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SMMA Primary Digital Strategy for Parents  
  

Introduction  

  

This digital strategy has been written in response to the ongoing COVID-19 

pandemic.  The pandemic has forced all schools to respond rapidly to a new way of 

working.  As a profession, we have learnt many lessons since March 2020 and we 

expect we will continue to learn and improve our provision.  Therefore, we consider 

this a working document which will be updated as we evolve our practice.    

  

This strategy has been devised and shared with governors and staff to provide 

information and homogeneity of practice.  It has been written in line with the latest 

government guidance.    

  

Aims  

  

The COVID-19 pandemic has meant new ways of working.  It has highlighted issues 

in our community of inequity in regards to digital access.    

  

We are aware that this pandemic may continue for some time.  We want staff and 

families to be confident in our ability to quickly respond to any local or national 

lockdowns and support pupils who need to self-isolate.    

  

Our three main aims are:  

- Ensuring continuity of high quality education for all pupils  

- Having effective communication with families  

- Keeping safeguarding of all of our community at the front of our minds at all 

times   

  

Remote Learning  

  

Government guidance (January 2021) has stated that we must have a remote 

learning plan in place of full closure of schools.  

  

The temporary continuity direction makes it clear that schools have a duty to 

provide remote education for state-funded, school-age children whose 

attendance would be contrary to government guidance or law around 

coronavirus (COVID-19).  

  

The remote education provided should be equivalent in length to the core 

teaching pupils would receive in school and will include both recorded or live 

direct teaching time, and time for pupils to complete tasks and assignments 

independently. The amount of remote education provided should be, as a 

minimum:   

• Key Stage 1: 3 hours a day on average across the cohort, with less for younger 

children    

• Key Stage 2: 4 hours a day 

 In developing their remote education, we expect schools to:   

https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak#res
https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak#res
https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak#res
https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak#res
https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak#res
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• teach a planned and well-sequenced curriculum so that knowledge and skills are 

built incrementally, with a good level of clarity about what is intended to be taught 

and practised in each subject so that pupils can progress through the school’s 

curriculum   

  

• select a digital platform for remote education provision that will be used consistently 

across the school in order to allow interaction, assessment and feedback and make 

sure staff are trained and confident in its use  

   

Overcome barriers to digital access for pupils by:   

  

• distributing school-owned laptops accompanied by a user agreement or contract    

  

• providing printed resources, such as textbooks and workbooks, to structure  

learning, supplemented with other forms of communication to keep pupils on track 

or answer questions about work.  

  

When should remote learning take place?  

  

Remote learning should happen when:  

 an individual pupil is self-isolating or in quarantine 

 when a group of pupils have been asked to self-

isolate  

 when there is a full school closure.    

  

It does not apply to pupils who are sick or pupils who are absent for other non-

authorised reasons e.g. parents who are keeping their child off school without the 

need to self-isolate etc, or pupils on holiday.  

  

What platforms do we use?  

  

At SMMA we use Google Classroom to deliver online learning and assemblies.  As 

a school, we use G Suite as a back office and in classrooms we use Chromebooks 

which use Google as their platform.   

  

Google Classroom allows teachers to set work, pupils to submit work, hold online live 

lessons which they can then record and share with the children, set quizzes, share 

resources and provide feedback on work.  It also allows for daily registers allowing 

the teacher to keep in contact with pupils and to report centrally to the school to 

monitor the well-being of the child.  Guidelines of how to log on to Google 

Classroom, our guidelines and how to upload work is in Appendix 1, 2 and 3 (and on 

the school website)  

  

In addition, we subscribe to two online platforms which pupils have access to: Times 

Tables Rock Stars and Sumdog (both the maths and spelling sections) which are 

responsive to the individual child e.g. they assess at a baseline level, recognise 

https://classroom.google.com/u/0/h
https://classroom.google.com/u/0/h
http://www.smmacademy.org/1439/class-pages
http://www.smmacademy.org/1439/class-pages
http://www.smmacademy.org/1439/class-pages
http://www.smmacademy.org/1439/class-pages
http://www.smmacademy.org/1439/class-pages
http://www.smmacademy.org/1439/class-pages
https://ttrockstars.com/
https://ttrockstars.com/
https://www.sumdog.com/user/sign_in
https://www.sumdog.com/user/sign_in
https://www.sumdog.com/user/sign_in
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areas of weakness and strength and set work accordingly at the level that the child is 

working at.   

