A Guide to Google Meet.
At St Catherine’s C of E Primary School, we have now begun to supplement our online
classroom with Google Meet, a safe video chat platform that will allow the children to
see and hear each other. We understand that some people will need a little support to
use the Google Meet platform to access the ‘meetings’ we will arrange for the children.
All meetings arranged by the school will be led/moderated by the class teacher and will also
be recorded to allow for any review that may be necessary. This will be safely saved
on school accounts.

This document has been designed to not only help you access Google Meet, but to also
sup-port you in getting the most out of it when participating.
(All of these screen shots are taken from an example meeting, so the appearance may
be slightly different for your class, but all of the functions will be available to you.)
It is best to access Google Meet on a laptop/desktop computer and the best browser to access Google applications is ‘Google Chrome’ which is available for free for all desktop computers. (It is also possible to download an app for tablet and phone devices, but this will not
allow all of the same user controls - see further details at the bottom of this document.)
To allow you to have more than four (up to sixteen) people appear on your screen (laptop/
desktop), you will need to download a free extension from the Chrome Store. Click on the
link below to be taken straight to the correct page;
https://chrome.google.com/webstore/detail/google- meet-gridview/ bjkegbgpfgpikgkfidhcihhiflbjgfic/related?hl=en-US

It will bring you to this page;

Simply click on the ‘Add to Chrome’ button and it will install on your
computer. (This is not available on tablet/phone devices.)
You can find out how to use this tool later on.

When a meeting is scheduled for you class, you will see the link appear at the top of your
stream;

Simply click on this link and you will be taken to this page;

Use this to
turn your mic
on and off.

Use this to turn
your camera on
and off.

Click ‘Join now’ to join the meeting.

You will then be greeted by your class teacher and class mates (in this example all of
the cameras are switched off so only an icon is visible);

If you have added the grid view, you will be able to see up to 16 participants. Otherwise,
you will see up to 4. Don’t worry though, your teacher will ensure you can see as many of
your peers as possible.

Whilst your mouse is idle, you will see the previous screen. If you move your mouse a control
bar will appear across the bottom of your screen;

Use this to turn
your mic on and off.

Use this to leave
the meeting.

Use this to turn
your camera on
and off.

Turning captions on will let
you see everything that
is being said and by who
in text on the screen.

You can change your screen view by clicking on the three dots that are circled. You will
then see this menu;

Click on ‘Change layout’ to see this menu;

By selecting ‘Sidebar’, your screen will look like this;

By selecting ‘Spotlight’, the person who is speaking will appear on your screen.
By selecting ‘Tiled’, you will be able to see up to four people (the most active) on
your screen.

If you have downloaded the grid add-on, you can click here to activate it, showing up to 16
people on your screen.

By hovering your mouse over the grid icon, you will be
given these options.
The ‘Highlight speakers’ option simply puts a border
around any active speakers in the meeting.
If you ‘Enable grid view by default’, any further visits
to the Google Meet website will ensure you automatically have this view enabled.
If you do not have the grid view add-on, don’t worry, your teacher will be able to give
you this view (see further down this document).

Click on the ‘People’ icon to show this menu;

Here you can see everyone that is part of the meeting.
You can click on a person’s name and it will give you the option to ‘pin’ them to your screen,
by simply clicking on the pin icon. (You can only pin one person at any time.) You must turn
the pin off to go back to your chosen layout.
If you do not have the grid view add-on downloaded and enabled, you can view your teacher’s presentation screen by pinning it (this will appear as the icon below). This will enable
you to see up to 16 people’s faces at once.

Click on the ‘Chat’ icon to show this menu;

Here you can type a message that will be visible to everyone that is part of the meeting.
Messages will appear in the order that they are sent in the panel above.
At the end of a meeting, your teacher will remove you from it if you haven’t left yourself at
the given time, to enable them to end the meeting promptly.
It is possible to access Google Meet on tablet and phone devices, but you will find it has
limited functionality (see below).

When viewing your device in a landscape position, you will see this screen;
(This screen is pinned to the teacher’s presentation, allowing for more faces to be seen.)

Tap the screen to show and hide these options;

The icons and options available have the same functionality as explained before.

This is a portrait view of a tablet/phone device;

The icons and options available have the same functionality as explained before.

