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Submitting Work  
 
Teachers will use the Assignment feature in the Classwork section of the Google 
Classroom page for the following purposes: 
 
Submission of classwork for feedback: To ensure that students are receiving regular 
feedback, teachers will post 1-2 key tasks each fortnight that students must submit for feedback 
using the Assignment feature.  
 
These tasks are for the purpose of monitoring class work and providing feedback on learning, 
and will not contribute to marked results that appear in academic reports at the end of the 
semester. 
 
Assessment Tasks: Formal assessment tasks will continue to be issued following the 
assessment schedules published in the assessment handbook at the start of the year. 
Assessment notifications and task details will also be posted using the Assignment feature in 
Google Classroom. These tasks will be clearly labeled as an Assessment Task, so that students 
can differentiate between these tasks and the class tasks that are being used for regular 
feedback. Students and parents/caregivers will also receive an assessment notification by email 
for these tasks. 
 
To submit work to the Assignment feature on Google Classroom, students should follow 
these steps: 
 
 
Step 1 – Go to the class that you plan to work on   
 

 



 
 
Step 2 – Go to the in the Classwork section of the page 
 

 
 
 
 
Step 3 – Select the task that you wish to submit 
 

 
 
 
 
  



 
Step 4 – After selecting the task, click on View at the bottom left corner of the task 
 

 
 
 
 
Step 5 – In the Your Work box on the right of the page, select Add or create to attach your work 
If your teacher has set up the task as a Google Doc that they have shared for you to work on, it 
will already be appearing here  
 

 
 
 
  



 
Step 6 – Select the appropriate option: 
If your work is saved as a file on your computer or on a USB thumb drive, select File 
If your work is saved on your Google Drive, select Google Drive 
 

 
 
 
Step 7 – Add the appropriate file, then select Upload 
 
Hint – make sure that you label your work clearly when saving so that it is easy to find 
 

 
 
 



 
 
Step 8 - In the Your Work box on the right of the page, select Turn in to submit your work 
 
 

 
 
 
 
Step 9 – When prompted to turn in your work, select Turn in to submit your work 
 

 
 
  



 
 
To confirm that your work has been submitted, the Your work box will now indicate the 
work has been turned in. 
 

  


