Parent and Child:
Step by Step Guide to Google Classroom

1. Logging On
To begin, open a web browser (e.g. Google Chrome) to access the internet and go to
www.google.com

Next, your child needs to log into their Pirton Hill Google account:
e Click on the ‘Google Apps’ icon in the top right of the window:
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You are now in your child’s classroom. You may want to explore to see what the class looks like.

Here is a handy tip for navigating:
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The ‘stream’ is where your teacher
will send messages to the class.
You will also find the daily time
table here. Keep any eye on this

page through the day.

‘Classwork’ is where your child’s

learning will be placed. The daily

register can be found here, along

with activities for the lessons. The

activities should be organised by
subject.

‘People’ provides a list of all those
who have joined the class. It will
show the children (classmates) and
adults (teachers). Please do not
allow your child to email
other children — only teachers!

2. Morning register

Each day, your child will need to register. We will use this to ensure that all children are able to
access the learning and can support those with technical problems. Go to the ‘classwork’ tab,
then find the ‘morning register’:

Stream Classwork People

E Google Calendar [] Class Drive folder

[k Meet

@ View your work

Due Dec 1, 9:30 AM

Morning Register: Type in your name by ‘?am

Follow the instructions that your teacher has given you:

N\

Morning Register: Type in your name by 2am to
show that you are ready for today's learning.

Mr Simmonds * 9:41 AM

Your answer .
Assigned

Student A

Due Dec 1, 9:30

1. To show that you are here, click on ‘view question’ below to open the register

2. Then type your name into the ‘answer box' to the right ——————————— =

Do not enter your name or other comments in the comment box below!

3. Then click on 'turn in’ so that your teacher can see that you are here and ready to learn.

Class comments A

Private comments

Congratulations; your child is now registered for the day.

Now let’s see how the rest of Google Classroom will work..



3. Live Lessons — via Google Meet
Live lessons will not be used for homework tasks but will be used if a class “bubble” has to close.

Each day, your child’s teacher (and, for some children, your TA) will hold live lessons. The type
and time of these lessons will be based on the Remote Learning Timetable. Your child’s teacher
will make this clear in the ‘stream’ (see the top of page 2).

Your child can only join a live lesson when the ‘meet’ link appears in the banner at the top of the
screen. The link will only appear when the teacher is ready and waiting online to greet the
children.

Click on the link that is shown.

4J Google Meet will then load in a new tab
Meet link https://meet.google.com/lockup/h3qudvsinn (Tl in your browser.

¥

Check your camera and
microphone settings and then
Ready to join? click on ‘join now’

— Everyone who has joined will
be visible on the next screen.
2 JoinandG audio

Your child will need to follow their teacher’s instructions when
they are in the live lesson. They might ask your child to mute ,
the microphone. The lesson might be interactive, or the teacher might be reading, demonstrating
a skill or introducing an activity that your child will do straight after.

Important — when in live lesson, your child should be in a quiet place. Other adults
should not comment in the lesson nor be visible to the camera. Parents/carers can be
watching and listening but not on screen unless requested by a teacher.

At the end of the live lesson the teacher will ask children to leave. To do this, simply click on the
red telephone receiver icon J at the bottom of the screen.

Some children may be asked to stay in the live lesson to receive additional learning from a
teacher or TA.

Once all children have left the live lesson, the teacher will close it and remove the link, so that
children cannot re-join.




4. How to complete work set by the teacher
Go to the classwork page and scroll through the different sections (called topics) such as English
or Reading.

Find the assignment (the task) that your child’s teacher has set.

Story/Reading Comprehension

Click on ‘view

aSSlgnment, to _fully Reading Comprehension - Sheep Pig Chapt... Due Dec 2, 2:00 PM
open the task.

Open the task and work through the questions. You might have to click on buttons or type answers in, so check each
question carefully.

Some or all of the questions might come with answers or prompts. When the work is finished you will see the
apportunity to check answers and get instant feedback. Your teacher will also be able to see how you got on.

The due date and time —

. . o Bobby Henderson & SkKi... £ 2 pig.JPG
Wll'l' be ShOWﬂ in th‘e gt YouTube video 7 minutes Image
newly opened task. r—

You will see ang Sheep Pig - chapter 8 q...

Google Forms

resources the teacher
has provided, click on
them to view and read.

View assignment

Reading Comprehension - Sheep Pig Chapter 8

Mr Simmonds * 12:03 PM

Your work Assigned
Due Dec 2, 2:00 PM + Add or create

Open the task and work through the questions. You might have to click on buttons or type answers in, so check each
question carefully

Some or all of the questions might come with answers or prompts. When the work is finished you will see the
opportunity to check answers and get instant feedback. Your teacher will also be able to see how you got on.

