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School Food Trust Take Up Tracking Tool - Secondary Schools

Introduction

The following Excel spreadsheet was developed as to tool to allow various partners to monitor their
school meal take up throughout the year, and to give a value for the NI52 take up calculation.

A spreadsheet is a computer tool used to automatically calculate formulas. When you place
information in one part of the spreadsheet the computer can then calculate the answers to any
questions that you tell it to work out. This tool has been developed so that it performs all the
calculations that are needed to work out the annual take up figures for your school meal service.

For further information on the tool, the NI52 calculation methodology or any other aspect of this
tool please contact the Trust via our helpdesk email account: info@sft.gsi.gov.uk

The following Excel spreadsheet was developed as to tool to allow various partners to monitor their
school meal take up throughout the year, and to give a value for the NI52 take up calculation

Why?

e  Undertaking this type of analysis will give you an added tool in the planning and budgeting
of resources relating to school meals

e [t will help you think about ways of increasing the number of pupils eating a school lunch
e  Term by term graphs will help you identify key trends in the take up of school dinners

e  Printing out the graph and placing it on the wall of the school office/kitchen can help
visually show the impact and success of the hard work undertaken by the kitchen staff

Description

The Take Up Tool has four sheets which the user will interact with, which are:

Data Entry
Take Up
Graph
Summary

Each of the sheets can be selected by clicking on the relevant tab at the bottom of the Excel
Spreadsheet.
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Click on the Data Entry tab at the bottom of the Excel

W[\Data Entry / Take Up £ Graph /4 Summary /

spreadsheet

—] (== . .
2| The first step is to enter the School Name and the School
= URN in the relevant cells. This provides an easy way to
7 | School Hame || ) . . .
2 track which schools are being monitored if as a user you are
3 | SchoolURH | - observing more than one school.
0]

4 Ul M Hatf_Termbe 1l Tearmibe

Average 2007108 Dally % Take Up To allow you to compare against last years

performance, place the previous years % take
up figures in the relevant box. These figures will translate directly across into the graph on the
Graph sheet.

The spreadsheet also provides a simple drop down menu to allow the
user to choose between entering data on a Financial year (Apr — Mar) or
on an Academic year basis (Sep — Aug). Simply select the entry type by clicking on the drop down
menu.

| Finance - I

The school meal data entered onto the Data Entry sheet can be completed on a daily or a weekly
basis.

The Excel spreadsheet allows you to pick and choose each week whether you want to enter the
data as a daily or a weekly figure. You will not be locked into only entering the figures the
same way. Whatever is easiest for you in any given week.

— ; For data entered on a daily basis, enter the information within the relevant
33z | 1351 cell. Enter the total daily till receipts for the number of paid meals and FSMs

£405 s provided each day in the relevant columns.
£330 | 108

—

ape—

LR : If there is a day where there is no lunch service (e.g. school holidays, half term,
¢ INSET days etc.), enter an “x” in the cell instead of a number. This will ensure
£405 aof that take up is calculated using the correct number of trading days.

£330 103




Diary Sep For data entered on a weekly basis, enter the information in the blue cell of
Paid | FSM || the week (this corresponds to the Friday). Enter total daily till receipts for
the number of paid meals and FSMs provided over the week in the relevant

+ columns.
£2100 387

Day ep As above, if there is a day where there is no lunch service (e.g. school
Faid | FSM holidays, half term, INSET days etc.), enter an “x” in the cell instead of a

number. This will ensure that take up is calculated using the correct number
X X
£2,100 387

of trading days.
The blue cell is the space where you enter the figures for Friday, so in the example above the
5™ of September is a Friday. If you are entering data on a weekly basis, all you need do is put
the number in the blue box.

o oa ko=

2
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You can mix and match data entry throughout the year on a daily or weekly basis. The following
diagram shows data for a school year based on the term dates for Sheffield.
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Day Sep Oct Miw Dec Jan Feh har Apr May Jun Jul Aug
Paid | FEM || Paid | FSM || Paid | FSM || Paid | FSM || Paid | FSM || Paid | FSM | Paid | FSM | Paid | FSM || Paid | FSM [ Paid | FSM || Paid | FEM || Paid | FS
1 £420 | 1595 ¥ X £2,280 |
2 £465 | 210 £480 | 195
3 £2.26 [ £405 | 210 || £480 | 180 £405 | 210 |Eesedl i £2.20 G60 ¥ %
4 £436 | 226 || £405 | 195 £300 | 225 X X X X
il 2,100 ©§ £376 | 225 f £480 | 240 £360 | 180 |Eeleadl il X g
5] £360 | 210 || £466 | 225 | | b | X X £390 | 195 £420 | 180 ¥ ¥
7 £360 | 195 B0 B0 X X £405 | 180 £360 | 210
g || £330 | 195 || £540 | 285 X X | b £480 | 180 || £375 | 195
9 | £345 | 225 || £525 | 285 2,100 630 £480 | 195 ¥ ¥ £450 | 195 || £450 | 165
10 || £480 | 270 =il 1 % ¥ £405 | 210 £390 | 210 [ B0 ¥ %
1| £330 | 180 £435 | 225 £300 | 225 £300 | 165 || £375 | 165 ¥ %
12 = | £025 | 225 W 1 £480 | 210 £480 | 240 £360 | 180 R i ¥ ki
13 £RRE | 225 £420 | 240 | B0 b | X X £3090 | 195 ¥ ¥
14 B0 B0 £4R5 | 195 X X £405 | 180
15 || £345 | 165 £420 | 195 || £436 | 165 X X | b £465 | 140
16 || £330 | 225 £465 | 210 = X X £480 | 195 X X £450 | 180
17 || £465 | 300 g b £480 | 180 X X £405 | 210 £360 | M0 e H1 X X
18 || £345 | 140 £405 | 1595 % % £390 | 225 £375 | 195 % %
19 EES [ i i 3 £480 [ 240 £390 i 3 %
20 £375 | 254 b I £450 | 1BA £420 | 180 ¥ ¥
2 £390 | 195 W 900 £436 | 210 £360 | 210
22 £556 | 314 X X £436 | 240 950 690 £376 | 195
23 £570 | 255 X e £2,38 iFIN £420 | 165 £420 | 25A £450 | 165
24 1M £405 | 255 X X £4356 | 210 | | | H1 X X
25 £435 | 225 X X £465 | 194 X X X X
piag 2,280 9 £o05 | 225 £480 | 210 || £420 | 165 % E 52,250 1 % %
27 i 3 £555 | 240 £420 [ 240 1 B0 £2,250 [ % i % i 3 ®
28 i 3 B0 il £465 | 195 ¥ i % i
29 3 # 3 # £435 | 165 % 3
30 3 % 3 X L] % X
31 X kS
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Click on the Take Up tab at the bottom of the Excel
v [% Data Entry ' Take Up ¢ Graph / summary /#  spreadsheet. The data entered on the Data Entry sheet
this will calculate a running average for school meal
take up. There are three things that you will need to enter on this sheet which are shown in the
white boxes. These are the Total School Roll, Number of Pupils Registered for Free School
Meals and Value in the dining room of a FSM. These figures should be taken from School
Census return.

