[bookmark: _GoBack]Creator guide for generating an EAL Data dashboard – version 2        
1. A report needs to be run from the schools Management Information System. If you do not know how to do this, a member of your office staff should do. 
2. When the report is created, they need to choose the following items in this order:
Forename – surname – date of birth – gender – ethnicity code – year – form - EAL – first language code – proficiency census code – SEN provision type – SEN need code – pupil premium – attendance – uk arrival date – school system EAL assessment data (you may not have this data on the system)
3. When the report is saved and exported it needs to be in the format of an excel file, i.e. .xls or .csv. This is in a drop down file type where you select which one you require when you save it. 
4. The file then needs to be emailed to you or saved in a place on the school central server, where it can be located. 
5. Once you have your data file open, you may need to filter to remove non EAL pupils. Look carefully at the report you have run to ensure it is just your EAL population.
6. Go to the A2E website and open the dashboard format - http://accesstoeducation.birmingham.gov.uk/index.php/pss/eal/eal-resources.html 
7. Select the Whole School EAL tab at the bottom of the page.
8. Return to your data you have created, highlight and copy all of it and paste it onto the Whole School EAL section. (The names of the columns should match the order you ran the report in).
9. Click onto the overview tab and the only information you need to add is the total number of pupils you have on role in your WHOLE school. This is how the percentages are worked out. 
10.   Save the data dashboard onto your own school network.
11.  The ethnicity and language tabs at the bottom of the document provide all the options for the    ethnicity and language codes, including those less frequently used. This part of the dashboard will ensure they are represented, although they may be counted as ‘other’ on the front sheet. 

The school EAL assessment data may not be held on the schools information system. This can be added manually once the file has been created. 
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