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It is recommended to use Google Chrome when using Google Classroom.

Safeguarding
We are acutely aware that Google Classroom needs to be secure and
protects our pupils and staff. Google Classroom is only one aspect of
G Suite for Educa�on - there are other apps we have access to.

Setup se�ngs

Guidance for pupils and parents

Only pupils and staff must
access Google Classroom
using our domain
accounts - not using a
personal account.

We will use Google Classroom and
our school website to share quality
resources with our families to help
them keep safe online.

Reports are available to
monitor usage and all
interac�ons are recorded.

The Ground Rules for pupils will
include:
• tell someone if there is anything
that is not safe or worries you.

Repor�ng Concerns
The repor�ng of child protec�on and safeguarding concerns remains
as before. It is the responsibility of all adults in and outside of school
to ensure that any safeguarding concerns, are reported to the
Designated Safeguarding lead. All concerns can be reported to Mrs
Braybrook and Mr Morley , and in the case of an emergency 999
should be called.
For more informa�on, go to the Safeguarding page on the website:
h�ps://www.bwacademy.co.uk/page/?�tle=Safeguarding&pid=30

Staff Interac�on on
Google Classroom
To ensure consistency, clarity and to support well-being, pupils, parents
and staff must follow the following protocols and expecta�ons.
Pupil Ground rules

Ground Rules for Pupils

These rules should be shared
with pupils and constantly
referred and adhered to when
using Google Classroom. If
they are broken, staff should
contact parents.
* These rules may change or be added

• login using the school account
not a personal account
• say kind things when
commenting and no swearing
• tell someone if there is
anything that is not safe or
worries you

to. You will be no�fied, if this happens

Parents are able to comment; they too must adhere to the ground
rules and staff should refer any concerns to the leadership team.
What do we do if pupils have not joined the classroom or are
not interac�ng?
Teachers will contact you either through Parent Hub or a
phone call - if it is a withheld number, it might be a teacher
calling from home!
We would also expect that as parents you are monitoring
your child’s interac�on on Google Classroom. We will
contact you if we have any concerns.

Expecta�ons of staff interac�on on Google Classroom and feedback
to pupils
We are mindful of the well-being of our staff and pupils. Google
Classroom is not just for learning, but to engage with, support and
mo�vate our pupils. Staff may interact with pupils in the following
ways (these may differ in different year groups and might change over
�me as staff learn how to use Google Classroom):
• The Classroom is monitored between 9am - 4pm during a school
day.
• The monitoring will be shared between the year group team (i.e.,
one person on Monday, a different person on Tuesday etc).

Feedback to pupils
• Teachers will always look at work when it is submi�ed – we want
to see your child’s wonderful learning! Teachers will evaluate
learning and if they no�ce common errors or misconcep�ons,
rather than providing individual feedback, they will provide
feedback through videos, photos and in wri�en form. This
feedback will be added to a “feedback” Material during the week.
The children will be able to refer back to this at any �me.
• Addi�onal Learning learning ac�vi�es will not always be given
feedback.

Stream Tab
The Stream Tab is where you can see Announcements from teachers
and your Assignments and other ac�vi�es will appear here. It is here
you can interact with the teachers, but it is not a chat room - please
monitor your child’s ac�vity on this.

Class comments
Class comments appear within any Announcement and Classwork.
Everybody can see and write Class comments.
Pupils should
only be allowed
to comment some�mes we
will turn this
facility off.

Teachers can delete comments if needed and mute pupils
too. We monitor the comments and will contact you if
pupils are making inappropriate comments.

Classwork Tab
The Classwork Tab is where you can see your Key Learning tasks,
which are Assignments and other op�onal ac�vi�es, which are mainly
Materials but some might be Assignments as teachers may want to
give feedback. The Addi�onal Learning ac�vi�es are there if you need
them but the teachers may not give feedback.
You can upload work at any point. You do not need to submit it un�l
you are ready. Please make sure you are suppor�ng your child to do
this.

Submit work and
write Private
comments to the
teachers (you can
delete these but
not edit).

TIP

Unsubmit by
clicking the op�on
if you want to add
more!

If the work has
already been
returned by the
teacher, you can
s�ll resubmit work
and the teacher
can see it.

Think of each Assignment as a folder containing all the tasks. You can submit
work as you go and keep resubmitting until all are complete.

The school website is regularly updated. Whenever we modify our
approach, updates will appear here, as well as clear protocols and
advice.
h�ps://www.bwacademy.co.uk/page/?�tle=Remote+educa�on&pid=235

FAQs
What do you do if you’ve accidentally deleted a file?
DON’T PANIC!!!
You will find all the documents you have created in your Google Drive
in the Classwork tab.

The documents uploaded for the classwork are PDFs. I don’t have a
printer, what can I do?
There are several op�ons here. If you are accessing the PDF from a
tablet, you are able to write on it directly.

Secondly, you can write the answers directly into your exercise book
and then take a photo and upload it.
Thirdly, there is a facility you can link to Google called DocHub, which
enables you to edit PDFs and save. You will need to go to the DocHub
website and log in using the Google school account. You will need to
allow certain permissions but then you should be able to open and
edit PDFs with DocHub.
Finally, we are looking at alterna�ves to PDFs, such as crea�ng Google
Slides which allows you to edit.

The Google Classroom app
There have been some problems with the Google Classroom app
when using a phone or tablet. It is suggested that the app is deleted
and Google Classroom is only accessed through a web browser.

Personal Google accounts
You can only access Classrooms and files when using your child’s
school Google account. Your web browser will remember all of your
Google accounts so make sure it is the school account you are using.

Seeking permission for some files / documents
There have been some permission issues with accessing files on
Google Classroom. Teachers will give permission to view files only if
the permission request has come from you child’s school Google
account.

What do you do if you’ve forgo�en the Google account password?
Contact school and the password can be reset and a message sent to
you with the reset password. You will need to change it when you log
in.

Comments
There are two types of comments, both have already been referred to
in this Handbook.
Class comments can be seen by everybody and appear within the
Announcements and within the Instruc�ons of Classwork. In the
ini�al setup, the se�ng should have been changed so that pupils /
parents can only comment and not be able to post on the Stream.
Private Comments can be seen by the individual pupil / parent and all
teachers in the Classroom. It is an effec�ve way to ask ques�ons and
for teachers to respond and give feedback.

There is a third type of comment and teachers may start to use it if
we believe it will support our pupils’ learning. You are able to add a
comment within the actual work when marking the submission.

Teachers will be responding to comments mainly during the school
day. Be aware that you may not get a response if it is outside of
school hours or at weekends straight away.

Founda�on Stage
Founda�on Stage parents will use Google Classroom to access
resources for learning ac�vi�es. Teachers will use the Material choice
when crea�ng Classwork and will not use Assignments. Interac�on
and feedback will be given through Tapestry. Parents will be guided
each week as to what content should be uploaded to Tapestry. This is
to ensure it is manageable for staff to monitor, as well as illustra�ng a
balance of learning across the curriculum for children.

Uploading and Submi�ng
Work

