report is a requirement to remain in good standing and, hence, to maintain the Fellowship and 

anyone who does not submit a report for two years will have to relinquish their Fellowship status. 
 
If evidence of the development of such an annual report is not received by the Committee then the 
holder will have to relinquish their Fellowship status. 
 
 
Requirements of Individual CPD Reports. 
The report should be 1,000 to 2,500 words. You may find it useful to organise it under the following 
headings: 

• reflection on your own personal and professional practice and development 

• what done 

• why 

• what learnt 

• how used or will be used 

• future plans for development in this area. 
 
As the reports are received by the SEDA office, their authors will be grouped into triads and each triad 
member will be sent copies of the reports submitted by the other two members of the triad. Triad 
members will then be asked to comment on each other’s report. No summary triad report is be 
required. 
 
 
Guidance for Triad Comments 
All triad members are asked to respond to the reports produced by each of the other members of their 
triad and to share these comments with them by phone, letter, email or meeting. This process should 
be carried out in a way that is mutually supportive, but should include elements of probing and 
challenge.  
 
 
 
 

 
 
 
 

Section 7 

Continuing Professional Development (CPD) 
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To obtain further information, or to register on the Fellowship Scheme, please contact: 
SEDA Administration Office 
  
E-mail:office@seda.ac.uk 
 
The fees (which normally you may expect your institution to meet) are: 
 
 
Fellowship: 

• Registration Fee: £350 
 

• Assessment Fee: £300 
(plus the costs of travel incurred for your interview). This fee assumes that each Fellowship holder will 
assess at least two candidates and mentor at least one candidate.  
 
Further to this, full SEDA Fellowship holders are required to be Individual SEDA Members (£89 for 
2008), and as with most other professional qualifications, there is a recurrent annual cost. Presently this 
is £40 on top of the membership fee which also covers the CPD programme. 
 
 
Associate Fellowship: 
  
In order to hold the Associate Fellowship, those who are eligible are required to be individual members 
of SEDA. As with most other professional qualifications, there is a recurrent annual cost. Presently this 
is £40 on top of the membership fee which also covers the CPD programme. 
 
 
  

Section 8 

How to Register for the Fellowship Scheme 
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9a. What do people think of it so far? 
 
The following comments are drawn from what the first SEDA Fellowship holders said about the 
Scheme. Thanks to Joyce Barlow FSEDA, Liz Beaty FSEDA, Angela Brew FSEDA, Pat Cryer FSEDA, 
Hazel Fullerton FSEDA, Ray Land FSEDA, Ivan Moore FSEDA and Gina Wisker FSEDA, for permission 
to reproduce their words (not in the order of listing of their names). 
 
“It took an enormous amount of work and the satisfaction was commensurate. It enabled me really 
accurately to map what it is that I do for a living, and I found it a really validating experience. 
Noticing where the gaps were between my evidence and the SEDA [Outcomes] made me re-evaluate 

my practices more carefully. In many cases I know I actually do undertake most of these things, but I 
don’t always keep records as carefully as I should. 
I really enjoyed mentoring. It was good to be able to share the experience I had already gained, and it 

spurred me on to complete my own portfolio too. Explaining the system to someone else made me think 
more carefully about the whole process, and it made it clearer for me too. 
The assessment interview was nerve-wracking. It made me realise just how badly I wanted to succeed 

with the Scheme and how much I dreaded being referred. I am sure that the experience will make me 
look upon my own assessing practice in a different light. 
I really enjoyed the presentation. It gave me a warm glow to be in the first cohort to be awarded a 

Fellowship, and in such good company too”. 
 

************ 
“The SEDA Fellowship assessment was the first time I had been formally (and rigorously) judged by my 
peers. This made the experience particularly valuable and important for me. As my own background had 
been in teacher training, putting together my SEDA portfolio provided an invaluable map to 
understanding the complex role of the staff and educational developer”. 