  

Teachers will use other websites and educational resources to enhance their 

teaching such as Oak National Academy, the BBC or Twinkl etc.  

  

We have two ‘private school’ SMMA Primary You Tube accounts which senior 

leaders and teachers use to upload prerecorded videos messages for children to 

access at different times. The videos are tagged as content for children which means 

that they are not subject to advertising, in addition they cannot comment on the video 

nor can it be searched for so only people with the link can see it.   

  

We are aware that these platforms are much more useful for older pupils who can 

independently access learning; teachers of younger pupils will provide activities 

suitable for younger pupils. We have also invested in Tapestry for Reception class. 

  

What do staff need to do?  

  

Teachers need to ensure that all pupils in their class have their usernames and and 

also to have records of these themselves. They should check that all new pupils 

have been added to accounts and that all pupils who have left are removed.   

  

The maths coordinator has access the Sumdog and Times Tables RockStars 

accounts and on request will add and remove students.   

  

The IT team are responsible for Google accounts and changing passwords.    

  

The Primary office will keep a central record of usernames and passwords to give to 

parents if needed and will contact the IT team if there are issues.   

  

In the case of a whole group closing or full school lockdown 

  

Teachers will post a daily register on the stream in Google Classroom – saying good 

morning by 9am.  Any child who logs on should say ‘good morning’ in this post.  Staff 

will keep a log of who has and has not responded which is shared with admin and 

SLT only.   Staff are asked to be proactive in spotting any pupils who are not handing 

in work and contact families as needed.  On a weekly basis, we will review each 

class log of pupil engagement and staff may contact parents directly if they are 

concerned.    

  

If a group or a whole school lockdown occurs, support staff will be timetabled to 

support key worker and vulnerable pupils in the school building with SLT and admin.  

Those who are not timetabled for direct work will be assigned pupils to contact for 

intervention work such as reading remotely which will be coordinated the Literacy 

Lead.  They should do this through the Google Meet function and in conjunction with 

families to find appropriate times for this to take place.  We will aim to continue with 

all planned interventions remotely.   

  

https://www.thenational.academy/
https://www.thenational.academy/
https://www.bbc.co.uk/bitesize
https://www.bbc.co.uk/bitesize
https://www.twinkl.co.uk/
https://www.twinkl.co.uk/
https://www.youtube.com/channel/UCmyGJUH1O5LPZMPOmOGo4HQ/videos
https://www.youtube.com/channel/UCmyGJUH1O5LPZMPOmOGo4HQ/videos
https://www.youtube.com/channel/UCmyGJUH1O5LPZMPOmOGo4HQ/videos
https://www.youtube.com/channel/UCmyGJUH1O5LPZMPOmOGo4HQ/videos
https://www.youtube.com/channel/UCmyGJUH1O5LPZMPOmOGo4HQ/videos
https://www.youtube.com/channel/UCRZWOiJEKylBWrt_sLj1_OQ/videos
https://www.youtube.com/channel/UCRZWOiJEKylBWrt_sLj1_OQ/videos
https://www.youtube.com/channel/UCRZWOiJEKylBWrt_sLj1_OQ/videos
https://tapestryjournal.com/
https://tapestryjournal.com/
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Each day the SLT or Chaplain leading collective worship will remind pupils to attend 

this through the Assembly Classroom at 9.15am.  The slides from the assembly will 

be shared in the classroom so that pupils unable to attend the live recording can 

access them.    

  

We have decided not to do all day live lessons because:    

• we are concerned that young pupils are not facing a screen all day  

• that for families with shared devices it would mean they would have to choose 

who accesses the lesson at what times  

• it is unnecessary with the right resources provided  

  

Therefore, we have scheduled a daily lesson for each class at separate times so 

they don’t overlap.  For younger pupils there is a particular emphasis on phonics and 

early maths in these sessions.   

  

We also understand that not all pupils will be able to access live sessions every day 

and so our daily registers note who has been online that day and engaged with 

learning.    

  

The school day timetable is as follows.    

  

9.00  Registers open on class websites and online learning begins  

9:15 - 9:30  Assembly in Assembly Room Classroom  

9:30 - 10:15  Reception  

10:15 - 11:00  Year 1  

11:00 - 11:45  Year 2  

11:45 - 12:30  Year 3  

12:30 - 1:15  Year 4  

1:15 - 2:00  Year 5  

2:00 - 2:45  Year 6  

3.30pm  
End of school day and students will no longer be able to post or 

respond to messages online  
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How much work should be set and completed each day?  

