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Introduction

This handbook is designed to be a Google Classroom reference guide for parents and students. It has three basic
sections: Access Lessons and Learning, Respond to Instruction, and Communicate with Teachers and Staff (ARC). The
table of contents is linked to the sections of the handbook to help find what you need quickly.

To begin there are a few behavior guidelines for digital citizenship that students are expected to follow during online
instruction. In addition to these digital citizenship guidelines, students must continue to adhere to all school rules and
classroom rules, and all other SLSD and school policies, including but not limited to policies related to Student
Discipline, Harassment, Bullying and Acceptable Use of Technology.

Student Expectations
Below are important behavior guidelines for Zoom, Google Hangouts (Meets), or any online classroom setting students

and teachers will share.

Please be on time to scheduled online sessions to the best of your ability, mute as you enter, or watch the
recorded session as quickly as possible once it is available. Do not go into an online space when you are not
scheduled to be there unless you have permission.

Please get permission from your teacher before taking photos, screenshots, audio or video recordings, etc. of
any online classes or meetings. Links to any teacher’s online space are ONLY for your classmates and your
families.

We know you cannot always prevent the appearance of a pet or others, but please make your best effort to
minimize distractions in the class setting.

Avoid backgrounds that are distracting. Backgrounds and student work areas must be free of any material that
violates the law or school policy.

Students should not engage in side conversations on any other device or use devices for texting/playing games,
etc. during an online lesson or live session with teachers.

If the teacher asks you to mute or unmute yourself, please respond appropriately.

Avoid background noise or talk that is distracting to the group. The teacher may have to temporarily mute you
until the distractions stop.

Take care of any borrowed district devices and follow the guidelines in the SLSD Chromebook Loaner
Expectations. If you need help with passwords or a Chromebook, please call the technology department:
(541)767-3778; Option 1.

Parent/Guardian/Others Present at Home Guidelines
Because we are all in this together, the schools need the help of parents and guardians. Teachers do not expect parents
to have to teach the kids; however, we do need your help. Below are some things parents and guardians can do.

A parent/guardian or responsible adult caregiver should provide direct supervision during online education
when possible.

Family members or others in the home should not interfere, interrupt or engage in online sessions, unless
requested by the teacher.
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3. Students will have questions. The best way parents can help is to see that the students receive all parts of the
instruction. Please have students attend or watch video classes, take notes, engage in the activities that are
posted, and read the directions.

4. If a student is receiving virtual, online or telephonic counseling services from a SLSD employee or contractor, to
ensure student privacy, no other individual is allowed in the room or within seeing or hearing distance of the
room or place in which the student is receiving the counseling service.

5. Parents/guardians and responsible adult caregivers must maintain strict confidentiality of any personal
information they obtain regarding other students while supervising a student’s virtual or online instruction or
school-related activities.

It is important to remind students to act kindly, show consideration for others, and treat one another online
appropriately. Any behavior that falls out of the above guidelines will be discussed with families/guardians. Students
who repeatedly violate expectations may lose their privilege to join future live sessions and will be expected to watch
recorded sessions and complete any work assigned on their own. Thank you for everyone’s cooperation in making this
distance learning experience a positive and productive one.

How to Know if a Student’s Assignment is Finished

Sometimes, students will turn in an assignment and it may not be finished. How can parents double check? One way is
to wait for a notification after the teacher has graded the assignment. Often the teacher will put a comment on the
assignment that will indicate the work was unfinished.

Another way is to have the student show you the work before it is turned in. This may not be very efficient given work
schedules and family life.

If there is a particular assignment parents want to know about, parents can have the student sign into Google
Classroom and show the parent the finished work. If it is already turned in, the assignment can be “unsubmitted” so the
parent can see it. For information about unsubmitting and resubmitting assignments click (8. Assignment is Turned In
and You Need to Revise It).

This video shows how a student can view their grade on an assignment, if it is missing, or assigned (not turned in yet), if
there is a message, or if there is an attachment. Asking to see this page, may help parents know how kids are doing in a
class. This is viewed through the student’s access to the classroom. Click Here the last half is the part that shows how to
view the grade: How to check for completed work. Or this web site:
https://www.youtube.com/watch?v=xfArO9umsXw&feature=youtu.be




A ccess Lessons and Learning

1. First Login

Google Classroom allows teachers and students to communicate and collaborate, manage many assignments
paperlessly, and stay organized. Google Classroom is part of the Google Apps for Education suite of tools and is only
available to Google Apps for Education accounts. How to sign into your SLSD Google Account for the first time (video)
or use this URL: https://www.youtube.com/watch?v=DsQsoprByck&feature=youtu.be

On a Chromebook, students simply need to login to the Chromebook with their South Lane School account:
first.last@southlaneschools.us

On a different computer (not a Chromebook), open the Chrome browser. Next you will need to click on the icon in the

upper right hand corner. Other users of the computer will need to change this for their work. This one says “paused”
yours might not, either way is fine.

