
Family Bulletin
Message from the Heads of School 

Dear parents/ carers, 

Here we are again, and at the end of another sunny week of online 
learning. Our staff and students have been very busy, and we are 
now at the end of our first week on Google Classrooms. Attached 
to this bulletin is another crib sheet which addresses some of the 
questions and concerns we have had this week. Please do continue 
to ask for our help if you are still struggling with this system. Please 
can I also ask that you check your emails and junk emails for any 
emails from our Pastoral Team at SET Saxmundham. They are 
working very hard and are contacting lots of you to check on your wellbeing and to offer any 
support you may need.

This week we thought it would be a good idea to show you what our staff have been doing 
in lockdown, so please enjoy all the photos of SET Saxmundham staff either working from 
home or enjoying their daily exercise. 

I know the online classrooms have been very busy this week and Mr Battle would like to give 
a staff shout out to Mrs Parish for her Kaboot Quiz in Maths and all the feedback she has 
been giving the students. This also extends to Mrs Wright who has been working non stop 
“live” within the Maths classrooms to make sure the students questions are answered. A 
huge thank you to Mrs Stevens for all the Maths videos she has been creating to support the 
students different level of need. Another thank you this week goes to Miss Macloed who has 
been working very hard within the Year 7 Science classrooms. 

You may have seen on social media that we posted our gold superhero badges this week, 
these were included in the bulletin before we broke up for the Easter break, so please 
look forward to receiving these in the post. Also we will be doing our assembly on Monday 
morning at 8.30am, the classroom code for this is attached to the bulletin within Miss Moe’s 
Google Classroom help sheet. We will be doing the weekly normal Saxmundham hero badges 
here as well. 

We thank you again for all your continued support and we look forward to sharing more 
work and resources with you next week.

Mr R Battle and Mrs E Isaac, Heads of School

Friday 24 April 2020

Mr R Battle and Mrs E Isaac
Heads of School



Saxmundham Staff Team during Lockdown

Miss Marsden 
walking her 

dog.

Keeping up 
with writing a 
journal during 

lockdown.

Mr Friston taking a 
break from school 

administration today with 
a trail run from his house!

Miss 
Leggett 
has been 
enjoying 

time 
in the 

sunshine.



Mrs Lass having adventures 
with her son on their daily 

exercise.

Mr Renwick perfecting 
his football skills in his 
garden with his boys.

Mrs Isaac and Dolly 
collecting stones on their 

daily walk.

Mrs Kirk in her 
garden. The white 

blob is her cat 
Millie!

Mrs Stevens working 
from home, enjoying 
a refreshing break 

time snack.

Our new 
History 
teacher, 

Mr 
MacRae 
doing 
some 

research!

Mrs Morton ran 
5k and donated 

to the NHS!

Miss Miller has been 
watching spring 

wildlife in her pond.

Lockdown in 
Ms Gibson’s house 
- including 25 

ducklings in the 
garden!



Hot Desk Rota for Online Learning

The ‘hot desk’ rota below shows when there is a specialised member of staff available to 
answer queries and questions ‘live’ throughout the designated day for that subject. Staff 
members are experts in their subjects either across the Trust or within Saxmundham. The 
codes for the classrooms are shown here as well.

This rota runs alongside the normal “classrooms” which your children have been interacting 
with and working from, this is to give an extra layer of support throughout the day if your 
son/daughter needs it. 

Day Subject Classroom Code
Monday English wtjh3zh

MFL (French) rpdssw7
MFL (German) pqmvykm

Tuesday Maths ux77zk2
Wednesday Science Yr7 jtmzom

Yr8 kfft7lf
Yr9 envbovz
Yr10 xhae7ie
Yr11 luzm2ev

Thursday Humanities z6pinz3
Friday Creative Use existing codes already 

issued
PE hjempgj

Superhero Badges

Our Superheroes were posted their gold badges this week!



German Challenge

Fantastic work from Blake who completed a challenge Mrs Griffiths assigned that 
wasn’t compulsory!







Google Classroom 

 
How do I sign into Google Classroom? 

You need to sign in to Google Classroom using your Google Suite for Education 
account – otherwise known as your chromebook log in. 

If you do not know your log in, email nmoe@saxmundhamfreeschool.org.uk 
and Miss Moe will reset your password and/or remind you of your email 
address. 

Go to https://classroom.google.com 

If you are not already signed into your school account, sign in. Remember, your 
school account should be in the format  ____@saxmundhamfreeschool.org.uk. 

 

For further information on Classroom Accounts or Google Classroom FAQs 
then click the links. 

Once you are signed into your Classroom account, the top of the screen should 
look like this 

 

 

 

 

If your school account is not already 
signed into, and it gives you an 
option of another account, click 
here to add your school account. 

Click here to 
navigate around 
classroom – I refer 
to this button 
later. 

Click here to access other elements 
of G Suite for Education – I refer to 
this later (The Waffle) 

Click here to add a new class 

mailto:nmoe@saxmundhamfreeschool.org.uk
https://classroom.google.com/
https://support.google.com/edu/classroom/answer/7582372?hl=en&ref_topic=7175444
https://support.google.com/edu/classroom/answer/6025224?hl=en&ref_topic=7175444


How do I join a class? 

Click the + button in the top right of the screen. 

 

Click ‘join class’ 

 

Your teachers have all created classrooms, and they all have a unique code. 

To find the relevant code click here. They are sorted into year groups. If there 
is a code missing, email nmoe@saxmundhamfreeschool.org.uk and she will 
find the code for you (and add it to the page also). 

