
  

 

 
 

How to use our school’s Google Classroom 
Follow these steps so your child can continue to complete learning activities, 
hand them in, and get feedback from teachers while they can’t come into 
school. If you allow your child independent internet access, you may wish to 
follow these instructions with them the first time they log in. If your child 
does not have internet access you can follow these instructions yourself and 
print hard copies of the learning materials to give to your child. 

 

Smartphones and tablets: download the free Google Classroom 
app 

 

Once the app has downloaded, open it and log in to your G Suite for Education account.  

 

Computers and laptops: log in to Google Classroom 

● Go to www.classroom.google.com 

● Log in with your G Suite for Education account 
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INSTRUCTIONS FOR STUDENTS 

Android devices  iOS devices (iPhones, iPods, and iPads) 

● Open the Play Store app 

● Search for ‘Google Classroom’ 

● Tap ‘Google Classroom’ 

● Tap ‘Install’ 

● Open the App Store app 

● Search for ‘Google Classroom’ 

● Tap ‘Google Classroom’ 

● Tap ‘Get’ 

http://www.classroom.google.com/


  

 

How to access a virtual lesson 

Your child will have been provided with a visual timetable for their remote learning, combining 
virtual sessions in their core subjects and project based learning through Google Classroom 
Assignments feature. You can obtain this from your site leader or by contacting the school’s 
General Enquiries line on 0121 2400 992. 
 
When you first open Google Classroom, you will see all your child’s classes listed. You can also 
select different classes from the left side panel. 
 
METHOD 1: 
At the time of the virtual session, a Meet Link will appear on the main Classroom Banner 
(shown below). You can click the link to join the session! Note: Your child will need a device 
with a camera and microphone in order to communicate with the teacher. If this is not available, 
speak to your child’s site leader. 
 

 
 
METHOD 2: 
At the time of the virtual session, your child will also receive an email to their school email 
address containing an invitation link. They can login using their school Google account at 
mail.google.com, or using the Gmail app for smartphone or tablet. 
 

 

How to get and hand in work (computers and laptops) 

● Go to Google Classroom 

● Choose your class from the left side panel. You will have an email telling you when a teacher 
has set work for a class, and your assignments will appear in the ‘Stream’ for that class! 
There may be some files attached to the assignment, like presentations to look at, a 
worksheet to fill in or a video to watch! 

● Click ‘Classwork’ 
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● Click on an assignment, then ‘View assignment’ 

● On the right-hand side of the page, click ‘Add or create’. Depending on the type of work the 
teacher has set: 

❏ You can take photos of your completed work, upload them to your computer 
and then upload the photos in Google Classroom, or attach a document you have 
created e.g. a Word document or a PDF file – click ‘File’, then ‘Select files from your 
device’, then ‘Upload’ 

 

❏ You can also click ‘Google Drive’ to upload a document created in your 
Google Drive. You can then search your drive using the search bar. If you have 
worked on the document recently, it will appear in your ‘Recent’ section. Click the 
file to select it, and click ‘Add’. 

 

❏ Or, your child can type up their answers in a Google Doc – click ‘Docs’ to load 
a new Google Doc. Use ‘Docs’ for word processing, ‘Slides’ to produce 
presentations, and ‘Sheets’ to produce a spreadsheet. 

 

● Once you have finished your work, click ‘Hand in’, then ‘Hand in’ again to confirm 
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If you’ve made a mistake, don’t worry, you can click ‘Unsubmit’ to return the work to you, then 
follow steps 4 and 5 to resubmit work! 

 

How to hand in work (mobile devices – Android or iOS) 

● Open the Google Classroom app 

● Tap on your class, then ‘Classwork’ (at the bottom). You will also have an email telling you 
which classes have set work that day. Any assignments set will appear in the ‘Stream’ for 
that class! 