Next click on the nine dots in the upper
right corner and click on Google

P e T L I {9 Paused ) : Classroom

K! Play Kahoot! - Enter... » Other bookmarks =
LY ' Account Drive Docs
iy
I A )
-
| il -
Sheets Slides Classroom
C =
Calendar Meet Sites
Contacts Groups Chat

If Google Classroom icon isn’t shown in the menu, type classroom.google.com in the address bar.



2. Joining a Class

Next you will be asked what your role is in Google Classroom. Select “I’'m a student.”

G x - 8 x
« © & cassroom.googlecom/u/ih * @e@poHE- @
B Ao e Gockmeis g IMS g IMSUbery @) AddioCollecions [ GEARS Study Hal s @ B e B Amasen e . Other boskn

Pick your role

M A TEACHER

Click on the “Join a Class” button; it is the plus sign in the upper corner of the screen. How to join a Google Classroom
(video) or this URL: https://www.youtube.com/watch?v=YrvtwLTEn2M You will heed a class code.

P Ol ®x + - =
L o C @& dassroom.googlecom/u/i/h

B fope de Bookmads g LM @ IMSUbay @) AddtoColiecwns @) GEARSStuyHsn @ sad @ i [ imepe B Amaer

= Google Classroom

Join your first class!

Dion't see your existing classes?

You will need a code to join a class. The list of class codes for your teachers based on your class schedule are included
at the end of this handbook in Appendix C. Type the code in the box.

P Clowsas 3 -+ = a =
« = & classroom.google.comu/iih T @ 5] = .
2T Apps e Booumads g LMS g IMS Libesy Q@Y Add o Collectiorn [l GEARS Studly sav @ iR [ esoe WA Amazon Srhindeer = Chiae Eacci A

Join class

Ask your teacher for the class code, then

enter it here




3. Navigate the Classroom
Classes

Once you have joined your classes, you will see a screen like this with a box for each of your classes.

N My Drive - Google Drive Bl BN Ciosses

-

< C {} @ dassroomgooglecom/h a % BxoBd @ O *® :
S Apps @ Soutnlene [B] Webmail EJ GEARS @ Lincoln MiddleSch.. [ HomePage 22 Mathdrils #h MathBook @ Purfy W9 graphic organizers K Play Kahoot! - Enter.. » Other bookmarks
= Google Classroom + 9

Template for Google,

GOOGLE CLASSRO.¢ i 6th block BASE b : 6th GRADE MATH RE...

\ \
Professional Development

2 B

8students Daniel Henson 0 students ) 0 students

= B o ~ 0O =

Ms. Little's Per. 5 Matg Ms. Little's 7th grade %
5 " 4
19 students £ 27 students

7th GRADE BLOCK H.?.° Ms. Little's Per. 6 Matg

6
21 students

0students

@

Stream

When you click on a class, you will first see the “Stream.” This is where you will find announcements from the
teacher. Some teachers will also allow students to post to it as well. Here is what you see for the class “Stream” page.
Important parts of this page are labeled.

N My Drive - Google Drive P8l B i Little's Tth grade Block x + =

<« C ) & classroom.google.com/c/NTcONjAXNY3MTNa a w B x - & ® D W 9 :
$I Apps g Southlane [5] Webmal [EJ GEARS @ Lincoln MiddleSch.. [E8 HomePage 2 Mathdrils #h MathBook @ Purfy W araphic organizers  KY Play Kahoot! - Enter.., » Other bookmarks
= Ms. Little's 7th grade Block Stream Classwork  People @ 9

/ Ms. Little's 7th grade Block

Class title Class code gbakma [

Meet link https://meet.google.com/lookup/czerotgsu7 Q

Due date and time and
Class/ . = )t the status of the
Code : Uploadshota assignment (assigned,

G I Upcoming 9 Share something with your class /

/ 2
No work due soon /
Meets View all

I . k Sandra Little posted a new assignment: Quick survey Due Jun 9, 3:00 PM

Posted Jun 8

- Assignment posted to

Please complete this 7 question survey about your experience with distance learning.

Quick glance at the class

What end of year survey

Google Forms
assignments -
are coming up [ Y] B
for this class
only




Classwork

The most important page is the “Classwork” page. To get there, you click on “Classwork” at the top middle part
of the “Stream” page.

The Classwork page will have an organized set of lessons and assignments. There are several parts to the page as
shown below. The three lines before the class title will take you back to a list of classes.

% My Drive - Google Drive x Classwork for Ms, Little's Tthgra. X {78) Webmail, Provided by Lane = X | & Classwork for GOOGLE CLASSRC X | +

&~ C 1 @ classroom.google.com/w/NTcONjAXNIY3MTNa/t/all a % A x & B @ & »n 6 H
ff Apps @ Southlane [ Webmal [] GEARS @ Lincoln MiddleSch.. [ HomePage B2 Mathdnlls #n MathBook @ Purfy [ graphicorganizers KV Play Kzhoot! - Enter... » Other bookmarks
= Mes. Little's 7th grade Block Stream Classwork People @3 i 9
[&] view your work ™ Google Calendar [ Class Drive folder
\\ Class Drive folder will
1 Aﬂmpscs end of year message ShOW you a” Of VOLJr
Class title classwork that is in
Veek 9 June 14 Drive.
Topic: Week 10 June 8-9
Listed by . . ™\ Google Calendar is a
EEK 7 (May Quick survey
date good tool to know
eek 6 (May 1 . Guess the Teacher What aSSIgnmentS for
desic 5574 @ all of your classes are
end of year things .
Week 447275 and when due. Click
I Asia Project this to add the class
- calendar to yours.
- Week 9 June 1-4 5 View your work: Here
@ e @ 3 IMPORTANT NOTICES Paosted Jun 1 you can |00k at the
e work you turned in,
what is assigned, and
Topic with all assignments and materials what is missing.
listed below. Topics are arranged by
most recent first.

