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1. Setting up a classroom



• Click on + icon and then ‘create class’. 

• I would have a classroom for each 
‘course’, not class! We had a classroom 
for DSP2, not DSP2 B01 and DSP2 B02.

• We found this was so much easier than 
having to duplicate everything. 



2. Creating an assignment 



• Add the Assessment Record and 
‘Observation Record/Record of Practical 
Activity’ to the Assignment as a Google 
doc. 

And choose – ‘each student will get a copy’



3. Creating an assignment for some 
students



• This will filter out students that do not 
need to do that unit. 

• This works the same for 
‘Announcements’ on the Stream page 
too, if you just wanted to get a message 
to a select few students. This will only 
appear on the newsfeed for staff and 
the students selected. 



4. Grading tip 

• As pass, merit 
distinction cannot be 
chosen as a grade –
we used the 70, 80, 
90 grades. These are 
the BTEC points 
awarded for a 10 
Credit Unit. Makes it 
easy and quick to 
see student grades 
when looking at the 
list.



5. Return the work once marked

• Once you have 
marked it and put a 
score /100, tick the 
box next to the 
name, and press 
‘return’. The student 
will receive a 
notification straight 
away. They cannot 
edit their assignment 
unless you return it.  



6. Students starting work

• Make sure all 
students use the 
‘create’ tab to start 
work. You will then 
be able to view the 
progress of each 
student at any 
time. If they do it 
on ‘Word’, you will 
not be able to. 



7. Adding Unit Materials

• 1. About 
section

• 2. Add Class 
Materials

• 3. Title it with 
a Unit, then 
add 
documents 
etc. needed 
for that Unit. 



• You’ll be able 
to add a 
range of 
documents: 
eg.

• PDF

• Word

• PowerPoint

• Youtube links



• You can add 
to this as 
much as you 
like. Just click 
the 3 dots and 
then ‘edit’… 



• You will then be 
able to add extra 
files using the 
icons at the 
bottom. 

• Then press save



8. Creating Google Forms

• Click on Google App 
icon

• You will then need to 
click ‘more’ to see 
the ‘Google form’ 
app. 



• You’ll have a 
template Gallery 
which you can 
use to then edit 
and input own 
questions. 

• Or you can start 
from scratch and 
open a blank 
copy.



9. Using Google Forms in Class

• On about section, 
click add class 
materials

• Then find the form in 
the ‘drive folder’