Each time you add a code, it takes you into that classroom. To get back to the 

main page click the  in the top left corner, then click . 

Repeat the above steps until all classes are added. 

 

How do I see my work? 

Once you are signed in, and all of your classes are on your account, you should 
see all of the classes on your main page. 

https://docs.google.com/document/d/10m0sEjDXmaio33Ya5rmj9-vD7AQPKPpdioFRE0OlHpk/edit?usp=sharing
mailto:nmoe@saxmundhamfreeschool.org.uk


 

This is Miss Moe’s main page – you can see which classes she is a part of and 
you can see what work is due at a glance. 

Your teachers will be setting work for you to do within these classes, with the 
expectation that they are completed before they are due. 

You were given a timetable (see below) of what lessons you should be working 
on each day – if you follow this then you will be able to keep on top of your 
workload. 

 

Reminder – Key Stage 3 is Year 7, Year 8 and Year 9, Key Stage 4 is Year 10 and 
Year 11. 



Your teachers will be available to help you at the above times also – email 
them, private message them or post a question on the stream and they will get 
back to you. 

An example lesson 

It is time for my science lesson, so I click the science class. 

 

 

To view my work, complete it and submit it I click ‘Classwork’. 

 

I now have an overview of the work that has been set. I can also see when it is 
due. 

When I click on one of the tasks, it opens up with more detail: 

I can see what 
work is due 

I can ask a 
question (the 
whole class can 
see it if I post it 
here) 

If I click here I 
can see the 
teachers in this 
group and who 
my classmates 
are 

If I click here I 
can see the 
work set 



 

This lesson says Missing because I have not submitted any work yet and it is 
now past its due date. 

 

This lesson says Assigned because I have been given this work and it is not due 
yet. 

I can see more information about the task once I have clicked on it, to 
complete the work I now need to press View assignment. 



 

I can now see all of the information I need. I have got clear instructions and 
there are attachments and links to use. 

Once I have completed the work, I will add my work to this assignment using 
the section called “Your work” and then mark it as done. 

If your teacher has created a worksheet for you to use, this will automatically 
appear in the ‘Your work’ section for you to edit. 

 

Can I attach my own documents or photos? 

Sometimes you might have already created a piece of work, you may want to 
work on paper and take a photo of your work, or you may have done an art/DT 
piece which cannot be made in a document. To add these documents/photos, 
you will do the following. 

If you have a question 
that you only want 
your teachers to see, 
type it here. 



 

 

You then will see this page 

 

If your document/photo is saved on Google Drive, click ‘My Drive’ otherwise 
click on the ‘Upload’ tab and then click ‘Select files from your device’. 

This will then open up your documents, find the relevant file then click ‘Open’. 

Your work will now be attached. 

Click Add or Create 
and then File 



How do I create a new document for my work? 

When you have got work to do, with no template or worksheet, you are best 
using the Google applications in G Suite to create a document. 

You can either create a document using the ‘Add or create’ button in the ‘Your 
work’ section or you can create one using the icon I like to call The Waffle. 

 

‘Add or create’ 

 

 

 

 

If you are wanting to do a lot of writing, use Docs. This is a word processor. 

If you are wanting to create a slideshow, use Slides. 

Click Add or create 

Click here to add a 
document already 
made (as above) 

Click here to create a 
new document 



If you are wanting to create a table or have formulae, use Sheets. 

If you are wanting to draw something, use Drawings. 

 

‘The Waffle’ 

Earlier in this document I directed you to the top bar of classroom 

In the top right of the screen you should see   

Click the  symbol (it looks like a waffle). 

 

 

I’m using a tablet or a phone, how is it different? 

When you are using your phone or a tablet, you don’t have as many options as 
when you are using a laptop or chromebook. 

In this case, you need to download the Classroom app and the Google 
applications that you will be using. Most of the time your teachers will create a 
Docs or Slides document, so download these from the relevant store (iStore, 
Google play etc).  

For an explanation of how to use Classroom on a phone or tablet, watch this 
video. This video is NOT made by Saxmundham Free School, so some aspects 

Here, you can access the different 
applications in G Suite for Education 

Scroll down if the application you 
are looking for isn’t here. 

https://www.youtube.com/watch?v=rDJDpW57YLk
https://www.youtube.com/watch?v=rDJDpW57YLk


(like the email address) will be different however this should give you a rough 
guide on how to use classroom on your device. 

 

I am using an Apple Mac how is it different? 

So long as you open your web browser to access Google Classroom it shouldn’t 
be any different HOWEVER make sure when creating a document you use the 
Google applications as if you use Apple documents (e.g. sheets) your teacher 
will not be able to see the work as all staff laptops are running Windows. 

 

The process of setting/completing work 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The teacher 
creates a class 

A class code is 
generated and 
then shared with 
students 

Students join the 
class 

The teacher 
creates an 
assignment with a 
due date 

The student opens 
assignment and 
completes the 
work 

The student 
attaches the work 

The teacher checks 
the work is 
complete. 

Is the work 
complete 

and 
correct? 

The work is 
collected. 

The work is sent 
back to the 
student with a 
comment 

yes 

no 



What is the stream? 

If you are aware of Facebook, the Classroom stream is very similar and looks 
like this: 

 

You can post a message to the whole class here (Share something with your 
class) and you can see messages that others, including your teachers, have 
shared. 

 

You can reply to comments others have made by either typing in the ‘Add class 
comment’ part, or by pressing on the arrow next to their comment. If you 
press the arrow it tags the comment author in your response. 

 