Assignments will have a due date and
time listed.

Materials will have the date posted.




Assignments
This is what you see when you click on an assignment. On this page there is the due date, instructions for the

assignment, a schedule for the week, and a personalized assignment sheet. For each class each part will look
different, but all will have these parts.

PE ASSIGNMENT TURN IN SHEET

- WODs - Monday and Wednesday Due d t'
- FITMESS Activities - Tuesday and Thursday ue date
- Mindful Meditations (2 per week) E

- Family WELLNESS (Optional and Extra Credit)

Instructions
?) DUE each week on THURSDAY
Information or the
Lesson (this could be
a reading or a video
or something else)

Schedule for the week ... =
Google Docs

Sandra Little - PE Assig... (
Google Docs

The assignment

View assignment

If you click on “View assignment” at the bottom of the page, you will get some added information like this. The part
of the assignment that is work for the student to do will appear in a box to the right. There is more about this later in
the document under Respond to Instruction.

PE ASSIGNMENT TURN IN SHEET

Heath

Your work

yevine - Apr 18 (Edited Apr 18)

Assigned
100 points

Sandra Little - PE....
Google Docs X

1) Use this sheet to fill in your scores for the week for:

+ Add or create

Turnin

- WQDs - Monday and Wednesday

- FITNESS Activities - Tuesday and Thursday

- Mindful Meditations (2 per week)

- Family WELLNESS (Opticnal and Extra Credit)

2) DUE each week on THURSDAY

Private comments

®

Schedule for the week brok...
Google Docs

Class comments

When a student clicks on the assignment, a Google Doc will likely open because the assignment is a Google Doc with
questions. The assignment could be in a different program as well. Another common one is Google Forms. If a

teacher needs to have the student go to a different site, the link will be here. There is more information later in this
handbook regarding the assignments.



Below is an example of how an assignment may look.

PE AssignmentTurnInSheet # B & A E i m 9

Insert Format Tools Add-ons Help Lastedit was 2 hours ago

100% ~  MNormaltext ~ | Arial =M «|BIrXruUuA & oopB- EE=E=EE|IE EE|% & Editing - A
v T z 3 ' ] 3 & 7 B [ 3 E)

WEEK 3 (April 20-24)

PE WODs. FITNESS Activities. MINDFULNESS and Family WELLNESS

DIRECTIONS:

1) Recerd your answers for your WODs, Fitness Activities, Mindfulness, and Family WELLNESS on this sheet throughout the week.

Name

PE Period

People

There is another page to access from the Classroom page. It is labeled “People.” By clicking here you will find the list
of teachers for the class and the list of students participating in the class.

% My Drive - Google Drive b8 B s Little's Tth grade Block X

& - C {}Y @& classroom.google.com/c/NTeONjAXNYIMTNa a % B & o B @ S » Q z

£ Apps @ Southlane [ Webmail B GEARS @ Lincoln Middle Sch.., ﬂ Home Page % Math drills W MathBook @ Purify ” graphic organizers K1 Play Kahoot! - Enter... » Qther bookmarks

= Ms. Little's 7th grade Block R & = @

Ms. Little's 7th grade Block

Class code gh6akma [ 3

Meet link hitps:/meet.google.com/lookup/czerotgsu7 Q

Select theme
Upload photo

~
]

Upcoming 9 Share something with your class..

No work due soon



R espond to Instruction

1. To Do List and Google Calendar

Students and parents can see the list of all assignments coming due and the status of finished assignments by clicking
on the three lines before the class title. An option for “To Do” will be in the list along with all classes the student is
enrolled in. If you click on the “Done” tab in the top center of the page, you will see a list of all completed assignments.
Click here: How to check for work to do. Or URL:
https://www.youtube.com/watch?v=xfArO9umsXw&feature=youtu.be

Another way to see and link to assignments is to click on Google Calendar in the same drop down menu. This will show
all assignments, the due date and time, and if an assignment is clicked it will link directly to the assignment.
2. The Assignment in Google Docs

PE ASSIGNMENT TURN IN SHEET

Heather Devine - Apr 18 (Edited Apr 18)

our work Assigned

Sandra Little - PE ...
Google Docs

100 points X

1) Use this sheet to fill in your scores for the week for:

+ Add orcreate

- WODs - Monday and Wednesday

- FITNESS Activities - Tuesday and Thursday

- Mindful Meditations (2 per week)

- Family WELLNESS (Optional and Extra Credit)

