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	INSTRUCTIONS FOR TEACHERS


How to use our school’s Google Classroom
Follow these steps to get set up on Google Classroom, invite pupils to your class, assign tasks, and give feedback on their work.
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Note: you’ll need your log-in details for your G Suite for Education account to complete the steps below. If you can’t remember these log-in details, please contact our admin team or the main school office [edit as necessary and insert contact details].
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Log in to Google Classroom on a computer or laptop
· Go to www.classroom.google.com
· Log in to your G Suite for Education account, then click on your class

Invite your pupils to your class
· Log in to your class, and click 'Stream' (at the top of the page)

· Copy the class code (underneath the class name on the left-hand side)

· Email the code to your pupils, or their parents

Use the 'Stream' to send messages to a whole class or individual pupils
This works a bit like a social media feed: you can post 'announcements' or resources to your class, or simply post messages to check in with pupils:

· Open Google Classroom, then click 'Stream' (at the top of the page)

· Click 'Share something with your class ...'

·  Under 'For', choose who can see the message (e.g. your whole class, or maybe a specific group of pupils)

· Write your message

· To include any resources, click 'Add' to link to YouTube videos or documents on your Google Drive, attach files from your computer, or link to other websites

· Click 'Post' to send the message

· Or, you can click the arrow next to 'Post' to schedule the message to send later, or save it as a draft
Consider turning off class comments in the 'Stream' section

If you want to stop pupils talking to each other within Google Classroom, you can disable pupil comments. Pupils will still be able to respond to your feedback on work they've handed in, but won't be able to post on the 'Stream' page.

· Click on a class in Google Classroom (e.g. Year 1A)

· Click the cog icon in the top-right corner to open the class settings

· Scroll down to 'General'

· Click the drop-down option to the right of 'Stream' and select 'Only teachers can post or comment'

· Click 'Save' (in the top-right corner)


Assign whole-class or differentiated tasks in the 'Classwork' section
· Open your class in Google Classroom, then click 'Classwork' (at the top of the page)

· Click 'Create', then 'Assignment'

· Give the assignment a title and instructions

· (Optional) Click 'Add' to attach documents or videos to the assignment

· (Optional) Click 'Create' to make resources using Google's tools (like Google Forms, Docs, and Slides)

· Under 'For' (on the right-hand side), choose who the assignment is for – the full class, a smaller group of pupils, or individual pupils

· (Optional) Set a due date, and a 'points value' if appropriate

· Then, click 'Assign' (on the right-hand side of the page) to send the task to the relevant pupils

Remove this section if teachers aren’t expected to mark and give feedback on work. 
Give feedback on pupils' work
· Open your class in Google Classroom, then click 'Classwork'

· Click on the assignment you want to mark

· Click 'View assignment' to see all the work that pupils have handed in

· Click on a pupil's name, then any attached documents

Once the document's loaded, you can assign a mark (on the right-hand side), and add general comments.

To leave specific comments within the document, highlight the relevant bit of the document, click the '+' icon on the right-hand side, type in the comment, and click 'Comment'.

When you've finished marking, click 'Return' in the top-right corner to send the assignment back to the pupil.
Save time with the comment bank
Save your frequently-used comments and phrases so you don’t have to type them repeatedly:

· While marking an assignment, click the speech bubble icon on the right-hand side of the page

· Click 'Add to bank'

· Type a comment (like "Excellent use of semi-colons"). Start a new line to add another comment, and repeat to keep adding more

· Click 'Add'

Google Classroom will then suggest phrases from your comment bank whenever you start typing a comment in a document.
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