  

  

The remote education provided should be equivalent in length to the core teaching 
pupils would receive in school and will include both recorded or live direct teaching 
time, and time for pupils to complete tasks and assignments independently. The 
amount of remote education provided should be, as a minimum:   
  

• Key Stage 1: 3 hours a day on average across the cohort, with less for 
younger children    

• Key Stage 2: 4 hours a day  

                                                                         Government guidance (January 2021)  

  

  

Teachers will set daily work with enough information so that pupils can follow 

instructions independently.  They should provide a realistic timetable of work and be 

available for questions through the stream between 9am and 3.30pm each day.  

Remember that during a school day there are transitions, breaktimes and lunchtimes 

which mean that we would not expect that children are working solidly between 

those hours!  

  

Teachers have been asked to think carefully about limiting the amount of time pupils 

need to be online to complete work.  Therefore, the school provides workbooks, 

reading books and worksheets for families alongside any stationary required.  

Teachers will inform families when there are new resources to collect for particular 

lessons e.g. an art lesson.  Pupils will also be able to sign out reading books and 

swap them throughout the lockdown.  We ask that any borrowed equipment be kept 

such that it is still useable when returned.    

  

We teach the same curriculum remotely as we do in school wherever possible and 

appropriate.  However, we have needed to make some adaptations in some subjects 

Teachers will provide additional optional activities for pupils to support those at home 

who wish for more. Teachers will continue to have their PPA time and will inform 

pupils when these time slots will be.  We will coordinate with other teachers, e.g. 

P.E. music and languages to provide activities which reflect a full curriculum.    

  

Teachers should provide feedback on work online in line with the guidance set by the 

SLT (see Appendix 4).  A member of SLT (Head, Deputy) will oversee and monitor 

the work and engagement level and provide constructive feedback if required.    

  

We understand that this is an extremely challenging time and that in the event of 

group or full closure, parents are often balancing home learning with a number of 

other competing responsibilities.  We will work with you to make this as manageable 

as possible, while acknowledging the importance of pupils engaging as much as is 

possible. As always, we expect parents and teachers to be considerate and polite in 

to one another and that any concerns are raised through the appropriate channels of 

communication rather than publically.  

https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak#res
https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak#res
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In the case of individual pupils self-isolating   

  

When the office team are made aware of a pupil self-isolating, they should 

immediately inform the class teachers and cc in the Head of Primary. Parents and 

carers will receive an email with instructions of how to log on to Google Classroom 

and other information (e.g. links to We Are Islington and how to logon to the daily 

Collective Worship).    

  

The attendance officer will make contact with the family to check on wellbeing and 

offer any support from the school.  This contact and response will be logged and 

anything of note will be passed onto the relevant staff member e.g. class teacher or 

safeguarding lead.  

  

The class teacher should set up access to Google Classroom for the child the same 

day.  SLT will keep a Google Sheet of the children who are self-isolating and check 

that regular work is being set and feedback given and will support the teacher with 

this.  It is likely that work will be uploaded either at the beginning of the school day or 

at the end for the next day.     

  

We will not provide live streaming of lessons that are happening in school. The 

teacher may wish to use resources such as those provided by Oak National 

Academy, but should be aware that the pupil should be following objectives and a 

curriculum scheme in line with what pupils in school are doing.  Families can get in 

touch with the school or the teacher if they have questions.  

  

What about pupils without devices?  

  

In the event of a whole group closing, the school will send home stationary packs, 

guided reading books etc. and a suggested timetable will be uploaded to the school 

website and a copy made available on collection.  On an individual basis we will 

consider whether a device can be loaned from the school.    

  

A form on our website allows families to register with the school their interest in 

borrowing a device.  We also monitor closely who has been online or not so that we 

can proactively offer support to families who may need it.  

  

Paper copies of work can also be made by the school and be collected by the family. 

We have checked this with Public Health England and this is an acceptable reason 

to leave home during a lockdown or self-isolation.  
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Staff working from home  

  

If staff are working from home, they should consider their own well-being and try to 

work at a place which gives them light and an appropriate space to work 

comfortably. They should use their work laptop.  If they are leading a live session 

over Google Meets they should be diligent in ensuring that their background is 

appropriate for pupils to view. Staff should continue to be careful not to have any 

information personal to pupils available by ensuring that passwords are kept secure 

and that documents are not left out for others to view.   