2) DUE each week on THURSDAY

Private comments

®

Schedule for the week brok...
Google Docs

When a student clicks on the assignment, a Google Doc will likely open. The assigtwoent could be in a diffegent
program as well. Another common one is Google Forms. If a teacher needs to have thestudent go tga-different site,
the link will be here. In this case the document looks like this Click here: How to turn in an assignment. Or use the
URL: https://www.youtube.com/watch?v=-af6dolpWHI

PE Assignment TurnInSheet ¥ B & ~ B TURNIN m 9

Insert Format Tools Add-ons Help Lastedit was 2 hours ago

il
1l
liil
il

& Editing - A

100% ~  MNormaltext ~ | Arial -1 ~ B I UA & o B- =

L 1 2 E] 4 5 3 7 3 =

WEEK 3 (April 20-24)

PE WODs, FITNESS Activities. MINDFULNESS and Family WELLNESS

DIRECTIONS:

1) Record your answers for your WODs, Fitness Activities, Mindfulness, and Family WELLNESS on this sheet thrgfighout the week

2)TURN IN to your teacher on Thursday.

Name

Once you have finished and assignment, click on “TURN IN” to send it to your teacher.



3. The Assignment that Requires Writing without a Doc attached

Sometimes there may be an assignment that requires a written answer and there is not a document for you to open
and write the answer. If that happens, the Doc can be created by following the steps below.

LMS PE/Health (6—8) Stream Classwork People

HEALTH/ MINDFULNESS Assignments :

Grounding/Relationship with Observer Self No due date

This is an activity that we used during our Mindfulness lessons. GROUMDING can help when you're completely
overwhelmed by your thoughts and/or problems and fee! like you've lost all control of your surroundings. Grounding
calms you down and can help prevent an anxiety attack

Watch the video "Relationship with Observer Self” then practice Grounding by either following the worksheet or listening

to the Meditation
ey
~ Relationship with the O... Mindfulness - GROUND...
v YouTube video 2 minutes Google Docs

Click on “View
assignment”

Relax, Ground, and Clea...
YouTube video & minutes

View assignment

A box will be added to the screen. Then click on “+ Add or Create.”

oogleSh- X | % Recent-Ge X | & Classwork! x [l : RGCEETIEEE = Sandraliti X | & Peopleinl X |  Contentay X | & SISDFalF x | +
classroom.google.com/c/NTYwODYxNTkwMjha/a/NTYxMDM3MDU3MDVa/details a\% B x o b @ H &
[ Webmail GEARS g Lincoln Middle Sch... HomePage ¥2 Mathdrils  fh MathBook @ Purfy [ graphic organizers 1 Play Kahoot! - Enter... » c

LMS PE/Health (6-8)

Grounding/Relationship with Observer Self ”
‘our work Assigned
Heather Devine + Mar 24 (Edited Apr 1)
+ Add or create

This is an activity that we used during our Mindfulness lessons. GROUNDING can help when you're completely
overwhelmed by your thoughts and/or problems and feel like you've lost all control of your surroundings. Grounding
calms you down and can help prevent an anxiety attack

Watch the video "Relationship with Observer Self” then practice Grounding by either following the worksheet or
listening to the Meditation

Private comments
Relationship with the Obser... Mindfulness - GROUNDING
YouTube video 2 minutes . Google Docs 9 B

E——
o
“ Relax, Ground, and Clear Me...



A Google Doc will be created. It will have a TURN IN button at the top. Write your name and the answer(s) to the
assignment. Use the TURN IN button to hand in the assignment once you have finished.

telationship with Observer Self & B < e — m
Tools Add-ons Help Last edit was secends ago

altext ~ | Arial | a8 ~ B I U A & o B =

I
il
I
-
I
iii
iii
Iiil
Il

b & FEditing

Your name

4. The Assignment that Requires a Photo

Some assignments cannot be handed in through a Google Doc like the one above. There are cases when a photo
must be taken and handed in. Some teachers will have students text the photo in order to hand in the assignment.

Another way is to hand in the photo as a Google Doc. This will place the photo directly into the Google Classroom and
you and the teacher will have an easy to find record of it.

The assighnment below may have a picture to send in. To do this, take the picture with your phone or with the camera
on the computer (be careful to get the entire assighment and to have something solid behind the work if using the

computer camera). From either the phone or camera, place the picture in Google Photos or on the desktop of the
computer so they will be easier to access.

HEALTH/ MINDFULNESS Assignments

Grounding/Relationship with Observer Self

This is an activity that we used during our Mindfulness lessonz. GROUNDING can help when you're completely
overwhelmed by your thoughts and/or problems and feel like you've lost all control of your surroundings. Grounding
calms you down and can help prevent an anxiety attack

Watch the video "Refationship with Cbserver Self” then practice Grounding by either following the worksheet or listening

to the Meditation

CEpE—
=1 -~ Relationship with the O... Mindfulness - GROUND...
bt YouTube video 3 minutes Google Docs

e

Relax, Ground, and Clea...
YouTube video & minutes

|

View assignment

—

Next, click on “View Assignment” at the bottom of the assignment page.