● Tap on an assignment, then the arrow at the bottom 

● Tap ‘Add attachment’. Depending on the type of work the teacher has set: 

❏ You can take photos of your child’s completed work, upload them to your 
computer and then upload the photos in Google Classroom – click ‘File’, then tap 
the file on your device 

❏ Or, your child can type up their answers in a Google Doc – tap ‘New Doc’ to 
load a new Google Doc 

● Once your child has finished their work, tap ‘Hand in’, then ‘Hand in’ again to confirm 

If you’ve made a mistake, you can click ‘Unsubmit’ to return the work to you, then follow steps 4 
and 5 to resubmit work! 

 

Once work has been marked, your will be told by email 

You can also find all your returned work by following the steps below. 

On a computer or laptop 

● Go to Google Classroom, then click ‘Classwork’ 

● Click ‘View your work’ 

● Click ‘Returned with grade’ on the left-hand side 

On a mobile device (Android or iOS) 

● Open the Google Classroom app 

● Tap on your class, then ‘Classwork’ 

Once you’ve found the assignment, click or tap on any attached files to see the teacher’s 
feedback. 
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Technical Support 

If you have problems or require support with using Google Classrooms, call Chris Delahaye 
(HOD ICT) on 07511 154420. 

Changing your Google account password 

1. Open your Google Account. You might need to sign in. 
2. Under "Security," select Signing in to Google. 
3. Choose Password. You might need to sign in again. 
4. Enter your new password, then select Change Password. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

How to become a ‘Guardian’ 
As a guardian, you can receive email summaries showing your student’s progress in classroom. 

You can choose the frequency of the emails, such as daily or weekly. 

You can unsubscribe or remove yourself from Classroom at any time. 

Guardian email summaries include: 

● Missing work—Work that’s late at the time the email was sent 
● Upcoming work—Work that’s due today and tomorrow (for daily emails) or work that’s due 

in the upcoming week (for weekly emails) 
● Class activity—Announcements, assignments, and questions recently posted by teachers 
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Receive summaries 

As a guardian, you must receive and accept an email invitation before you can receive email 
summaries. You will have one from administrator@springhillhighschool.co.uk 

You have 120 days to accept an invitation before it expires. 

1. In your email program, open your email invitation. 
2. Click Accept. 

If you’re not the guardian, click I’m Not The Guardian. 

 
3. Click Accept again. 
4. (Optional) To access the email summary settings page, create a Google Account. 

When you accept an invitation, your student receives an email confirmation 

Removing yourself as a guardian 

You can remove yourself as a student's guardian at any time.  

If you have a Google Account: 

1. At the bottom of any email summary, click Settings. 
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2. Next to the student’s name, click Delete  Remove. 

 

If you don't have a Google Account: 

1. At the bottom of any email summary, click Unsubscribe. 

 
2. Click Unsubscribe again to confirm that you want to permanently remove yourself as a 

guardian. 

 The student receives an email that you were removed from their account. 

 

 

Manage your settings 

To manage email summary settings, you need a free Google Account. A Google Account allows you 
to: 

● Set the frequency of your emails 
● Update your locale 
● View all students connected to your account 

To manage your email summary settings: 

1. If you haven’t done so already, create a Google Account. 
2. Sign in to your Google Account. 
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3. In your email program, at the bottom of any email summary, click Settings. 

 
4. On the email settings page, click Sign In. 

 
5. Enter your Google Account email address and click Next. 
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6. Enter your Google Account password and click Sign in. 

 
7. Under Frequency, select your desired email frequency. 

If you don’t want to receive emails, select No summaries. 

 
8. Under Timezone, select your time zone. 
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9. (Optional) To check which email address email summaries are sent to, look under Google 
Classroom email summaries. 

 

Create a Google Account 

To manage your email summary settings, you need a free Google Account. You don’t need a Gmail 
address to create the account. You can use your current email address. 

1. In your email program, at the bottom of any email summary, click Settings. 

 
2. On the email settings page, click Create New Account. 

 
3. Fill in the requested information and submit. 

The email settings page opens. 
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