  

Training  

  

SLT will audit what training teaching and support staff need on using the different 

platforms and provide as necessary with support from the IT team.    

  

Safeguarding   
  

Roles and responsibilities  

  

The Designated Safeguarding Lead (DSL) for SMMA is Damilola Ajagbonna, the 

Deputy Designated Safeguarding Leads (DDSL) are Laurence Standing, Adam 

Berridge and Anna McNestry. All staff at SMMA have responsibilities for 

safeguarding children at SMMA and a duty to report any concerns about a child’s 

physical or mental wellbeing to the appropriate person.  

  

Tools  

  

We continue to use CPOMs to record all communication, pastoral, behavioural and 
safeguarding concerns.   Reports made in CPOMS are instantly shared with the 
appropriate member of staff without the need for physical paperwork, meaning that staff 
can be anywhere to raise concerns immediately.  It allows for DSL and DDSL to 
remotely access records if they are not in school.    
  

Sources of information about online safety  

  

Teachers and SLT will use their lessons and assemblies to remind pupils about 

online safety and offer support.   

  

Digisafe resources from London Grid For Learning 

https://www.lgfl.net/onlinesafety/resource-centre?s=24  

  

Advice for those tutoring pupils online https://learning.nspcc.org.uk/safeguardingchild-

protection/tutors  

  

Supporting children through the pandemic  

https://learning.nspcc.org.uk/safeguarding-child-protection/coronavirus  

  

https://www.cpoms.co.uk/
https://www.cpoms.co.uk/
https://www.lgfl.net/online-safety/resource-centre?s=24
https://www.lgfl.net/online-safety/resource-centre?s=24
https://www.lgfl.net/online-safety/resource-centre?s=24
https://www.lgfl.net/online-safety/resource-centre?s=24
https://www.lgfl.net/online-safety/resource-centre?s=24
https://www.lgfl.net/online-safety/resource-centre?s=24
https://learning.nspcc.org.uk/safeguarding-child-protection/tutors
https://learning.nspcc.org.uk/safeguarding-child-protection/tutors
https://learning.nspcc.org.uk/safeguarding-child-protection/tutors
https://learning.nspcc.org.uk/safeguarding-child-protection/tutors
https://learning.nspcc.org.uk/safeguarding-child-protection/tutors
https://learning.nspcc.org.uk/safeguarding-child-protection/tutors
https://learning.nspcc.org.uk/safeguarding-child-protection/coronavirus
https://learning.nspcc.org.uk/safeguarding-child-protection/coronavirus
https://learning.nspcc.org.uk/safeguarding-child-protection/coronavirus
https://learning.nspcc.org.uk/safeguarding-child-protection/coronavirus
https://learning.nspcc.org.uk/safeguarding-child-protection/coronavirus
https://learning.nspcc.org.uk/safeguarding-child-protection/coronavirus
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Safety online https://learning.nspcc.org.uk/safeguarding-child-protection/socialmedia-

and-online-safety  

  

Keeping children safe online poster for families  

https://static.lgfl.net/LgflNet/downloads/digisafe/Parent-Top-Tips-Safe-OnlineCorona.pdf  

  

Considering whether to share information about apps with parents 

https://safeblog.lgfl.net/2018/11/parents-scare-or-prepare/  

  

 

Website  

  

The Primary section of the website has individual class pages, links to home learning 

and instructions on how to get onto Google Classroom.  We also have store of all 

curriculum maps, newsletters, letters and a news section.   

  

Email  

  

We are limiting what is sent out via paper and all communication is via email.  We 

have established an email address primaryadmin@smmacademy.org which should 

be the main contact given for admin and general enquiries.  Admin and SLT are able 

to access this account to support with continuity in case of staff sickness or absence.   

We have asked parents to check in with us that emails do not go into junk mail.   

  

Text  

  

A text message system is used to prompt parents to be in touch about absence, 

remind parents to check emails, as well as inform them of last minute changes.  If we 

need to close a group, we will send a text message and email a letter to parents.   