 

************ 
“The process of putting together my SEDA portfolio has been very affirming. It has drawn together the 
fruits of my activity over the past two or three years and has given me a great sense of consolidating and 
acknowledging my achievements. It has provided a very valuable opportunity for me to reflect on what I 
have done, and what this means for my professional development. 
The Scheme has given me a means of professional recognition against a national benchmark. For me it 

was extremely timely and may well have a crucial influence on my future career. 
My decision to submit my portfolio was taken very quickly and at a late stage in order to catch the 

initial round of awards. It has given me a sense of excitement and achievement which I haven’t felt for 
years”. 
 

************ 
“I ask others to do similar tasks for the Certificate in Teaching and Learning in Higher Education. I had not 
realised what a complicated and multi-faceted task putting a portfolio together actually is. For it to 
communicate to others was a major problem for me. Materials don’t speak for themselves.  Just because I 
myself think the Fellowship Values underpin my work, doesn’t mean that it is obvious on paper that they 
do. I discovered weaknesses in my work through the lack of documentation about it. I was shocked to 
realise that I did not keep my own reflections on events. Finding self-evaluation material was difficult. I 
was less shocked but confounded about how to get material to demonstrate one-to-one working. I do 
this all the time, but it is unlikely that anything ends up on paper. The solution was to ask for feedback. I 
enjoyed the results and the requests were responded to with enthusiasm. 

Section 9 

Other Information 
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I learned something else too. That I do a job that has coherence and deserves a professional 
description. Whether it’s called staff development or educational development or something else I don’t 
care, but when someone next asks me about what I do they’re in danger of the reply “READ THIS!” 
Without a doubt, involvement in this Scheme was a “good thing”. Although it was hard work, it was a 

very constructive process. While its primary purpose is to let others see what I do, it also allowed me to 
see what I do - I was quite surprised! 
As staff developers, we are pulled in many directions. Continually we are endeavouring to meet a 

variety of expectations. In this complex whirl, the portfolio forms a statement: “This is what I do. This is 
what I believe in. This is what my profession and commitment are all about”. 
 

************ 
As staff developers, we can be very isolated. Through the process of being assessed, it was wonderful to 
get feedback from other staff developers who really understand what it’s all about, and the difficulties 
involved. Assessment was an enduring and supportive experience. 
Assessing others on the Scheme was equally positive. I could see how similar problems are approached 

in other institutions, and how other staff developers manage and progress their ideals.” 
 

************ 
“I’m an avid saver of things. This means that finding evidence for the different objectives was on the 
whole not too bad. It was a question of spending a day looking in filing cabinets. At the end of that time I 
thought I had progressed really well and that the whole process wouldn’t take too long. But that was only 
the start! 
For people who don’t save things, the advice I would give is to start now - even if you don’t think you’ll 

be going through the Fellowships Scheme for a while yet. This is something that can be done on a day-to-
day and week-to-week basis as you go along. 
 
One of the challenges was thinking about what the language of the Scheme meant in my own terms. For 
example, I never do anything which I call a “needs analysis” and can give vigorous defences for this, but I 
have written a lot of papers which identified staff development needs and priorities. So my advice to 
candidates is not to be put off by the language - think  about what it means to you”. 
“Putting together the SEDA Fellowship portfolio was like a voyage of rediscovery. It enabled me to reflect 
and focus on the diversity of the work I’ve been carrying out as a staff and educational developer recently 
and in the near past. It helped me to consolidate and shape that work, recognising my strengths and 
weaknesses. I think I’ve got a much better sense of my professional direction for the future having 
reviewed and reflected on all of this. And it was fun!” 
 

************ 
“I was involved in the SEDA Fellowships Scheme from its inception, but my real involvement came when 
I first became independent and had time on my hands. I decided to use some of the time to further the 
SEDA Fellowships Scheme because I respected the integrity of those involved and felt that something was 
needed to put staff developers on a more professional base. I therefore energetically began to develop 
my portfolio, so that I could identify and flag up issues in advance of their affecting most other candidates 
on the Scheme”. 

