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Dear Parents/Carers,
As you are aware, Meopham Secondary School is using Google Classroom to support remote
learning.
Having listened to the feedback from parents, we will be upgrading our pla orm to include
parental summaries. As a parent or guardian you will be able to receive email summaries
showing your child's progress in Google Classroom.
This upgrade will begin from Monday 4th May. Year groups will be added one at a me over the
course of the week. If you don't see everything immediately, please bear with us while we
complete the setup process.
Once you are set up you can: ■ Choose the frequency of the emails, if you have a personal google account. If you do not
the default se ng of weekly will be applied. (Daily means Monday to Friday. You will not
receive email summaries on Saturdays or Sundays.)
■ Unsubscribe or remove yourself from a Classroom at any me. (Each student is enrolled
in a number of classrooms as per their metable, You can choose which ones you want
to hear from.)
Guardian email summaries include:
■ Missing work—Work that is late at the me the email was sent

■ Upcoming work—Work that is due today
and tomorrow (for daily emails) or work that
is due in the upcoming week (for weekly
emails)
■ Class ac vity—Announcements,
assignments, and ques ons recently posted
by teachers.

In order to get started you will need to access the Google Classroom invita on you will be sent
via email. You are not accessing the classroom itself. You cannot interact with the teachers or
the work set or handed in. This is a no reply no ﬁca on service.
Accep ng classroom summary invites
You will receive an email like this example.
Now you can decide if you would like to receive
weekly updates on the men oned Google Classroom
or ‘ignore’ if you would not.

Upon clicking 'ACCEPT' you will then see the
following message.
Once you see this message you will receive
weekly updates on your child's classroom
ac vity.

Op onal no ﬁca on controls.
You will see the op on to 'SIGN IN' or 'CREATE NEW ACCOUNT' if you are not already signed into
a personal Google account.
If you would like to change the frequency with which
you receive your child's Google Classroom summaries
you will require a personal Google email account.
If you are not signed in but have a personal Google account, please click 'SIGN IN'. Once signed
in you will be presented with this page where you can change from 'Weekly' to 'Daily'
no ﬁca ons if you so wish.

If you do not have a Google account and want to control the frequency of your no ﬁca ons
then you will need to create one. First click 'CREATE NEW ACCOUNT' and follow the process to
create your own personal Google account. You
will then be able to sign in and change your
preferences from 'Weekly' to 'Daily'
no ﬁca ons.
Please note, you do not need a google account
to receive a weekly summary.

You will not get an email invita on if:
■ We do not have your correct email address, which you can check in EdulinkOne
■ You are not the guardian of the student.
If you have not received the invita on by Monday 11th May, please check your spam folder.
Otherwise, contact the school via the email address below and ask them to send another.

When you will not receive an email summary.
■ There is no ac vity to report for the given me period.
■ You selected No summaries for how o en you would like to receive emails.
■ You are not connected to any students in Classroom.
Using the summary to support your child.
Once you have received a summary of work and no ﬁca on of what has been handed in and is
missing, your child will be able to show you the completed work by accessing their classroom
and clicking on ‘your work’. This way you can see the documents they have uploaded.

Where to ﬁnd help.
On the school website under the students tab you will ﬁnd a folder containing the google
classroom help sheet, a video to guide students in the process of handing in work and this
document for your reference. If you require further assistance please email
heather.cur s@swale.at.
Yours Sincerely

Mrs H. Cur s
Associate Assistant Headteacher

