
Pyramid of Need – User Guide

Premise:
The basic premise of the Pyramid of Need is very simple, you place data relating to your students in the data tab and then you can control how important the student level factors are in determining a level of need in your setting. You can then also set the range of the pyramids as to how it identifies students at different levels.
In the download, you have two files – a blank one for population and one with some dummy year 7 and year 10 data so you can see how the file should be populated.

General File Setup:
The key to managing this file is to marry up what you are entering on the student data tab, to what the codes say on the PoN Weighting tab. Both of these things can be altered to suit your setting but you just have to remember to make changes in both places.
Also you may need to unhide the workings on the right hand side of the data sheet if you make significant changes and look at the formulas in those columns.
Finally you do not need to use every column, you can just leave some columns blank and/or set the weightings to 0. Either of these courses of action will simply mean the file uses the rest of information to determine the pyramids.

Student Data Tab:
On the Student Data sheet, you should enter information under the green columns, where light green denotes a column where the file is using the information to generate part of the pyramid of need score. In row 2: you can see the code that the column below is expecting in order to provide a score. So for example, Column K is Pupil Premium and a “Y” in this column will add a PoN score to the student as defined by the value in the PoN Weighting tab. Entering other values other than “Y” will have no effect on the file.
Some of the code information will say PON, and this means you need to reference the PoN Weighting sheet to see how the file will calculate the score. For example, Persistent Absence uses the yellow cells in the PON Weighting sheet to assign a weighting, so in the example below, if a student is attending 60% of the time then this is a weighting of a 4. All these values can be changed to customise the file to you.
[image: ] 
From column AB onwards, these reference (mostly) involvement with external agencies, and can be changed or ignored to suit your setting. From AB onwards changing the column title should then be reflected in the PoN Weighting tab. Again feel free to ignore, hide columns if you do not need them. There is a mixture of columns that you can use Low/High involvement or just a simple Y/N.
The year group column (Column J), must be a single number, i.e. 7,8,10 etc.

PoN Weighting Tab:
Here the weighting of individual factors can be adjusted by changing the values in the orange cells. This will adjust the Pyramid of Need Score. If the factor is applicable, you can adjust the yellow cells to set the thresholds for the weighting.

SET PoN Range:
Quite simply, the cell J5, tells you what the max score is for all the factors you have in the tool. The Cells C5-C9 are where you can define what number of points is required to be on the corresponding level of the pyramid. Cell D12 sets the academic year.

Locking the file:
[bookmark: _GoBack]Due to the sensitive nature of the data you may wish to lock the file down before sharing with others. You might also consider hiding the tabs, so the file can only be navigated via the buttons. To do this in Excel go to File-Options-Advanced-Display options… and remove the ‘show sheet tabs’ tick.
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