Smithdon High School

Mr J Hirst

Headteacher

Downs Road, Hunstanton

Norfolk PE36 5HY

Telephone: 01485 534541

e-mail; office@smithdonhigh.org.uk
website: www.smithdonhigh.org.uk

Ref: AGI/LT
13 October 2020

Dear Parents

Information for parents re. Google Classroom

Following my previous contact with you regarding our move from Show My Homework to Google
Classroom as a means of setting homework and remote learning work for students who are isolating (or
in the event of any partial or whole school lockdown scenarios), we will shortly be sending you the option
to connect to your child’'s Google Classroom account, to enable you to see the work being set and when it
is due in.

You will receive an email from your child’s tutor by the end of this week — please check your SPAM folder
before you contact us, in case your provider has automatically sent the invitation email to SPAM. This
email will invite you to connect with your child’s Google Classroom account. (If you do not receive an
invitation this week, please contact your child’s tutor directly from Monday 19 October.)

When you receive this email, you will be asked to create a google account. If you choose to do this you
will be able to decide whether to receive daily, weekly or no notifications. (Otherwise you will only receive
weekly notifications). These notifications take the form of a summary email, which tell you the work set for
your child that day/week (depending on the chosen option) including the deadline; will inform you of work
due in the next day/week and will inform you of any “missed work” that is overdue. An example of the
weekly summary email you will receive is attached. For a daily summary, it will be the same but only
include activity from that day. If there is no activity, you will not receive an email.

If you set up a google account you will be able to change your chosen email frequency at any time —
support for this can be found here: https://support.google.com/edu/classroom/answer/6388136.

This does not mean you need to set up a new email address — if your email is with another email
provider, simply select to use this at the creation of your google account and it will connect to your current
email:
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Students have been introduced to Google Classroom and how it works in an English lesson — for your
help and information | have also attached a student guide for using the Classroom, as a few parents have
asked for how to support your children in accessing their classroom and the tasks.

For any work-specific questions, please contact your child’s subject teacher directly. For Google
Classroom or general homework enquiries please contact your child’s Pastoral Manager in the first
instance, who will pass your query on to the appropriate person.

Many thanks for your ongoing support.

Yours sincerely

A Glu,

Mrs A Gibbins
Head of School
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Written by Kasey Bell

ShakeUpLearning.com

The Google Classroom Cheat Sheet is licensed under a Creative Commons

Attribution-NonCommercial-NoDerivatives 4.0 International License,

Book Design and Production by Kasey Bell.

YOU ARE FREE TO:

Share: copy and redistribute the material.

Under the following terms:

Attribution: You must give appropriate credit.

NonCommercial: You may not use the material for commercial purposes.

NoDerivatives: If you remix, transform, or build upon the material, you may not distribute

the modified material.

No additional restrictions: You may not apply legal terms or technological measures that

legally restrict others from doing anything the license permits.

The Google Classroom Cheat Sheet for Students - By Kasey Bell, ShakeUpLearning.com 2




I "% GOOGLE B
3=/ 'CLASSROOM

= CHEAT SHEET
For §tudents
m

WELCOME TO GOOGLE CLASSROOM

Google Classroom is designed to help teachers and students communicate and collaborate,
manage assignments paperlessly, and stay organized.

FIRST LOGIN FOR STUDENTS
Go to cl | Manage teaching and learning with
o to classroom.google.com. Classron

Classroom helps students and teachers organize assignments, boost cofiaboration, and foster better
communication

The first time you arrive at the Google

Gao to Classroom

Classroom website (if you have never loggedin) ~ lc—

you will see a screen like the one to the right. S . ————
CLICK “Go to Classroom” button.

LOGIN
You will then be prompted to login with the
email and password that were issued by your

tea cher 0 r s c h 00 ’ . Hassroor 38 classes co [ A e, aned atay organzed

After you enter your email and password, CLICK

.- Teacher Four
. @ teacherd@guainerdemo, shak,
"Continue”.
SELECT YOUR ROLE
® (lick on the “I'M A STUDENT" button as Pick your role

your role so you can join your teacher's
class.

I'M A STUDENT

Note: You cannot change your role later, so be sure to select the correct role.
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JOIN A CLASS AS A STUDENT
o Create and Name Your Class

Click the + (near the top-right of the page) and select “Join class” to join your teacher’s class.

+]

Join class I

Create class

° Enter the class code given to you by your teacher.
Then, CLICK “Join.”

Join class

Ask your teacher for the class code, then
enter it here.

Class code

1

Cancel Join
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STUDENT NAVIGATION

Main Menu (3 lines): Access all of your classes, calendar, student work, and settings.

Stream: The stream is where you will find announcements from your teacher, upcoming
deadlines, and where you can post and comment (if your teacher enables this for you).

Classwork: The Classwork page is where you will find your assignments and class materials.
People: The People page is where you can email your teacher and classmates.