Privat t
_ Bobby Henderson & Skid - D... & pig.JPG rivate comments
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Sheep Pig - chapter 8 questi...
Google Forms
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Class comments

Read any instructions you can see. Check the ‘class comments’ at the bottom in case your child’s
teacher has added any extra advice or support

Assignments may look different, depending on their type:

4(a) A quiz style assignment
e Open it (it will open in a new tab) and follow the instructions.
e Click ‘submit’ when completed and then ‘view score’ to see how well they did.
e C(lose the Quiz tab in the browser to end this task.
e Return to the Google Classroom tab

If the child wishes to send a private message to their teacher about the task, you will see a small
window to do this.

Click on ‘mark as done’. This will let your teacher know that you’ve completed the task.
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4(b) An editable worksheet style assignment

This is an online worksheet that has been created for your child to directly edit. This should not
be printed out and written on by hand. In order for the teacher to see it, mark it and give
feedback, it must be done online on the Google document.

Here is a writing task example:

English

Innovate write - paragraph 2 (Defeating a m... Due Dec 3, 12:00 PM

Posted 8:44 PM Assigned
LO: To develop cohesion

View this assignment to access the suppert materials and the warksheet to fill in.

You are writing your own version of the secend paragraph of your innovate text - check you boxed up plan before you
begin writing. The document you will open and write on is called 'Paragraph 2 innovate'. It will open in a new tab

Billy the Brave Knight - ... CS\ Billy the Brave Knight - ...
Word ./ Audio

Demeo StudentA - Parag...
Google Docs

-

Click on ‘view assignment’ for details about
the task.

You will now see the description, support
resources and the task worksheet itself.

Read the instructions carefully, check the
due date and time and any additional
comments left by your teacher.

View assignment

monster text)

Mr Simmonds - 8:44 PM

Innovate write - paragraph 2 (Defeating a

Your work Assigned

Demo StudentA - ... %

Google Docs

Due Dec 3, 12200 FM

LO: To develep cohesion

Billy the Brave Knight - Key t...
Word

4

Class comments

View this assignment to access the support materials and the worksheet to fill in.
You are writing your own version of the second paragraph of your innovate text - check you boxed up plan before you
legin writing. The decument you will open and write on is called "Paragraph 2 innovate'. It will open in a new tab

°§ Billy the Brave Knight - narra...
uJ Audio ivate comments

Task description \

and instruction. Your teacher may have provided

extra resources to help you in
the task. This might include
documents, web page links or
videos to watch.

/

The worksheet that the child needs to
open and edit can be found here.

Click to open the document in a new
tab in your browser.

e The document will open and there may be some extra advice from the teacher on it.
e The work might be maths, English or any subject — make sure your child knows what is

expected of them before beginning.

e When the work is finished it doesn’t need ‘saving’ (Google automatically saves your work
as you are doing it). To hand in the work, click on ‘turn in’ in the top right corner.

g Demo StudentA - Paragraph 2 innovate & 0 @
File Edit

jew Insert Format

-~ ~B AT

Alliteration

Preposition

Expanded noun phrase

Read and listen to Billy the Brave Knight. Look at your boxed up plan. You should use the same
structure as our class fext but change as much of it for sensible yet imaginative vocabulary. Type
your name and then your paragraph below:

My Name: student A

Early one fine spring morning, Billy and his group of trusted friends made their way hoppily
towards the market. Muffin the horse plodded eagerly along, hoping for his favourite treat -
sugar lumps ond custard

First they passed a great hill, where Gemma the Gorgeous Giant lived. Next they passed a
haunted, seary coti] where Peter the petrified panda lived. Finally they come to o waterfall

and next to them was a sparkly house covered in unicorn sparkles.

Billy walked up the o the house and searched for the daorbell. Mutfin slumped to the ground
for he just wanted ta get to the market. "Hello?" called Billy, to see if anyone was at home.
“Wh is there at my deors” giggled a brown haired ledy.

a - A

~ B TURN
- Bl A
| U




Your work
Google Docs

Unsubmit

Private comments

A

Demo StudentA - Parag...

Turned in

You will now see that your child’s work is turned in; however,
if your child wishes to make changes, just click on ‘unsubmit’ to
go back into the task and carry on.

Don’t forget to turn the work back in again when it is

finished!

If necessary, your child can send a
teacher about the task /| work.

If they want to, there is no reason
a rough draft or working out on sc

private message to their

why your child may not do
rap paper before typing

answers onto the correct Google Document.

5. How to see you teacher’s feedback and make improvements

For the larger, editable worksheet assignments (see section 4(b) above), your child’s teacher can:
read what you’ve done, check it and give feedback. The feedback is just like the teacher using
their green pen to challenge your child to improve their work.

To see if your teacher has returned you work to you with feedback, check the assignment again,
from the classwork screen. You will see that if the work has been returned it will say so in the

tOp corner:

English

Returned -

Innovate write - paragraph 2 (Defeating a m...
Posted Nov 24

LO: To develop cohesion

Yo iting your own version of the secol

Billy the Brave Knight - ...

Word

Vie is assignment to access the support materials and the worksheet to fill in

Billy the Brave Knight - ...

Audin

aragraph of your innovate text - check you bexed up plan before you
writing. The document you will epen and write on is called 'Paragraph 2 innovate'. It will open in a new tab

_ Fetumer ]

Click on ‘view assignment’
and you will see that the

‘your work’ box looks like
this:

So you now know that your work has been returned.