   

Meetings for staff and externals agencies  

  

As a school we are proactive in engaging with our community and with external 

agencies.  While we would usually support meetings happening in person (as these 

are preferable to developing relationships and providing accessibility) we are 

adapting our practice so that meetings may be online dependent on the current Risk 

Assessment.   

 

What platforms?  

  

For meetings involving parents of children in the school, we have decided to use the 

Google Meet platform through Google Classroom.  The reason for this is that it will 

support parents to understand how this platform works.  In addition, for children at 

Primary age, we would also expect that the parent/carer would have full access to 

the activities of their child online.  

 

  

https://learning.nspcc.org.uk/safeguarding-child-protection/social-media-and-online-safety
https://learning.nspcc.org.uk/safeguarding-child-protection/social-media-and-online-safety
https://learning.nspcc.org.uk/safeguarding-child-protection/social-media-and-online-safety
https://learning.nspcc.org.uk/safeguarding-child-protection/social-media-and-online-safety
https://learning.nspcc.org.uk/safeguarding-child-protection/social-media-and-online-safety
https://learning.nspcc.org.uk/safeguarding-child-protection/social-media-and-online-safety
https://learning.nspcc.org.uk/safeguarding-child-protection/social-media-and-online-safety
https://learning.nspcc.org.uk/safeguarding-child-protection/social-media-and-online-safety
https://learning.nspcc.org.uk/safeguarding-child-protection/social-media-and-online-safety
https://learning.nspcc.org.uk/safeguarding-child-protection/social-media-and-online-safety
https://learning.nspcc.org.uk/safeguarding-child-protection/social-media-and-online-safety
https://learning.nspcc.org.uk/safeguarding-child-protection/social-media-and-online-safety
https://learning.nspcc.org.uk/safeguarding-child-protection/social-media-and-online-safety
https://learning.nspcc.org.uk/safeguarding-child-protection/social-media-and-online-safety
https://static.lgfl.net/LgflNet/downloads/digisafe/Parent-Top-Tips-Safe-Online-Corona.pdf
https://static.lgfl.net/LgflNet/downloads/digisafe/Parent-Top-Tips-Safe-Online-Corona.pdf
https://static.lgfl.net/LgflNet/downloads/digisafe/Parent-Top-Tips-Safe-Online-Corona.pdf
https://static.lgfl.net/LgflNet/downloads/digisafe/Parent-Top-Tips-Safe-Online-Corona.pdf
https://static.lgfl.net/LgflNet/downloads/digisafe/Parent-Top-Tips-Safe-Online-Corona.pdf
https://static.lgfl.net/LgflNet/downloads/digisafe/Parent-Top-Tips-Safe-Online-Corona.pdf
https://static.lgfl.net/LgflNet/downloads/digisafe/Parent-Top-Tips-Safe-Online-Corona.pdf
https://static.lgfl.net/LgflNet/downloads/digisafe/Parent-Top-Tips-Safe-Online-Corona.pdf
https://static.lgfl.net/LgflNet/downloads/digisafe/Parent-Top-Tips-Safe-Online-Corona.pdf
https://static.lgfl.net/LgflNet/downloads/digisafe/Parent-Top-Tips-Safe-Online-Corona.pdf
https://static.lgfl.net/LgflNet/downloads/digisafe/Parent-Top-Tips-Safe-Online-Corona.pdf
https://static.lgfl.net/LgflNet/downloads/digisafe/Parent-Top-Tips-Safe-Online-Corona.pdf
https://safeblog.lgfl.net/2018/11/parents-scare-or-prepare/
https://safeblog.lgfl.net/2018/11/parents-scare-or-prepare/
https://safeblog.lgfl.net/2018/11/parents-scare-or-prepare/
https://safeblog.lgfl.net/2018/11/parents-scare-or-prepare/
https://safeblog.lgfl.net/2018/11/parents-scare-or-prepare/
https://safeblog.lgfl.net/2018/11/parents-scare-or-prepare/
https://safeblog.lgfl.net/2018/11/parents-scare-or-prepare/
https://safeblog.lgfl.net/2018/11/parents-scare-or-prepare/
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We use  School Cloud’s online solution for Parents’ Evening.  This uses information 

from SIMs to allow parents to book appointments online and then use this platform 

for video appointments.   A back up to this will be to use Zoom for meetings which 

requires more administration work.  

  

What should staff be aware of?  

  

Staff should be aware about any sharing of screens and backgrounds so they are not 

inadvertently sharing personal information. Staff should be made aware, or make 

others aware if they are recording a meeting.  