G Suite Apps: This icon represents your G Suite apps. You can click on this icon to open

other G Suite applications.

4

= IU.S. History

U.S. History

Upcoming e Share something with your class

Due Thursday
New Assignment 2020

View all Kasey Bell posted a new assignment: Make a copy
Mar 23

E Kasey Bell posted a new assignment: New Assignment 2020
Feb 15 (Edited Mar 23)

1 ¢lass comment
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MAIN MENU

The main menu will always be available in the top-left (three lines).

(] ®
q- 9

View all Classes (R Classes I

View Calendars yB (™ calendar

Enrolied

View all your work
for all your classes. ER =]  To-do I

U.S. History
Each of your classes

will be listed here.
Getting Started with Google €

Bell ELAR
1st Period

Your archived
classes.

Archived classes

Your Google Classroom settings.

i Settings
This is where you can turn on/off
your notifications. BN —
The Google Classroom Cheat Sheet for Students - By Kasey Bell, ShakeUplearning.com 6
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STUDENT STREAM

The Stream is where you will find announcements from your teacher, upcoming deadlines, and

where you can post and comment (if your teacher enables this for you).

Upcoming assignment deadlines will appear to the left sidebar.

If your teacher allows you to post, you will see a box like this at the top of the stream. Click

in the box to share something with your class. Keep it appropriate!

Your teachers may also post announcements like this in the Stream.

Your teachers may also post notifications of new assignments in the stream. But you can

always see your assignments on the Classwork page.

U.S. History

B Share something with your class

Upcoming

Due Thursday

Mew Assignment 2020

Kasey Bell
403 PM

View all

Don't forget 1o bring your signed permission slips for the field trip!

Kasey Bell posted a new assignment: Make a copy
Mar 23

@ Kasey Bell posted a new assignment: New Assignment 2020
Feb 15 (Edited Mar 23)

1 class comment
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STUDENT CLASSWORK

The Classwork page is where you will find your assignments and class materials.

View your work, turn in status, due dates, and grades for your class.

View your class calendar, including due dates for assignments.

View your Class Drive folder in Google Drive.

Your teachers may organize your assignments by topics, materials, units, modules, type of
work, by day, or any way they choose. Those topics will appear to the left. Click on a topic to
see all the assignments for that topic. You will also see topics as headings over your

assignments and materials.

= U.S. History

Stream Classwork People

@ View your work

&e

B Google Calendar

(3 Class Drive folder

o-lli topics

TODAY

Daity Work

BEall nngers

Sept. 3, 2018
Sept. 4, Z0M8

Sept. 5, 2018

Classroom Materials

TODAY

Choose Your Own Adventure Google Sli.. =

Mo due date

nit 1: Civil War

Unit 22 Warld War |

Unit 3: Warld War ||

Week of Sept 3-7

Weok of Sept. 10-14

Week of Sept 17-21

Classroom Materials

Syliabus
Teacher Website

Class Rules

Unit 1: Civil War

Edited Sap 17, 2018

Edited Sep 17, 2018

Edited Aug 29, 2019

#001 The Battle of Gettysburg Digital Story

Explain the Reconstruction period in your ...

Cue Mar 26

No due date
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ASSIGNMENTS ON CLASSWORK PAGE

Posted assignments will appear on the Classwork page. You may be asked to refresh the to see the

4
(S

latest updates. Below is an example of an assignment.

Name of the assignment

Due Date

This is the assignment status. It will show Assigned, Turned In, Late, or Missing.
Instructions for the assignment from your teacher.

Your teacher may choose to attach a rubric. If so, this is where it will appear. Click to open.
Any files that your teacher has attached to the assignment will appear here.

Click here to open the assignment page.

q #012 World War Il Essay :
o Posted 8:26 AM Assigned
Using the attached template, write a three-page essay summarizing the events of World War II. v

The rubric is attached, and will explain how you will be graded.

e E Rubric: 1 criterion - 15 pts

Student One - [Template]...
Google Docs

e View assignment

The Google Classroom Cheat Sheet for Students - By Kasey Bell, ShakeUpLearning.com 9
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ASSIGNMENT PAGE

When you click on “View assignment” from the Classwork page, you will be taken to a new page that

gives you more details about your assignment.

Assignment title and due date
Instructions: Instructions for the assignment from your teacher.
Total points: Total point value of the assignment (the highest grade you can make)

Rubric: Rubric information if your teacher has added a rubric. (Click the down arrow to see more
information.)

Class comments: If your teachers allows you to leave class comments, you will see this option. All
students can see class comments.

Your work: This will show you any files the teacher created for you, and any files you have created for
this assignment.

Add or create button: Click this button to create new files or attach files you have already created for
this assignment.

Turn in button: Click this button when you are ready to turn in your work. Once you turn in, you will
not be able to edit your files anymore.

Private comments: Use private comments to talk to your teacher and ask questions. You and your
teacher are the only ones who can see private comments.