This data showid be taken from the 2008 School Censws return. School rolf s defined as
School Roll .

number of pupiis attending school il time
D et (el TRt BT, (MR T TS This d'ata showid be taken from the 2008 School Censws retum
registered for FEM

Ofthe schoal roll identified above, number of pupils not
registerad for FSM

600 This is the school roll minws the number of pupils registered far FSIS

This includies income from all meals served as part of lunch time provision, including any
Total lunch fime paid meal income dotal fill receipts) £86,130 Income from meals served at mic-morning breai which are considiered to form part of school
Junch provision. Meals sewed to staff showsd not be inciudec!

el i i i e e EEL This s the {reg meai af.iow?nce gﬁven.to engs.b.fe secondans pupils or the vaiue W to which they
can select their menw cholce on & dally basis

Total number of paid meals serned 46547 This is the total lunch time paid meal income divided b the walue in the dining room of & FSM
Total number of FSM served 35325 This is the tolal number of FSM (based on Yl transactions) served

Murnber oftrading days 188 This is the number of days 0h which & catering senvice is providec

Average nurber of paid meals served per day 239.14 This is the fotal number of paid meals divided by the number of trading days

Average number of FSM served per day 178.41 This is the total number of FSM divided by the number of trading days

This is the average number of paid meals per day divided by the pumber of pupiis not

LS I O ETE el 39.2% registerac for FSM, muitiafied by 100

% take up of FSh 44.6% This Is the average number of FSM per day divided by the number of puplls registered for FSM,
muitipiied by 160

% take up of schaol meals A1.4% This s the average number of paic meais per day plus the average number of FSM per day,

cliviciedt b the school rall, mutiplied by 100

If you wish to change the value of the Free School Meal during the data entry period, simply place
the new price and the date that the change is effective from. (making sure that the date is a valid
weekday and not a weekend)

. . _ Ifthe value of the free meal alfowance chahges mid year enter this here, with the date of the
Revised value in the dining room of a FSh .
change beiow it

Date of Revised price lZI Entar the date of the FSM change

Graph Comparison Sheet

Click on the Graph tab at the bottom of the Excel
- [\ DataEntry { Take Up },Graph { Summary / spreadsheet. As you enter data on the Data Entry sheet,
figures will automatically be plotted on this graph to show
how things are going, and also compare against last years performance (as entered above).
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% Take Up (September - November)
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Summary Take Up Calculations Sheet

Click on the Summary tab at the bottom of the Excel
spreadsheet.

[ DataEntry £ TakeUp £ Graph % Summary /

Enter the dates for the start of each half term within your school year. The data entered on the Data
Entry sheet this will then be assigned to each of the six half term periods within the school year.

The three take up figures, for paid, FSM and a total figure will be shown within a summary table.

Auturnn Term First Half Start Date 1-Sep-08
Auturnn Terrn Second Half Start Date 3-Mov-08
Spring Term First Half Start Date S-Jan-09
Spring Term Second Half Start Date 24-Feb09
Sumrner Terrn First Half Start Date 20-Apr-09
Summer Term Second Half Start Date 1-Jun09
Autumn Term Spring Term Summer Term Total
First Half Second Half First Half Second Half First Half Second Half
% take up of paid meals 358.258% 41.22% 39.80% 39.89% 3761% 358.34% 39.19%
% take up of FSh 46.97% 458.20% 42.58% 45.91% 42.03% 41.34% 44.60%
% take up of school meals 41.75% 44.01% 40.91% 42.29% 39.38% 39.54% 41.35%
September October MNovember December January February
% take up of paid meals 33.11% 44.59% 41.82% 40.45% 39.80% 39.55%
% take up of FSM 42.95% 51.88% 0.00% 43.50% 45.38% 40.00%
% take up of school meals 37.05% 47.51% 45.86% 41.67 % 42.03% 39.73%
March Agril May June July August
% take up of paid meals 36.49% 33.00% 47.03% 35.07% 42.34% 0.00%
% take up of FSh 43.30% 37.19% 50.25% 37 .B7% 45.83% 0.00%
% take up of school meals 39.21% 34.67% 48.32% 36.11% 43.74% 0.00%