  

In group parent meetings, we ask that parents join with their sound off, but their 

videos on so that teachers can see who is talking. We also ask that they use the chat 

function to ask questions. A protocol for behaviour on these meetings will be shared 

in advance.   

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

https://www.parentseveningsystem.co.uk/
https://www.parentseveningsystem.co.uk/
https://www.parentseveningsystem.co.uk/
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Appendix 1 Guidelines for online learning  

  

SMMA Primary – code of conduct for Google Classroom  

Our SMMA 

classroom  

Google Classroom  

  
We listen and respond 

to what others say 

respectfully.  

  
We read and respond to what others say respectfully- we only 

use the language we would use in an ordinary classroom.  We 

don’t use slang with each other or the class teacher.   

  

  
We take turns  

  
If you need to share your device with someone in your home, 

check the tasks that your teacher has asked you to complete 

that day and write them in your exercise book so others can use 

the device if necessary.  Remember we all need to share.  

  
We try our best  

  
While Google Classroom allows us all to work at different times, 
you should aim to complete the work your teacher asks within 
the timeframe you are given and to the best of your ability.  If 
you are unable to because you cannot access a device– do not 
worry – choose one of the tasks from the offline work.  
  

  
We ask for help or find 

help where we can.  

  
We ask for help, or find help where we can. You can send your 
teacher a message privately asking about work that has been 
set, or post it in the stream so that if it is a common area of 
need, other children can learn from it too.    
  

  
We speak to and about 

one another kindly.   

  
Whatever you post in the class stream can be viewed by 
everyone. Just like in our SMMA classroom, we communicate 
with each other with kindness. If you’ve nothing nice to say, say 
nothing at all!   
  

  
We act in an 

ageappropriate manner   

  
We only post content or hand in homework with images which 
are age-appropriate.  Any content that is not considered 
appropriate will be removed by your teacher at any time.  
  

  
Username and 

passwords  

  
We do not share our logins with any of our friends.  If this 
happens, you must let the teacher know who will organise for 
your password to be reset.  
  

  
In all our actions we seek to follow the SMMA Way which is below. Anyone who persistently 
does not follow these rules should expect that their posting privileges will be removed, their 
content deleted and their parents informed. Any serious breaches will be dealt with by the 

head teacher.  
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Appendix 2   

  

How to Login to Google Classroom  

  

Join a class as a student   

   

To use Classroom, you need to sign in on your computer or mobile device and then 
join classes. Then, you can get work from your teacher and communicate with your 
classmates. When you join a class on one device, you're enrolled in that class on all 
devices.   
  

How to join a class   

  

You have 2 ways to join a class:   

  

1. Join a class with a class code—If your teacher gives you a class code, use 
this code to add yourself to the class. Your teacher might give you the code while 
you’re in class or email it to you.   
  

2. Accept an invitation from your teacher—If your teacher sends you an 

invitation, you’ll see Join on the class card on your Classroom homepage.   

  

Forgot or lost the class code? Code won't work?   

  

If you deleted, lost, or forgot the class code before joining a class, ask your teacher 
to resend the code or set a new one. If the code isn’t working, ask your teacher for 
help.   
  

Note: You only use the class code once to join the class. You are then enrolled in 
the class, and you don't need to re-use the code again.   
  

Join a class   

  

Computer AndroidiPhone & iPad   

  

You must be signed in to Classroom before you can join a class. Unsure if you’re 
signed in? Learn more about how to sign in to Classroom. Join a class with a class 
code   
  

1. Go to classroom.google.com.   

2. At the top, click Add   Join class.   

3. Enter the class code your teacher gave you and click Join. A class code 
consists of 6 or 7 letters or numbers. For example, hjhmgrk or g5gdp1.   
   

Accept an invitation from your teacher  1. 
Go to classroom.google.com.   
2. On the class card, click Join.   

   

https://classroom.google.com/u/0/h
https://classroom.google.com/u/0/h
https://classroom.google.com/u/0/h
https://classroom.google.com/u/0/h
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Appendix 3 How to upload work to Google Classroom  
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Guide to handing in work to your teacher on Google Classroom  

  

STEP ONE: Once inside your classroom, select the ‘classwork’ tab located at the  

 
  

STEP TWO: Scroll down until you reach the piece of work that you would like to 

hand in and select its title. This will expand the piece of work (see figure 2 below). 