EI Due Mar 31 o 2
oints Assigne
#012 World War Il Essay Your work e
" Kasey Bell 2:26 AM g;:t:;iltoine- e 5

+ Add or create

Using the attached 1emplale, wrile a threp-page essay summarizing the events of World War §
The rubric ia attached, and will explain how you will be graded.

Summarization

Private comments

& B

Class comments

e

b
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TURN IN ASSIGNMENTS

Depending on the assignment, you can turn in a doc that your teacher assigned to you, create your own, or
add files to the assignment.

TO TURN IN AN ASSIGNMENT

Go to the Class, then the Classwork page, then click on “View Assignment.” Yourwor .
There are three different ways you can complete your work: * StudentOne-[Te.. y
Google Docs
o To use the file your teacher attached for you: + Add or create
X Google Drive
Click on the attachment under Your work with your name on it. e Link
2. Enter your work U
3. Click the “Turn in” button on the document and confirm, or G
click the “Turn in” button on the assignment in Google Classroom. B Docs
Slides P
o To attach an item that has already been created: B sheets
B Drawings
1. Under Your work, click Add or create and then select e o —

Google Drive, Link, or File.
2. Add or create your work files
3. Select the attachment or enter the URL for a link and click Add.
4. Note: You can't attach a file you don't own.

e To attach and create a new file:

1. Under Your work, click Add or create and then select Docs,
Slides, Sheets, or Drawings.
A new file attaches to your work and opens.
Add or create your work files

(Optional) To remove an attachment, next to the attachment name, click Remove.

2
3
4.  Click the file and enter your information. Note: You can attach or create more than one file.
5
6 Click Turn In and confirm.

7

The status of the assignment changes to Turned in.

The Google Classroom Cheat Sheet for Students - By Kasey Bell, ShakeUplLearning.com 1



e GOOGLE Y
o CLASSROOM

CHEAT SHEET

For Students
i S0 S i S S S S i i e A VIR o it et e e e e Sl e e

MARK AS DONE AND UNSUBMIT

MARK AN ASSIGNMENT AS DONE
Some assignments will have a Mark as done button instead of Turn in.

Important: Any assignment turned in or marked done after the due date is recorded as late,

even if you previously submitted the work before the due date.

1. Go to the Class, then the Classwork page, then click on “View Your work

Assignment.” + Add or create
2.  Complete the assignment. I
3. Click Mark as done and confirm. I
4.  The status of the assignment changes to Turned in.

UNSUBMIT AN ASSIGNMENT Your work Turned in late
After you have turned in an assignment or marked as done, you will

see the option to unsubmit. Use this if you need to make changes to No work attached

your work and resubmit to your teacher. If you unsubmit an

Unsubmit

assignment, be sure to resubmit it before the due date.

1.  Go to the Class, then the Classwork page, then click on “View
Assignment.”
2.  Click Unsubmit and confirm.
3. Note: This assignment is now unsubmitted. Resubmit it before the due date.

The Google Classroom Cheat Sheet for Students - By Kasey Bell, ShakeUpLearning.com 12
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ANSWER QUESTION ASSIGNMENTS

When a multiple choice or short answer question has been assigned to you by your teacher, it will
immediately appear on the Classwork page. Click “View question” to complete the assignment.

Due date
The question assigned to you.

Total points possible

Your Answer: This box is where you type your answer for short answer questions, or select from

multiple choice answers.

Add a Class Comment: Use this space to ask questions or for general comments. This is NOT where
you type your answer to the question.

Add a Private Comment: Use this space to leave a comment or question for your teacher.

Turn In: When you have completed your work, click the Turn in button.

o Directions from your teacher

1

What were the main causes of s
the Civil War?

Kasey Bell 2:57 PM (Edited 3:05 PM)

Write in complete sentences.
4 Private comments

Class comments
e

100 points Your answer ©G» Assigned

Turn in
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STUDENT TO-DO: SEE ALL YOUR WORK

You have multiple ways to view your work for a class:

e  Quickly see upcoming work on the Classes page
e See all your work for a class on the Your work page for that class.
e See work arranged by topic on the Classwork page

e  Filter work by class on the To-do page (see screenshot below).
The To-Do Page allows you to see all your work for all your classes. in one place.

o To-Do: Here students can see a list of all of the assignments that are pending, including the
title, class name and due date. Click on the assignment name to go directly to that
assignment details page.

o Done: Here students can see a list of all of the assignments they have turned in or marked

as done. -o-
e Click the drop down

Arrow next to “All

All classes ~

classes” to filter your Diie Nontlisy

work by each class.

Explain the Reconstruction period in your own words.
U.5. History — Due Mar 30

‘What were the main causes of the Civil War?
.S, History — Due Mar 30

What year did the Civil War end?
U.S, History — Due Mar 30

Due Tuesday

#012 World War Il Essay
U.S. History — Due Mar 31
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