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How to access and use Google Classroom: A guide for parents/carers.

Dear Parents/Carers,

We understand the importance of our students being supported at home, especially with regards to
homework and home learning.  In order to make this easier for parents, please find below, a  guide to using
Google Classroom so that you can support your child and help them organise their homework effectively.

1. You will need to know your child’s school email address and password. This will allow you access to
your child’s google classroom account. Their email address will begin with their year of entry,
surname and then first initial. E.g. 21potter.h@hemelschool.com. They will need to tell you their
password.

2. Once you have logged in, go to the 9 dots in the top right hand corner of the screen.

Click on this and the google apps will appear.
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Then click on the Google Classroom App.

3. The Google Classroom page will look like this and is populated with a classroom for each subject
your child studies:

4. If you want to see what homework has been set by your child’s teachers, click on the ‘To Do’ section
and a list will appear of the work set.
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5. Alternatively, you can click on Calendar for a calendar view.

6. If you want to find out more details about the work set, you can click on the subject classroom.  Once
in the subject classroom, you will see a stream of notices from the teacher.  These may contain
announcements, reminders, copies of presentations etc.  However, if homework is to be submitted
on google classroom, rather than in an exercise book, then the work will be published in the
classwork section.
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7. Submitting work on Google Classroom:  When your child has completed their work on a google
doc, it is very easy to submit the work.  Go to classwork, click on the assignment, then click on ‘Add
or Create’.
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You will be asked to select a file: Choose the file you want, click on it and press INSERT.

8. The screen will now look like this:  the homework document is there so click on ‘Hand in’.
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You should see this:

Your child’s teacher will now be able to see and mark your child’s work on Google Classroom.

Please do not hesitate to contact us using parentmail@hemelschool.com if you or your child is
experiencing any problems with Google Classroom.

Thank you.
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