You will then see a box added to the screen. Click on “+ Add or create.”

oogle Sh x| % Recent- G X| PR et RR S B Grounding X

= Sandralitt X | & Peopleinls x | T Contentan X | = SISDRIF x | +

classroom.google.com/c/NTYwODYxNTkwMjha/a/NTYxMDM3IMDU3IMDVa/details

a d# Bxo B oR o

= Webmail GEARS g Lincoln Middle Sch... ﬂ Home Page EE:' Mathdrills  # Math Bock @ Purify ¥ grephicNganizers KV Play Kahoot! - Enter... » G

LMS PE/Health (6-8)

Grounding/Relationship with Observer Self

Your work Assigned
Heather Devine = Mar 24 (Edited Apr 1)

=+ Add or create
This is an activity that we used during our Mindfulness lessons. GROUNDING can help when you're completely

overwhelmed by your thoughts and/or problems and feel like you've lost all control of your surroundings. Grounding
calms you down and can help prevent an anxiety attack.
Watch the video "Relationship with Chserver Self" then practice Grounding by either following the worksheet or

listening to the Meditation

Private comments
Relationship with the Obser... Mindfulness - GROUNDING
YouTube video 3 minutes y Google Docs 9 B

Relax, Ground, and Clear Me...
YouTube video 6 minutes

k|

Class comments

Select Docs. A link to a Google Doc will appear just above the Add or create button. Click on that and a Google Doc will
show and it will have the TURN IN button at the top. Type your name at the top of the page.

This is what the Google Doc will look like.

. lelationship with Qbserver Self & B &
Assigned © o ~ & Share
Your Work g : Tools Add-ons Help Lastedit was seconds age E
dltent ~ | Aral ~ 18 v B IUA & o B- =E=== 1= i 5 & Editing
Sandra Little =S X i - i : 3
Google Docs
+ Add or create
Your name

'

Private comments



Next, in the menu bar click Insert, then from the drop down menu, choose image. You will get another drop down
asking where the image is. Here Google Photos was selected, and the images from Google Photos show on the right
hand side of the page. Click on the image you need to send to your teacher and click on insert (the blue box below
the images). The photo will appear in the document. See the steps and the outcome below. More than one photo can
be added to a document.

Sandra Little —&oundm Relationship with Observer Self B & ~ B S m g
File Edit View Insert F Tools Addons Help Last edit was 8 minutes ago

= - E- IZliE~~E=E~EE| ¥ -
= ol A | | e * | % Uoadmomeompuer 4 A £ o EIB-[S- 12/E-E-EE (X 77~ 2 GooglePhotos QX
i i 5 & 7
Table . Q, Search thefveb "
m Drawing - PHOTOS ALBUMS
[ chart " & Drive WAl AR
— Horizontal line  Fhotos
Footnote Ciritak+r 92 BYURL
[ Camera
() Special characters
- " Equation
Headers & footers -
Page numbers -
a
% Break -
o Link Ctri+K
L Comment
Bookmark
Table of contents -
<
E Sandra Little - Grounding/Relationship with Observer Self ¥ @ & ~ B8 TURNIN m 9
File: Edit View Insert Format Tools Add-ons Help Lastedit was secondsago
e @ A P 100% + | Hormaltest - | Arial -~ | 18 ~-BIUA # ocpM- === I g-E-E= ¥ & Edring | &
1 = 1 2 : a 5 6 - 7
B
Your name

Now your assignment is ready to be turned in make sure your name is on the page, then click on the turn in button.
See below for a simpler way to attach a video or photo from your phone.



5. More Methods of Turning In Photos

If the picture is on the computer, then select Upload from computer instead of Photos. You may
have to resize the picture to fit on the document. Make sure the work shows clearly so it can be
graded.

You can also take a photo and save it right to the Doc by going to the Camera at the bottom of the
menu. This will use the camera on the computer and place the photo directly into the document.
Another way to hand in multiple photos is to place the photos in one PDF document (see Appendix
A: Make a PDF of Photos for instructions)

Some teachers may prefer that photos be submitted by text or email attachment. See the section in
“Communicate with Teachers and Staff” about text and email.

Photos and videos can be uploaded directly from your phone if you have Google Docs and Google
Classroom on your phone. Here are the instructions Click Here: How to upload a photo or video

from your phone or use the URL: https://www.youtube.com/watch?v=xwl45PEvwi0

6. Draw on diagrams, maps, or pictures
Sometimes you will have to label diagrams, or color maps, or make notes on pictures. To do this you will need your
phone or mobile device like a tablet or iPad. As of now, this won’t work on the computer.

First, make sure you have the Google Classroom App on your Android or iOS mobile device. Then click on Classroom
and select the class. Next open the assignment that you need to write on; it may be already attached or you may have
to Add Attachment. Most will likely be already attached (see section 2 and 3 above).

\J
In the upper right hand corner, click on the Edit button ( Edit / ). Now you can make your notes or drawings. Once
you click on the edit button, you will see a set of tools.

The write, mark, and highlight tools are available in different sizes and colors.