************ 
“The Fellowships Scheme was a useful and timely reminder of the time and effort which go into an 
assessment and the pressure which a student suffers. We should never lose sight of this. It demonstrated 
the advantages of having clear and explicit criteria for assessment. 
It was a useful exercise in its own right as it produced a valuable portfolio of evidence which can be 

used in other applications. It also helped to consolidate the work I am doing, and identify gaps and 
weaknesses. It also provided an opportunity to devise a personal development plan”. 
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9b. FAQs about the SEDA Fellowship and Associate Fellowship 

 
Q1 What do you mean by ‘educational development’? 
A1 The SEDA Fellowships Scheme uses ‘educational development’ to mean the process of helping 

staff to improve any aspect of the student learning experience in higher education through staff 
and educational systems and procedures. So educational development includes processes such as 
developing teaching methods more appropriate to a particular group of students; developing an 
on-line learning environment for a particular course or group of courses; or developing an 
assessment system which truly tested the attainment of specified learning outcomes. It might be 
used to describe these processes for one group of learners or one course, or for a subject area or 
an institution. During this process of educational development the staff involved are most likely 
also to acquire new skills and knowledge. 

 
Q2 What do you mean by ‘staff development’? 
A2 The SEDA Fellowships Scheme uses ‘staff development’ to mean the process of helping staff to 

improve their skills, knowledge or understanding of higher education learning, teaching and 
assessment processes and the learning environment. So staff development includes a workshop 
to help teachers to use a particular teaching method more effectively; a mentoring relationship 
or an induction process for a new learning assistant; an article which seeks to explore the effects 
of changes to a system to record student achievement; or a postgraduate course for new 
lecturers. 

 
Q3 I am an educational developer in a further education college that runs some higher education 

courses. Can I receive a SEDA Fellowship? 
A3 Yes, as long as most of your evidence is concerned with the higher education courses. 
 
Q4 I am a staff developer in a university working with academic support staff. Can I receive a 

SEDA Fellowship? 
A4 Yes, as long as you can show how the skills, knowledge and understanding which you help your 

clients to develop is directly related to improving the learning processes and the learning 
environment. 

 
Q5 I am a teacher in higher education, and I have recently been given additional responsibilities 

as teaching development officer for my department. Would the SEDA Fellowship be suitable 
for me? 

A5 Probably one of the courses that lead to the Associate Fellowship would be best for you, if staff 
and educational development is not the majority of your current workload. 

 
Q6 I don’t have an educational development title, but I do lead / work on /support an 

educational development project. Would that count. 
A6 Yes! If you can show how you have achieved each of the scheme’s outcomes, then you can 

apply for Fellowship, irrespective of your job title. If you are working on a large national project, 
you may be able to achieve the outcomes for a full Fellowship. If the project you are working on 
is quite small in scope you might find the courses that lead to the Associate Fellowship more 
appropriate. 

 
Q7 As Head of Academic Quality I have a responsibility for standards as well as quality 

enhancement. Would the scheme be suitable for me? 
A7 If, in your work, you do the kinds of things described in the scheme outcomes, then you can 

properly seek Fellowship or Associate Fellowship, as appropriate, whatever else you do.  
 
Q8 Can I receive accreditation of prior learning (APL) for (part of) a relevant qualification which I 

hold? 
A8 The SEDA Fellowship requires you to provide evidence of the demonstration of a set of 

outcomes. You may well be able to use evidence you gathered or generated as part of your 
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previous qualification within your SEDA portfolio. However, do be careful of the requirement on 
the currency of evidence – it should have been generated or updated within the last 5 years. 

 
Q9 Can published articles count as evidence? 
A9 Yes, if they show how you have attained one or more of the outcomes of the scheme. 
 
Q10 What if I have no documentary evidence of a particular piece of work that I did? 
A10 You could ask someone who saw your work to provide a witness statement.  
 