Next, select ‘View assignment’.  

  

  

  

 

  

top of the page.   

  
Figure 1   

  
Figure 2   
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STEP THREE: If you would just like to show your teacher that you have done the 

work, but do not actually want to submit any work for them to see, then you select 

the blue ‘Mark as Done’ tab in the top right hand corner of the screen, before then 

confirming that you would like to mark the work as done (see figure 3 below).  

 Figure 
3  

  

STEP FOUR: If you would like to add your work as an attachment so that your 

teacher can view it, then you select the ‘+ Add or create’ tab in the top right of your 

screen (see figure 4 below).   

If your work is in a Google Doc, then you can share it by selecting ‘Google Drive’ 

and then adding the piece of work that you would like to share.   

If your work is a file, such as a digital photograph, Word document, or PowerPoint 

presentation, then you can share it by selecting ‘File’ before then uploading the file 

from your device.  

Once you have done this, the blue tab below will change to say ‘Hand in’ (see figure 

5). You now just need to select and then confirm this option.  

  

 
  

Figure 4  
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Figure 5  

  

Guide to viewing feedback from your teacher on Google Classroom  

  

STEP ONE: Once inside your classroom, select the ‘classwork’ tab located at the  

 
  

  

  

  

  

  

  

  

  

  

  

top of the page.   

  
Figure 6   
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STEP TWO: Select the ‘View your work’ tab in the top centre left of your screen.  

 
You will now be presented with a list of the different pieces of work that you have 

been assigned by your teacher. In the right hand column there will be one of three 

notifications (see figure 8 below).  

 
Figure 8  

  

‘Assigned’ meaning that your teacher has assigned you the work but you have not 

yet handed it in.   

‘Handed in’ meaning that you have handed the work in but your teacher has not 

returned it to you (this may remain at handed in if you did not attach work for your 

teacher to view as they may not ‘return’ an empty document).  

‘A Tick’ meaning that you have handed the work in and your teacher has returned it 

to you.  

  

  
Figure 7   
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If a speech box is next to the title of the piece of work, then this means that your 
teacher has left you a private comment relating to your work that only you can view. 
In order to view this comment, simply select the title of the piece of work.  
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Appendix 4   

St Mary Magdalene Academy Primary Online Feedback Statement  

This document contains guidance on offering feedback to children online. The aim of this 

guidance is to create a shared expectation around online feedback across staff, children, 

and parents whilst also ensuring consistency in feedback across different year groups.  

Forms of online feedback  

• Private comments on Google Classroom  
• Response to an email containing attached work or shared Google Document  

Frequency of Feedback  

If a child submits a piece of work through any of the above formats, then the teacher 

should offer a response of some kind. This applies to all forms of children’s work that the 

teacher can view and offer judgment based feedback on. If a piece of work is ‘handed in’ 

on Google Classroom, but there is no work attached that can be viewed, then no 

feedback is required.   

Google Classroom: the teacher should respond with a private comment and return the 

work as soon as possible after receiving it. This turnaround should be no longer than 

three days (excluding days at the weekend). This allows for a lag in completion of the 

work, as not all children may be accessing or completing the work on a daily basis. As 

Google Classroom does not inform the teacher when work is handed in, and thus the 

teacher must manually check for this, it is not expected that teachers offer feedback on 

work that was set more than three days ago. The exception to this would be if the child 

or parent contacts the teacher directly to notify them that this previously set work has 

now been handed in.    

Work submitted via email: the teacher should aim to respond within twenty-four hours 

of receiving the email if within the working week. If the email is received at the weekend 

or in a school holiday, then the teacher should aim to respond within twenty-four hours 

of returning to work.  

Forms of Feedback  

The form of the feedback that is offered will be dependent upon the type of work that is 

submitted and will very much rely upon professional judgment, however some 

overarching principles are set out below. Self-marking is a valid form of feedback for 

tasks that lend themselves to this, providing that clear answers are supplied and it can 

be easily completed by the child without adult support.  

Overarching principles of online feedback:  

• Appropriate to the child’s year group or attainment level  
• Reflective of the amount of time and effort that has gone into the work  
• Mindful of the fact that children’s direct teacher contact time is now extremely 

limited and thus praise and positivity are needed more than ever  
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• Sensitive to the varying environments and experiences of home learning for 

different children  

  


