
 

 

Student Guide to Google Classroom 
 
The way to access your lessons is to go to classroom.google.com and locate the class tile. 
This will take you to the class stream. This is the social space of Google Classroom and will 
include all of your updates for assignments, teacher updates and more.  
 
Google Classroom is designed to be organised on the Classwork tab. Please click on 
Classwork to find the organised list of activities and assignments.  

 

 
 
Click on the assignment stripe to open a preview. 

 
 
Click on "View assignment" to view the full directions.  
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TIP: Hold down the CONTROL key when you click on “View assignment” to open assignment 
in a new tab. This way you can close the assignment when completed and easily go back to 
the Classwork page.  
 
From the assignment screen, look at the right hand side. There is a "Your Work" bubble. 
This is where you can submit screenshots or work samples. But please, ALWAYS Mark AS 
DONE (or Turn in if your teacher has provided a document for you).  

 
 
The private comment section ONLY goes to your teacher. Use this if you are struggling or 
need to ask a question directly to your class teacher.  
 
Look at the icons on the assignment stripes, if they are lighter it means you have MARKED 
AS DONE or TURNED IN. The darker icons indicate you still need to turn in that activity.  
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When new activities are posted you will receive an email notification. I recommend you 
filter your email to alert you to these emails. This is an easy way for you to get into the 
class.  
 
Please be in the habit of checking “View your work” at the top of the Classwork page. This 
will show you which assignments you have completed. You can also filter for missing 
assignments.  

 
 
OR on the class Stream, look for the upcoming work bubble. Click on “View all” to find your 
assignment list.  

 
 
 
An essential part of the Google Classroom workflow is to RETURN the assignments. This lets 
you know that your teacher has reviewed the submission. Teachers will often leave a note 
when they return. 
 
 
 
 
 
 



 

 4 

Google Meet 
 
Joining a Meeting 
Your class teacher will need to invite you to a meeting in order to join it. When they’ve done 
so, you’ll receive an email invitation, or google calendar event, that has a join link.  
 
To join a meeting: 

1. When it’s time to join the meeting, click the link in your email / calendar event and 
the meeting will open in google meet.  

2. Click the more options button, which looks like three stacked dots to the bottom-right, 
and adjust audio and video settings as desired.  

 

 

3. Click the “Join now” button when ready.  
4. Click the more options button, which looks like three stacked dots to the bottom-right, 

and blur the background.  
5. When the meeting is over, click the leave call button, which looks like a phone, to exit. 

During a Meeting 

During a meeting, all major controls and functions are accessed from the bottom of the 
window. Settings can be configured from the more options button, which looks like three 
stacked dots, to the bottom-right. Participants and chat are accessed on the right side. 
 

 

More options 

End meet video call 
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Expectations of Students  
 
All students must:  
 

§ Complete the lesson materials and tasks to the best of their ability for each timetabled 
lesson. 

§ Aim to be logged in to their google classroom for the particular lesson for their usual 
in-school timetable to access the lesson online and / or attend a google meet. 

§ Contact their class teacher if they are struggling to access the content of the classwork, 
and their Head of Year if they are struggling to access google classroom. This should 
be done through school email or by calling the school office. 

§ Students must attend all google meet video calls that they are invited to. 
 
For all google meet video calls students must: 
 

§ Wear suitable clothing, as should anyone else in the household that may be seen on 
screen. 

§ Professional conversations and language should always be used. 
§ All devices used by students should be in an appropriate area in the house, for 

example, not in bedrooms wherever possible. 
§ The background should be blurred where possible (this can be found in the ‘more 

options’ section from the three dots located at the bottom right-hand corner of the 
google meet screen). 

§ If students are inappropriately dressed or there is something inappropriate in the 
background, the camera must be switched off until they have resolved the issue. 

§ Mute yourself when not talking and when entering a meet. 
§ Use headphones if you have them. 
§ Raise your hand or use the chat to ask any questions. 

 


