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Introduction

This document is aimed at students to explain how to access and use the Google Workspace,
including Google Classroom.

Google Classroom is a learning management system (LMS) designed as an effective learning platform
for students and teachers. It allows teachers and students to work more collaboratively together and
gives you the opportunity to:

communicate with your teachers

receive feedback and grades from teachers

see set tasks and assignments

track your work and monitor your progress

use links and resources in an accessible way

Google Classroom is the E-Learning resource that Faringdon Community College is using for assigning
homework and remote teaching (when required). All students of Faringdon Community College have
a Google account created from their school login details.

This document is a step-by-step guide about the Google Workspace and most importantly how to
access and use Google Classroom. However, there is also a full video introduction located on
YouTube that you may also find useful: https://voutu.be/i9P0O3-Tt9po



https://youtu.be/i9PO3-Tt9po

Accessing Google Classroom

1) Type ‘Google Classroom’ into any search engine and follow the link through to the sign in
page.
GO gle google classroom X § Q

2 Al @ News [J)videos [ Images [ Books i More Seftings  Tools

About 670,000,000 results (0.42 secands)

edu.google.com » intl » en_uk » products » classroom v

Classroom | Google for Education

Get more time to teach and inspire leamers with Classroom. A free and easy tool helping
educators efficiently manage and assess progress, while enhancing ...

How Google uses cookies - App - Our Commitment

classroom.google.com ~
Google Classroom
Sign in. Use your Goegle Account. Email or phone. Forgot email? Type the text you hear or see.

Not your computer? Use a private browsing window to sign in.
Google Class - Google Class Room - Apps for Classroom - Classroom Help

2) You sign with your school email address (e.g.
jbloggs.19@student.faringdonlearningtrust.org) and your school password.
If you have a personal Google account then you MUST sign out before logging in with your
school account.

3) You will then be able to see any classes you have joined or have been invited to.

= Google Classroom

EI Todo m Calendar

Mr Bew, English, 2021 3 9MD IT Mrs Drayton

Henry Bew Mireille Drayton

Due today . .

Plan writing task to complete in.

4) Click on the class you would like to access.


mailto:jbloggs.19@student.faringdonlearningtrust.org

Joining Classes

Your teacher will add you to the class and invite you to join.

1) You need to login to Google Classroom.
2) You will see all classes that you have been invited to. Click on the Join option for each class.

= Google Classroom . g

Deciine
)

3) As you join more classes you will see on your home page lots of different class groups that
you are linked to.

= Google Classroom + = @

9MDIT Mrs Drayton ~ *

16 students

Why can’t | see all of my classes?

e Ifyou can’t see a class it is because your teacher has not yet invited you to join.
o You may need to let your teacher know that you have not been invited.
e |[f ateacher has added you by accident then please decline the request.



How To Get Ready For An Online Lesson

e Remote lessons will be taught according to your normal school timetable.

® Please check your timetable carefully and make sure you are ready for that particular
lesson.
Make sure you have your school equipment ready.
Log in to Google Classroom in plenty of time.

o Follow your teachers’ instructions, whether this is to contribute in the chat, discuss ideas
as a class, or complete work and tasks independently.

o Complete and submit tasks on Google Classroom in a timely way.

o Use the ‘private comments’ section if you have any questions about the work to
complete.

e Lessons will consist of teaching time and the rest of the lesson will involve completing a
task based upon the teaching from the first part of the lesson.



Accessing Online Lessons Using Google Meet

1) Sign into Google Classroom using your school email and password (Accessing Google
Classroom).

= Google Classroom

El To do D Calendar

Mr Bew, English, 2021 9MD IT Mrs Drayton

Henry Bew . Mireille Drayton
Due today
Plan writing task to complete in...

2) Click on the class you have a timetabled lesson for.

= Mr Bew, English, 2021 Stream Classwork People u e

Mr Bew, English, 2021

Meet link https://meet google.com/lookup/gs3zolayli (N

Upcoming

Due today

Plan writing task to compl.
View all Henry Bew posted a new assignment: Christmas Carol quotation drills pt 2 Due2aNov 1

Assigned

jtation drills means you now have a wide range of key quotations you can use in

3) Click the Google Meet link.
a. The link will only work when your teacher has started the online lesson.
b. Please be aware that if teachers are teaching a combination of online and
actual lessons then online lessons may start a few minutes later.

= Mr Bew, English, 2021 Stream Classwork People

Mr Bew, English, 2021

Meet link https://meet.google.com/lookup/gs3zolayli (TN




4) During the Google Meet you are able to:

a. Turn your camera and microphone on/off as required (bottom middle).
b. Raise your hand (bottom right).

c. Use the chat feature (top right) to ask a question if you don’t have a
microphone.

d. When finished ‘disconnect’ from the call (bottom middle).

