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Pupil and Staff List Instructions 
 

As part of Phase 1 of the trial, we are asking all schools to provide us with lists of pupils 
and their corresponding delivery groups. Delivery of school-based programmes can vary 
across contexts and between staff members, and these variations may influence the 
effects of the programme on pupils’ outcomes. Therefore, it is important that we know 
which members of staff taught which pupils, so that we can accurately identify the effects 
of the programmes for individual pupils. In order to do this, we will need to be able to 
match the delivery group that pupils were taught in to the staff member that taught 
them.  
 
Please note that all data will be collected and stored in line with the new GDPR. 
 

1. There are three worksheets in the attached Excel document that need completing 
– Pupils, Staff Member(s) and Safeguarding Lead. Please click through the 
sheets using the tabs at the bottom left of the document. 

 
 
 
 
 
 

 
2. Please complete the ‘pupils’ sheet with a list of pupil names and their delivery 

group.  
 
The ‘delivery group’ is the class they will be taught in if your school is 
allocated to deliver one of the mental health interventions e.g. 7A1, 7D2, 
8A1.  
 
Please ensure that all pupils in the same delivery group have the same name/code 
in column G. This is highlighted in the picture below. 
 
For example, if you decide the intervention will be delivered in PSHE classes, please 
provide the pupil list organised by PSHE classes. Alternatively, the intervention 
could be delivered in another class (e.g. extended tutor time). Please provide the 
specific name of the group in the delivery group column of the spreadsheet (see 
examples below). 
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3. Please provide staff member information in the next sheet. We need to be able to 
match school staff to every delivery group – please provide information for each 
staff member who may deliver a programme to students (e.g. teacher, TA 
etc.). Please ensure that each delivery group has a corresponding staff 
member.  
 

 
 
 
 
 
 

4. In the final sheet, please provide information for the staff member who is the 
safeguarding lead for your school.  

 
 
 
 
 
 
 

5. Once you have completed the 
Excel spreadsheet, please 
password-protect the 
document with your school 
password. This has been sent 
to via email to the Second 
Contact at your school.  
 
If you have lost or forgotten 
your password, please contact 
us at 
efwdata@manchester.ac.uk. To 
password-protect the 
document, go to file, info, 
protect workbook, encrypt with 
password. 
 
 

6. Finally, please send the document back to us at our Manchester address 
efwdata@manchester.ac.uk  

 
We are aware that you may still be deciding the delivery groups, or that these may change 
closer to the time, so we will also offer you the opportunity to update this information 
following the training later this year. However, please try as much as possible to provide 
accurate groups at this stage.  
 
If you have any questions, please do not hesitate to contact us at 
efwdata@manchester.ac.uk or call us on 0161 275 8290/8512. Thank you! 
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