So click on the document link to open your work in a new tab.

Look carefully at the work. You might see that some parts are

highlighted. This is

showing where your
teacher wants you to
make improvements.

To the right of the page
you will see your
teacher’s comments
about each highlight.

Your work Returned

Demo Studenté - ...

Google Docs
+ Addor crea;e

X

E Demo StudentA - Paragraph 2 innovate ¥ 1 &

File Edit View

-~
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Insert Format Tools Add-ons Help Lastedit was made yesterday at 9:37 PM by Mr Simmonds
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your name and then your paragraph below

My Name: student A

sugar lumps and custard,

Early one fine spring marning, Billy and his group of trusted friends made their way happily L]
towards the market. Muffin the horse plodded cagerly along, hoping for his favourite treat -

~ B

cE-EE|X # eaing RN

First they passed a great hill, where Gemma the Gorgeous Giant lived. Next they passed a
haunted, scary cotij where Peter the petrified panda lived. Finally they came te a waterfall
and next to them was a sparkly house covered in unicorn sparkles.

Billy walked up the to the house and searched for the deorbell. Muffin slumped to the ground
for he just wanted to get to the market. "Hello?” called Billy. to see if anyone was at heme.
“Whe is there at my deor?” giggled a brown haired lady.

Mr Simmonds
@ 9:35 PM Yesterday v
Sreat ut this is the same as

wor more
enthusiasm for his movement? Can you
change this and make it more exciting?
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Mr Simmonds
9:37 PM Yesterday

v

®

I wonder if Billy would show maore

enthusiasm for his movemQ\g3&an you
change this and make it mg ing?

Click on a comment.

There are two things your child can do:
1. Reply to the comment in the box (if it is a question for example)
2. Edit the word/phrase/sentence that the comment is linked to on the page itself

Mr Simmonds
9:37 PM Yesterday

v

(0

| wonder if Billy would shew more

| have changed the words on the

enthusiasm for his movement? Can you
change this and make it meore exciting?

Click ‘reply’ to
child’s teacher.

Mr Simmonds
9:37 PM Yesterday

v

©

| wonder if Billy would show more
enthusiasm for his movement? Can you
change this and make it more exciting?

I

If you are doing number 2, your child can still reply to the
comment to show that they have made the change.

be sure that the message has been sent to your

shest.
% Cancel @

| wonder if Billy would show more
enthusiasm for his movement? Can you
change this and make it more exciting?

| have changed the words on the sheet.

{eply or ado

Mr Simmonds
9:37 PM Yesterday

v

Demo StudentA

11:21 AM Today

others with @

If they wish, your child can add another message
beneath or (by clicking the three dots) delete or
edit the first one.

/

When the improvements have all been done your child must ‘turn in’ their work again.

~ B TIJEhmm A

If th

new

ey don’t do this, your teacher will not receive the
version.

It is likely that this process will only happen once for each piece of work, but your child’s teacher
might return the work more than once if there was confusion over the changes to be made.

6. How will your child know if they have messages or returned work?

The Classroom won’t bring up any messages, so unless you check the assignments later it is not
easy to see that there is work due or that there is a message

waltlng.

For this, your child must

e Click on the 9 dots in the top corner and choose ‘G Mail

check their emails.

e Gmail will open in a new tab in your browser.

e The emails give messages or let you know about the work that was turned in

O + Mrsimmends (Classr.
Mr Simmonds (Classr.
Mr Simmeonds (Classr.

Mr Simmeonds (Classr.

RAr € de (Flacer

Returned: "Innovate write - paragraph 2 (Defeating...' - Hi Demo, Mr Simmonds just return... B 8 = 0
Mr Simmonds added a private con@! "Innovate write - paragraph 2 (Defeating..." - Hi Demo, M.. Nov 24
Returned: "Innovate write - paragraph 2 (Defeating.." - Hi Demo, Mr Simmonds just returned Innovat... Nov 24
New assignment: "Innovate write - paragraph 2 (Defeating..." - Hi Demo, Mr Simmonds posted a new.. Nov 24
Doturnad: "Dasdina ™ b Shaoorn Dis " _ Ll Dom bdr Simmmnande inet ratisrnad Dooding ™ Bloear 34




Hi Demo,

Mr Simmonds just returned Innovate write - paragraph 2 (Defeating a monster text).

Innovate write - paragraph 2 (Defeating a
monster text)

Some emails are from Google Classroom to let

the child know about the work and might look
like this.

Your teacher might also use email to communicate with children directly, though this will be kept

to a minimum.

You can reply to those emails but don’t reply to ones from Google Classroom.

We suggest that you copy your child’s email address and password below, so that you have

them easily accessible.

Child’s Name: ...

Email Address:

Password:

Child’s Name: ..

Email Address:

Password:

Child’s Name: ...

Email Address:

Password:

The Remote Learning Policy is available on the school website: www.pirtonhill. com/policies
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