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SESAP Quick Start Guide 

Navigating your Self Evaluation and 

Associated Areas for Improvement 

Guide last reviewed: 04/08/2026 

 

Created by SESAP Support Team 

This document will provide guidance on how to: 

➢ Complete your Self-Evaluation 

➢ Create associated Areas for Improvement (AFIs) and Tasks 

➢ Manage Areas for Improvement (AFIs) and Tasks 

➢ Close Areas for Improvement (AFIs) and Tasks 

➢ Archive Areas for Improvement 
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Complete your Self-Evaluation 

 

1. Open Self-Evaluations: 

 

 

2. Select your Self-Evaluation by clicking on the report name: 

 

 

 

 

 

 

 

 

 

 

 

3. Review the Responses tab and add text to your topics: 

 

- Use the downwards arrow to expand a topic 

- Add applicable text to each topic  

- Provide a RAG status for each topic 

- Once you feel the topic is complete change the status to Done 
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4. Once the self-evaluation fields have been completed, including any relevant 

enhancement details, all RAG ratings updated and topics are marked as Done, 

you can submit your self-evaluation as complete. 

 

 

Create associated Areas for Improvement and Tasks 

5. Having completed your Self-Evaluation, you should prioritise which areas for 

improvement will be created in your Single Action Plan (you must do this for 

topics with a Red RAG Status) by completing the title and description and then 

clicking save.   
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6. To amend your AFIs click the related AFIs tab to locate your recently created AFI 

and click on the title: 

 

 

7. Update your mandatory fields of Expected Impact and Expected Completion 

Date. Note: While the Approach and Evidence boxes are not mandatory fields for 

quality actions/AFIs, providers may use to record their progress notes or 

comments. 
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8. Complete the mandatory fields to briefly outline the Task and ensure it is ‘Assigned to’ a SESAP 

user using the magnifying glass before clicking save and close. 
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Manage Areas for Improvement and Tasks 

 

9. You can edit an (existing) AFI by opening tasks, and clicking on the title to open 

the AFI: 

 

 

 

10.If applicable, click on the tasks tab and add a new task: 

 

 

 

11. Complete mandatory fields for the task, and optionally the assigned to field 

then click save and close. 
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12. You can edit tasks by opening tasks, and clicking on the subject: 

 

13. Edit your information and click save. 
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Close Areas for Improvement and Tasks 

14. Once you have completed your task you can mark it as complete. Note: Tasks 

must be completed before the Area for Improvement should be marked as 

complete. 

 

 

15. If you have completed your Area for Improvement, add an Actual Completion 

Date and note the Actual Impact. Then change status reason to completed 

and save. 

 

Archive Areas for Improvement 

16. You may wish to archive an Area for Improvement, which can be completed 

by changing the Archive dropdown to Yes. 
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17. To review archived or removed Areas for Improvement use the dropdown 

below to change to Inactive Actions. 

 

Note: If you have created an AFI or Task in error, please contact 

SESAP.Support@sds.co.uk who can remove this for you. 

 