1. To see color and size options, double-click Write, Mark, or Highlight.

—or
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2. To see more colors, click the Up arrow ~.



& 4 »” » A €———1 Clickon the A and drag your finger
T— to where you want to write. Write

. [ ] ® ® ® & - your comment or label. This can
| be resized by dragging the corner
'.' @ .' . '.' . or pinching the text and making it
.: ' % . . larger or smaller.

(De co o000

3. Click a color or point size to use it.

To UNDO or Redo Actions

Resize Erase

To Undo, click the back curved arrow. To
Redo, click the forward curved arrow.
You can undo and redo more than one
action by clicking again.

4. To resize an image or Erase, use these buttons. Adding an image, first select the resize button, then select your
image. Resized by pinching and moving apart or together and move by dragging it.

5. Click on Erase once to erase a mark. To delete ALL marks on the page, double click erase then “clear page.”

6. If your assignment is a Google Doc or Microsoft Office document, the new document (with the drawings and
comments will be saved as a PDF. If the original is a picture (JPEG or PNG) or a PDF, the new one will replace the
original.



7. Finish Turning In Work
Once you have clicked on the TURN IN button, another dialog box will appear. It will ask if you are sure. When you
click Turn in again, the assignment will be sent to Google Classroom for your teacher.

Turn in your work?

1 attachment will be submitted for "Grounding/Relationship with Observer Self".

E Sandra Little - Grounding/Relationship with Observer Self

Cancel Turnin

8. Assignment is Turned In and You Need to Revise It

If you realize you need to change something in the assignment or revise it, but it is already turned in, you can get it
back to make the revisions. After the assignment is turned in, the box to the upper right will change to look like the
figure below. To change the document, click on “Unsubmit”. Another dialog box will show up and click “Unsubmit”

again.
Your work Turned in
- Sandra Little - Groundi...
SN Google Docs
Unsubmit
Unsubmit?
Unsubmit to add or change attachrents.
Private comments Don't forget to resubmit once you're

done.

®

Cancel  Unsubmit

Once you are done with the revisions, turn in the document again.

9. Where Are Assignments Stored?

When a student enrolls in a class, a folder is created in Google Drive. It is named “Classroom.” This folder will contain
another folder for each class. Student work and other items for the class are stored here.



C ommunicate with Teachers and Staff

1. Overview
Communication is a critical component of Distance Learning and allows students, parents, and teachers to stay in touch
regarding:
e Lesson instructions and due dates
e Grades and progress
Academic questions and needs
Non-academic services and supports for students and families
e School and District related events and announcements

To make sure communication occurs easily, please take a moment to:
e Update your contact information with the school (email, mobile numbers, work numbers, etc.)
e Confirm all email addresses are functioning (student South Lane accounts and guardian accounts)
e Set up voicemail inboxes for all phone numbers (mobile, home, work) and make sure they can accept messages

2. Student South Lane E-mail Account

E-mail is the most powerful tool for communicating with your teachers and other school staff. Your teacher, school, and
the South Lane School District will send messages to your South Lane School District account. Check your email DAILY to
keep track of important messages and updates.

3. Contact a Teacher

Please understand that immediate messages to your teacher after school hours or on weekends may not be seen until
the next school day. Teachers will do their best to respond as quickly as possible.

How to Find a Teacher’s E-mail

Students can access the link to their teacher’s email by clicking on the envelope to the right of their name while in the
People tab of Google Classroom.

Lane | X N My Drive - le Drive X People in HOME BASE LMS PE/E X -
L

classroom.google.com/r/NTYwODYxNTkwMjha/sort-last-name Q & F| = & 0Ol O N
Webmail [ GEARS g Linceln Middle Sch. m Home Page ;'Et Mathdrills T Math Book @ Purify [ graphicorganizers K1 Play Kahoot! - Enter.., » Othe
: LMS PE/Health (6—8) Stream Classwork People
Teachers

° Heather Devine
=

Your teachers’ email addresses will be formatted like this: first.last@slane.k12.or.us

Staff emails can also be located on each individual school’s web page.



Writing the E-mail
When communicating via email make sure that you:
e Fill in the subject line so your teacher can quickly see what you are communicating about.

e Begin the message with a greeting (“Hello Mr. X...).

e Be clear and specific regarding your main thoughts or questions.

e End with an appropriate parting phrase (“With thanks, Andy T.”) and any additional contact
information.

Question about math

To sandra.littie@slane.k12.orus X Ce Beo
Question about math

Dear Ms. Little

| am having trouble with two-step equations. Problem 15 on today's worksheet is really confusing.

Thank you,
Janelle Wilson
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Teachers will read and respond to emails as quickly as possible during regular school hours (do not expect immediate

responses on evenings and weekends).

3. Text, Remind, and Phone

Your teacher may invite you to use other tools for communication, including text, Remind, and phone. Below is what

each may look like.



Text

Text messages: Many teachers have a Google Voice number specifically for handling school communications. Your
teacher may invite you to text when you have a question/need, and they may use text as a means to initiate and

maintain contact with you.

Remind

=

A

Hi Ms. Jones,
Can you help
me with
problem 12 on
today’s work?