Ny
£ 3|
Raise hand Present now



Completing Assignments Set By Teachers

1) Go to the main Google Classroom dashboard, where all your classroom tiles can be seen.
Check the account is definitely your: schoolusername@student.faringdonlearningtrust.org.

= Google Classroom

To do n Calendar

9MD IT Mrs Drayton =

Mireille Drayton

Due today
Plan writing task to complete in...

2) When you select a class you will see options along the top:
a) Stream - announcements are posted here and if the teacher permits, you can
comment.
b) Classwork - Click here to see your assignments.
Upcoming - Deadlines for work due is also shown on the left hand side.

= Year 13 Software Development  stream Classwork People

Year 13 Software Development

Upcoming Share something with your class..

Wookeo, no werk due soont

View all



3) Click the Classwork tab and click the assignment to be completed. Click View Assignment
and read the task instructions carefully.

B Vvariables - practical task Mo due date

Posted Mar 9 (Edited Mar 21) Assigned

View assignment

4) Please follow the instructions your teacher has given you for how to return your work. To
return work via Google Classroom click the Add or create button.

= Year 13 Software Development EHH o

& Variables - practical task

; Daniefle Mckernan  Mar @ (Edited Mar 21}

Your work Aasigned

Danielle McKerna...
= X

ext

Class comments + Add orcreate

L ] B
:

Private comments
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5)

& Variables - practical task

6)

Choose the location of the file.

a) If the file is on your computer, choose file upload.

b) If you have completed it using the Google Workspace, choose Google Drive.
c) If you have completed by hand and you need to send photos of your work, you will

need to capture these first with your phone then either:
i) Upload to Google Drive

ii)  Transfer to your computer
iii) Email the photos to yourself and open on your computer. (it is recommended

to upload using the mobile app for Google Classroom).

Year 13 Software Development

; Danielle Mckernan  Mar 9 (Edited Mar 21)

Class comments

When you have attached your work, click Hand In.

Your work Assigned

Danielle McKerna...
X

+ Add or create

#A Google Drive -
o Link

0 File

Create new

B Docs
Slides

B Shests

B Orawings

a) Only click ‘Hand in’ or ‘Mark as done’ once work has been completed and submitted.

b) If you accidentally submit work, you can click unsubmit to get it back.

¢) You can add a private comment to your teacher if needed.

d) If work is returned to you from your teacher it will be available here with any

comments they may have added.

Your work
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Completing Work Using The Google Workspace

The Google Workspace comprises many online applications that will allow you to complete your
work. Some of the most useful applications are:
e Google Drive
Google Meet
Google Docs
Google Slides

Google Sheets

Google Doc, Slides and Sheets are Google's versions of Microsoft Word, PowerPoint and Excel. This
means you can easily open and complete your work online and submit via Google Classroom. [t is
recommended to complete all electronic work using the Google applications where possible.

(’

Google  HzOffice
= we
~ =4

Docs Word
Sheets Excel
S L

) - B
Slides Powerpoint

\. J

To access the various Google Applications you can use the menu from within Google Classroom.
1) Click the Menu icon in the top right corner of Google Classroom. Then select the application
you wish to use. It will open in a new tab and automatically save the file into your Google

e @ @
e B

Account Drive Classroom

Drive.

Docs Sheets Slides

E & (i
Calendar Chat Meet

Sites Contacts

== m—— _
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Google Classroom FAQ

Why can’t | access Google Classroom?

This could be for a couple of reasons:
e Have you logged out of any personal accounts and logged in with your school account?
e Have you checked the spelling of your school email, it must be 100% accurate for it to work?
It is your school username followed by @student.faringdonlearningtrust.org.
o Eg.JBloggs.17@student.faringdonlearningtrust.org.
e Have you entered your password correctly? If you have forgotten your password then please
use the forgotten password feature to recover your password.
Otherwise, if you still can not gain access to Google Classroom please email the school at:
office@fcc.faringdonlearningtrust.org. Please include your name, year, tutor group and what the
issue is.

Why are classes missing?

If you can’t see certain classes this could be for a couple of reasons:
® Your teacher has not added you to the class. If this is the case then please email your
teacher asking them to add you.
® You were added to the class, but you rejected the invitation. If this is the case then please
email your teacher asking them to add you.

For more FAQ please see: Google Classroom Student FAQ

Google Classroom Explained - YouTube

For further explanation of Google Classroom please see the following YouTube video: Introduction to
Google Classroom

How Do | Report An Issue?

If you are having issues with Google Classroom that can’t be solved then please contact the school
by email at: office@fcc.faringdonlearningtrust.org. Please include your full name, year, tutor group
and what the issue is.
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