Q11 Will the information in my portfolio be kept confidential? 
A11 Your portfolio will be read only by your two assessors, and may be sampled by the external 

examiner for the scheme. 
 
Q12 How should I organise my portfolio? 
A12 You have choices. Most portfolios for the scheme are organised by outcomes, one section per 

outcome. Within each outcome, explicit attention is then paid to each value. It would also be 
possible to organise the portfolio by your main work activities, written up as case studies and 
referenced or mapped to the outcomes – that is, showing how and where each outcome is 
demonstrated in the case studies. 

 
Q13   How do I demonstrate the values? 
A13 You can devote a section of your portfolio to the tackling each of the values individually and at 

length. Here you would reflect on the value and draw on evidence from the rest of the portfolio, 
possibly providing additional evidence as necessary. 

 

 Or you could include a section at the start/end of each portfolio outcome section. Here you 
would reflect briefly on each outcome drawing on evidence from that section.  

 
 Or you could use a combination of these two methods. You could include a section at the 

start/end of each portfolio objective section which explores and reflects on two or three values 
which have particularly relevance to that section. If you organise your portfolio this way, you 
should make sure that each value is evidenced in at least three places. 

 
Q14 Can I cross-reference between sections? 
A14 Yes. It is quite likely, for example that evidence you present for one of your specialist topics will 

also demonstrate one of the other outcomes. When you use cross-referencing, please bear in 
mind that the assessors will not be as familiar as you are with your work, so make the references 
very clear. Also remember that the assessors are also looking for evidence of variety in your 
work (variety of clients worked with, methods used and goals achieved) as well as depth and 
breadth (both detailed work and wide-ranging projects).
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9c. List of Fellowships and Associate Fellowship awarded to date (April 2008) 
 
Joyce Barlow FSEDA 

Terry Barrett FSEDA ( Ex ) 

Carole Baume FSEDA 

David Baume FSEDA 

Dr Liz Beaty FSEDA 

Dr Stephen Bostock FSEDA 

Dr Angela Brew FSEDA  

Professor Sally Brown FSEDA 

Helen Bulpitt AFSEDA 

Brian Caldwell AFSEDA 

John Canning AFSEDA 

Ms Jude Carroll FSEDA ( Ex ) 

Andrew Castley MA, FCIPD, FSEDA ( Ex ) 

Roger J Catchpole FSEDA ( Ex ) 

Liza Chang AFSEDA ( Ex ) 

Tony Claydon FSEDA ( Ex ) 

Mike Cook FSEDA 

Dr Glynis Cousin FSEDA 

Professor Pat Cryer FSEDA ( Ex ) 

Frances Deepwell FSEDA 

Dr Kate Exley FSEDA 

Sally Fincher FSEDA 

Hazel Fullerton FSEDA ( Ex ) 

Sandy Gilkes FSEDA 

Phil Gravestock AFSEDA 

Kath Green FSEDA ( Ex ) 

Dr Michelle Haynes FSEDA 

Rachel Hudson FSEDA 

 

Alastair Irons FSEDA 

David Jaques FSEDA 

Professor David J Johnston FSEDA 

Geraldine Jones AFSEDA 

Dr Peter Kahn FSEDA 

Patricia Kelly FSEDA 

Dr Helen King AFSEDA & FSEDA 

Mrs Koh-Kwok Wan Yee FSEDA ( Ex ) 

Dr Ray Land FSEDA 

Dr Anne Langley FSEDA ( Ex ) 

Dr Anne Lee FSEDA 

Moira Lee Gek Choo FSEDA 

Lynnette Matthews AFSEDA 

Professor Ranald Macdonald FSEDA 

Dr Vivien Martin FSEDA 

Stella Mascarenhas-Keyes FSEDA ( Ex ) 

Dr Marjorie McKinnon FSEDA ( Ex ) 

Ivan Moore FSEDA 

Catherine O'Connell FSEDA ( Ex ) 