Sure, what
can | help
you with?

Remind messages: You may be asked to join the Remind group for a class as the Remind app allows your teacher to text

with you, or the entire class, without the exchange of phone numbers.

wll AT&T M-Cell & 11:50 AM

& Text Message Instructions

Tell people to take out their

This is the

phones.
screen to
join Remind. .

Send a text to

81010

Text this message

@6c9bgak

94% [@#a)

«all AT&T M-Cell = 11:51 AM 94% E43)

<« M. Dempsey ©

didn’t get it.

TUE 6/2/20 AT 3:50 PM

Book Club o
See message summary

That was so fun! | loved seeing
you all and what a great

discussion. Can’t wait to finish
the series and talk about it in
the fall. Have a great summer!!!

Sent
Send a message, photo, or voice clip

Q} @ Send

Thisis a

message
screenin
Remind.




Phone Calls

Your teacher may simply phone you when they need to communicate, and they may ask you to use their dedicated
Google Voice number or Remind to do the same. Make sure your phone number has a functioning voicemail inbox and
check your phone messages regularly.

4. Google Classroom Comments

In addition to the above methods of communication, your teacher may also Google Classroom tools for communication,
including private comments or the stream. While there are several ways to contact the teacher, you will need to choose
the most effective method for the need you have.

Private Comments

Private comments in Google Classroom will be used by your teacher to communicate with you regarding your progress
on a specific assignment. The Private Comment section is found on the assignment page in the classroom section of the
class. Please understand that the teacher may not see a private comment on an assignment until they grade the
assignment.

[ Webmail [E] GEARS g Linceln Middle Sch.. Home Page 3:‘ Math drills ~ fn Math Bock @ Purify ¥ graphic organizers K1 Play Kahoot! - Enter... »

LMS PE/Health (6-8)

PE ASSIGNMENT TURN IN SHEET

Heather Devine = Apr 1B (

Your work Assigned

100 peints Sandra Little - PE ... %

Google Docs

1) Use this sheet to fill in your scores for the week for:
+ Add or create

- WODs - Monday and Wednesday

- FITNESS Activities - Tuesday and Thursday X

- Mindful Meditations (2 per week)
- Family WELLNESS (Opticnal and Extra Credit)

2) DUE each week on THURSDAY

Private comments

Schedule for the week brok...

Google Docs @
r

Class comments




Comments to the Stream

Posts in the Google Classroom Stream will be used by your teacher to communicate with you regarding class work or
other class announcements. Some teachers will allow students to post to the stream; others will not in an effort to keep
the stream less cluttered. Anything posted to the stream will be viewed by the entire class. In most cases, you will see a
place under the post from the teacher that has a place to “Add class comment.” If there are comments already, you can
click on the number of class comments and a window like the one below will pop up. Here again you can add a
comment.

Class comments

- Daniel Henson Apr 17
T Videos For Students, Feel Free to download and Share in Your Classrooms

Under classwork there is another place to add comments that are public. It will be right below the assignments and will
look similar to the one above.

Notifications Settings
Use the notifications settings in Google Classroom to receive an email notification when your teacher communicates
with you using these Google Classroom tools. You need to go to “Settings” to see how your notifications are set.

The settings button is found from most pages in Google Classroom by clicking on the three lines to the left of the class
name, or from the classroom page, the three lines to the left of “Google Classroom.”

x =

My Drive - Google Drive B Classes
classroom.google.com/h Q % A x - B ® o »

South Lane [ Webmail [EJ GEARS g Lincoln MiddleSch.. [H] HomePage EZ Mathdrills #h Math Bock @ Purify [ graphic organizers K1 Play Kahoot! - Enter... » Other bookmarks

oogle Classroom + =5 8

1

GOOGLE CLASSR! 6th block BASE B 6th GRADE MATH RE... -3
=" )9‘/

Professional Development

Template for Google s

8 students Daniel Henson

0 students \ z 0 students

= B O ~ O ~ O

When you click on these three lines, you will see a list of your classes. Scroll down to the bottom of the list and click on
the settings wheel.



Here you will see a place to set up your notifications. All of these notifications should be turned on so you will see all
messages and comments that involve your classes and work.

Please note that not all notifications are on for teachers because teachers do not need all of these. Your teachers will let
you know the best way to contact them.

= Seftings

—mn

Notifications

Email

Receive email notifications @

Comments

Comments on your posts &

Comments that mention you

Private comments on work

Classes you're enrolled in

Work and other posts from teachers
rReturned work and grades from your teachers

Invitations to join classes as a student

@ Due-date reminders for your work

Google Meets

Classes will often meet as a Google Meet (Google Hangout). These are video meetings or class sessions similar to Zoom.
The link for your class will be in the Classroom at the top of the Stream page. It will be under the class title and the class
code. There is a picture of this in the Navigate Classroom section.

To join a Google Meet session, click on the link from the Stream page for the class. You will see yourself and a button to
click to join the meeting. Press this. You will also see a microphone and a video camera icon to turn on and off these
items. It is best to keep the microphone muted (off) so everyone can hear the teacher. Muting the microphone also
keeps background noises to a minimum.

