


Things to think about:

● Are you using it across your school? If so, your technical 
service provider may set up your classes for you.

● What do you plan to use it for? Does it support your 
blended learning strategy better than your current solution?

● Do you plan to use different tools with different year 
groups? If so, Classroom may help you integrate them.



To open Google Classroom, log into your Google 
account and go to the top right corner of the page 
and press the app icon.



A Google Classroom pop up 
window will appear. Click 
‘Continue’

You’ll then be taken to the Google Classroom 
homepage. Click the ‘+’ on the top right of the 
screen to create your first class, as indicated by the 
grey arrow.



Once clicked, a drop 
down menu will 
appear. Within the drop 
down menu select 
‘Create a class’.



Fill out the boxes with 
class details. Class 
name is required, other 
sections are optional. 

Once complete click 
create in the bottom 
right hand corner of 
the pop-up window.



You’ve now successfully 
created your first class.

Once you’ve had a look 
at the pop-up window, 
click ‘Got it’ view your 
Class page.



Your class page allows you to 
communicate with your class.

Here you’re able to schedule 
notices, announcements and 
any other bit of information 
you’d like to share with them.

Now we can start looking at how to add students to your class.



To add students to your class 
click the ‘People’ tab on the top 
of the page.

Once on the ‘People’ tab, you 
have the option to add other 
teachers or students.

To add students click the icon on 
the right hand side, in line with 
‘Students’



Once you’ve clicked the icon. 
You’ll see the pop-up window 
pictured on the right.

In this window you can type 
the e-mails of the students 
which you’ll be inviting to join 
your classroom.

*Other teachers can be invited the same 
way, using the invite icon next to 
‘Teachers’ pictured on the previous slide.



Students and 
other teachers can 
also join using the 
code displayed at 
the bottom of the 
‘People’ page



To begin setting assignments firstly head to the top bar 
of your class page and select the classwork tab.



Next, click 
‘+ Create’

Then, in the drop down menu, select 
the kind of assignment you would like 
to create



There are 4 assignment 
options available; Assignment, 
Quiz Assignment, Question, 
Material. 

You can also reuse previous 
assignments or add a topic to 
help organise assignments.



When setting a basic 
assignment you can select 
the title/question and also 
give instructions if needed.

You can also set the 
points, due date, topic and 
create a rubric to let 
students know how their 
work will be evaluated.



You can also add existing 
supporting material in various 
formats using the ‘Add’ button.

You can also create supporting 
material in various different 
formats using the ‘Create’ 
button.



Once you’re happy with your 
assignment, you can assign it 
to your class by clicking the 
‘Assign’ button on the top right 
hand corner.

*Note this only becomes 
purple (and clickable) once the 
title has been added

Clicking the down arrow 
next to ‘Assign’ will give you 
the  additional options of 
scheduling this for a later 
date, saving the draft or 
discarding it.



The second option of the Classwork page (Quiz 
Assignment) also uses the regular Assignment template, 
but it comes with a template for a blank quiz, which you 
can edit.



More information on how this works can be found on the pop up on entering the 
page or by clicking here.

On clicking the 
Blank Quiz, you’ll 
be taken to this 
page where you 
can create your 
own Quiz/ Test for 
your class.

https://support.google.com/docs/answer/7032287?hl=en-GB




You can set the title 
of your questions, 
and you can also 
decide whether it 
has a short answer 
or multiple choice.

Just like with the previous assignments, you can add or 
create any relevant supporting materials.



If you decide to use multiple choice answers, you’ll be able to type the 
different answers here. When you’re happy with your question just press 
‘Assign’ on the top right of the page, to send this to your class

As with the other assignments, 
you can schedule dates, select 
a topic and set points.

You can also choose whether 
students have access to the 
class summary



The third option of assignments on the Classwork page, 
‘Material’, follows the same format as the others. However, this is 
much more simple.



This page is more suited to creating relevant non-graded material for the 
class. This could be reading material, diagrams, or any other sort of 
relevant content.
Here, you can also add or create relevant support material.
Once you’re happy you can then click ‘Post’ using the button on the 
top-right hand corner.



This simply allows us to reuse any posts made in the past, perhaps for 
a different class or a different topic. 
Later  you will be able to make edits to the copy if it needs some 
alterations in its new context. 

The fourth 
way to create 
an 
assignment is 
to click ‘Reuse 
post’.



On this page you can select the 
assignment which you’d like to reuse.

You can also make copies of the 
attachments used in the previous 
assignment by ticking the checkbox at 
the bottom of the window.

Once you’re satisfied click ‘Reuse’ to go on to the next step.



This is where you can make any necessary changes or updates to adapt the 
assignment to its new context.

After clicking reuse, you’ll be 
taken to the familiar 
assignment page. 

However, this time it should 
include everything from the 
previous assignment which 
you’ve decided to reuse.



The last option of the create menu of the Classwork page is ‘Topic’.
This is more of an organisational tool, which allows you to organise your 
assignments nto different topics which, once created, are listed on the 
left hand side of the page.
Within each topic you can create all the same assignments and materials 
which we’ve seen in previous slides.



Once assignments 
have been returned 
to you by students, 
you’ll be notified by 
email. 

You can also check how many have been handed in by 
going to the Classwork page and clicking on the specific 
Assignment you’d like to see.



Once you click on ‘Handed In’ you’ll be taken to the 
‘Student Work’ page where you can view the 
completed assignments.



Within the ‘Student Work’ page, clicking on a student 
assignment will allow you to view their work.



On the right hand side of the page you’ll have all the 
tools you need to mark the students’ assignments. 

Private comments can also be added.

Annotations can be added throughout the work using 
the comment icon.



Once you’re satisfied with your 
marking, press return on the top 
right hand side of the page to 
return to the marked 
assignment to the student.



We’ve covered the basics to get you 
started with running your own Google 
Classroom. There are plenty more 
features within Google Classroom 
which facilitate blended learning 
activities. It’s worth exploring these 
yourself in order to get the most out of 
this extensive application.



Please DO put 
safeguarding at the 
heart of all remote and 
home learning activity, 
for pupils, staff and 
families

Please see our 
further London 
CLC guidance 
here and UK 
Gov guidance 
here

https://londonclc.org.uk/remote-learning/#safeguarding
https://www.gov.uk/government/publications/covid-19-safeguarding-in-schools-colleges-and-other-providers/coronavirus-covid-19-safeguarding-in-schools-colleges-and-other-providers#online-safety-in-schools-and-colleges


https://www.educationdevelopmenttrust.com/
https://londonclc.org.uk/
https://www.ibm.com/uk-en