Chris Rust FSEDA 

Dr Rhona Sharpe FSEDA 

Dr Lorraine Stefani FSEDA 

Dr Tan Oon Seng FSEDA 

John Sweet FSEDA 

Professor Mary Thorpe FSEDA ( Ex ) 

Dr Shân Wareing FSEDA 

Patricia Weeks FSEDA ( Ex ) 

Dr Gina Wisker FSEDA 
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9d. SEDA and the SEDA Fellowship Committee 
 

About SEDA 
The Staff and Educational Development Association (SEDA) is the professional association for staff and 
educational developers in the UK, promoting innovation and good practice in higher education. It was 
formed in 1993 by the merger of the Standing Conference on Educational Development (SCED) and 
the Staff Development Group of the Society for Research into Higher Education (SRHE). The 
Association for Education and Training Technology merged with SEDA in 1996. 
 
SEDA is seen by many as the shaper of thought and initiator of action in staff and educational 
development, not only in the UK but in the international domain also.  
 
SEDA's activities are clustered into four main areas: professional development; conferences and events; 
membership services; publications. For more information on any of the above activities please contact 
SEDA (details below) or go to the SEDA web-site at http://www.seda.ac.uk 
 
 
Core Mission 
SEDA is a professional association committed to improving all aspects of learning, teaching and 
training in higher education through staff and educational development. 
 

• SEDA will help all its members, whether staff and educational developers, teachers or learning staff, 
to enhance the quality of their capabilities in supporting learning 

 

• SEDA will develop and sustain links with other organisations committed to enhancing the quality of 
learning in higher education 

 

• SEDA will seek to influence the national debate on matters within its remit 
 

 
Values 
SEDA intends that its work be underpinned by the following values (revised November 2002). SEDA's 
work is characterised by a commitment to: 

• An understanding of how people learn 
 

• Scholarship, professionalism and ethical practice 
 

• Working in and developing learning communities 
 

• Working effectively with diversity and promoting inclusivity 
 

• Continued reflection on professional practice 
 

• The development both of people and educational processes and systems  
 
 

Activities 
To achieve its aims SEDA will provide and support activities including: 

• National and international support groups and networks 

• Conferences 

• Publications 

• A magazine for staff and educational developers 

• Support and accreditation for professional development 

• A refereed journal 

• Research into and development of staff and educational development 
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• Networking with other professional bodies for, and providers of, staff and educational development 
and related functions 

• Lobbying funding, quality and other bodies on staff and educational development 
  
 
The SEDA Fellowships Committee 
The function of the Fellowships Committee is to develop, administer and promote the Fellowships 
scheme on behalf of SEDA.  
 
To meet these functions the Fellowships Committee: 

• develops processes, procedures, and documentation to ensure the maintenance of high standards 
and the smooth running of the scheme; 

• organises and facilitates support for Fellowship holders and registrants, which will include initial and 
CPD support events; 

• promotes the scheme; 

• administers the assessment processes on behalf of SEDA; 

• keeps appropriate records of assessment decisions; 

• monitors and reviews all these activities on a regular basis; 

• administers the fellowships CPD process. 
 
 

Current Membership (April 2008) 
 

Chair: 
Clare Pickles, Leeds Trinity and All Saints 
 
Secretary: 
Rosalind Grimmitt; SEDA 
 
Members: 

• Mike Cook FSEDA, University of Nottingham (Vice Chair) 

• Glynis Cousin FSEDA, Higher Education Academy 

• Clara Davies, University of Leeds 

• David Jaques FSEDA, Independent Consultant 

• George MacDonald Ross, University of Leeds 

• Ruffina Thilakaratne, University of Hong Kong 

 
External Examiner:  
Lorraine Stefani FSEDA 
 
 
SEDA Contact information 
SEDA Administration Office 
Woburn House,  
20-24 Tavistock Square 
London 
WC1H 9HF  
 
Tel: 020 7380 6767 
Fax: 020 7387 2655 
E-mail: office@seda.ac.uk 
URL: www.seda.ac.uk  
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