During a Google Meet, please focus on the meeting. Teachers will expect you to be working and paying attention to the
lesson. Watching TV and playing games is distracting for you and for others in the class.

In the Google Meet there is a chat in the upper right corner. This allows people to comment on the conversation and
ask questions. Keep in mind that these comments are public. All people in the Meet will be able to see the chat.



A picture of the Google Meet screen is below. Important parts of the screen are shown and labeled. To leave a Google
Meet, click on the phone icon.

oln Middle Sch... Home Page “)t: Math drills ~ #n Math Book @ Purify graphic organizers  KY Play Kahoot! - Enter.., » Other bookmarks
2 B gs22PM @ Here is
h You L
the
button
"~ for the
i chat.
If you click Record meeting
“change
layout”
you will be
Full screen
able to see
more [}  Turnon captions Click the
people in €S3 Settings three
» dots to
the CIaSS. ‘\: Use a phone for audio .
get this
Report a problem menu.

When the Meet is over, press this to

Report abuss

M
®
®

leave the sgssion.
Help

I

0 Ed ] r
b [
Turn on captions Present now I

|

. . |
microphone and video buttons

as these are shown the microphone is on and the video is off

Parent Notifications

You can ask your child’s school to add you as a guardian and so you will get email updates about your child’s
assignments. You only have to be added for one class, you will receive notifications about all classes your child is
enrolled in if the teacher has turned on the notification setting. Unfortunately, grades are not included. Here is what is
included in the parent reports:

e Missing work—Work that’s late at the time the email was sent

e Upcoming work—Work that’s due today and tomorrow (for daily emails) or work that’s due in the
upcoming week (for weekly emails)

e Class activity—Announcements, assignments, and questions recently posted by teachers

Here is a video that shows a guardian summary Click here: Parent/Guardian summary or the URL:
https://www.youtube.com/watch?v=VI9ofDHkIpE

Note: Due to privacy laws, parents and guardians can't access Classroom or student assignments. They can get email
summaries if the teacher allows it.

In order to see grades, please ask the teacher how to access the grades.



Appendix A: Make a PDF of Photos

If you are planning to send photos of work to your teacher, you create a PDF and attach it to an email to send to the
teacher. For a Mac Click here” How to Attach a Picture on Google Classroom with a Mac laptop Or use this URL:
https://www.youtube.com/watch?v=2DaPyZL5Qic&t=143s

For a PC the process is similar to a Mac. First open your pictures folder on the computer. Select all of the pictures you
want to put on a single sheet. To do this click on the first picture, then CTRL click on the rest of the pictures. Then right
click on one of the pictures.

Manage
OO Home | Shae  View  Picture Tools [:]
E l e o -
= R [fMovetor X Delete ~ - M - Bl sepectay
=R -U' - Select none
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Next, right click on one of the selected pictures. A drop down menu will appear. Then click on “Print.”
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The next window you will see looks like the one below. Here you will select the layout you want for the pictures by
scrolling through the options. Then use the drop down menu under printer and select Microsoft Print to PDF. Then click
on Print at the bottom of the window.

- Select the
Select Microsoft / lavout
Prlnt to PDF How do you want to print your pictures? y .
Printer: Paper size: Quality:
Lvgrosoft Print to PDF | |Letter +| [s00x 600 |
E
8x 10in. (1)
35%5in. (4)
e @G —— Press
—— - .
Copies of eachpictures [1 |2 ‘ [AFit picture to frame fions: Print
j

You will be asked to name the file to save the PDF. You can select a file or the desktop to place it, then give it a name
and press Save. Now you can make it an attachment for an email.
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Appendix B: How to Get Computer Help

District Technology Center

If your student is having issues accessing their South Lane School District related accounts or equipment that has been
issued to your student, please contact the helpdesk:

e Via phone: (541)767-3778; Option 1
e Via E-mail: help.desk@slane.k12.or.us
e Viathe Online Helpdesk: https://helpdesk.slane.k12.or.us

Help with Home Access Center and Google Classroom
For help with Google Classroom, contact the teacher.

To login to Home Access Center

. 1 Home Access Cenber

| MLogin

PRGN A i Your Student Password is
Soux et Fonr e omnssiuns || their studentid (lunch
Admie = granrally fast i number) plus their 8 digit
el ot wams. 2L iy e | | birthday
lower case. . e st e g Example: 12345 & 1/2/1999
ouarsyl John Ao SSCLS| Paord: 1234501021999
User Name: jdoe P e o i oo

Liser Hams:

Fansmard;

oo Wi Lispmpee: o sy Logn
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More Help with Google and Chromebooks
If you need more help with using a Chromebook or Google, here is a link to a Google Sheet with links for help
Student/Parent Tutorials another way to access this is to copy and paste this link
https://docs.google.com/spreadsheets/d/1cgyeHapPfsBMEyXg1Mt0Q3zSCodIFPoyeASfsUA7bCl/edit?ts=5f2cb413#gi
d=0. The links will send you to help for many different parts of Google including Docs, Sheets, Slides, Classroom, etc.




Appendix C: Class Codes



