
Gmail Guide for Year 6 Parents/Carers 
 
Introduction 
At Blatchington Mill, students have access to some of the GSuite applications. These online 
applications (Word Processor, Spreadsheet, email etc.) can be accessed from almost any 
device with an internet connection. To make this possible, each student is issued with a 
Google account by the school. 
 
At this stage, your child should be able to log into Google to access their Blatchington Mill 
school Email (GMail). Although the process may be slightly different depending on the 
device and internet browser used, the basic instructions to do this are below. If there are any 
problems or you have any questions about this, please email 
admissions@blatchingtonmill.org.uk 
 
BMS School Email Address 
In most cases, your child’s school email address is a zero (0) followed by the first letter of 
their first name, followed by their surname, followed by @blatchingtonmill.org.uk . If this isn’t 
the case, you will have already received a separate email with details of your child's email 
address. 
 
For example, Polly Smyth-Jones’ email address would be 
0psmythjones@blatchingtonmill.org.uk  
 
Password 
Your child’s school password is the word “Welcome” followed by the first 4 digits of their date 
of birth including any zeros. For example, a child born on the 15th September will have a 
password of Welcome1509. A child born on the 6th of December will have a password of 
Welcome0612. Please note that the word “Welcome” begins with a capital W. Your child will 
be able to change this password once they are in school. It is not possible to change the 
password from outside of school. This process will be covered in a Computing lesson once 
the school year starts and students are in the school buildings. 
 
Accessing BMS school Email 
Your child should go to google.com using the web browser on their device (laptop, computer, 
Chromebook, mobile phone, tablet etc.) 
 
At the top right of the screen they may see a button that says ‘Sign In’. If so, they should 
click or press this button. 
 
If your child or another user of the device already has a Google account, they may instead 
see a circular avatar for that account, likely to be a single letter of the alphabet or maybe a 
picture. If this is the case, they should  

1. click on the circle 
2. then click on either ‘Add another account’ or ‘Manage accounts on this device’  
3. followed by ‘Add account’. 
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Your child should now be seeing a page asking for their ‘Email or phone’. They should enter 
their Blatch school email address here and then click on the ‘Next’ button. Details of their 
school email address can be found towards the top of this information sheet. 
 
They should now be asked for their password. They should type in their school password 
and then click on the ‘Next’ button. Details of their school password can be found towards 
the top of this email. 
 
All being well, they should now be logged into Google and be looking at google.com.  
 
They should now click on the 9 dots that can be found at the top right of this and most 
Google pages. This will show all the GSuite apps that are currently available to them. On this 
occasion, they should click on the ‘Gmail’ icon to access their school email. 
 
_________________________________________________________________________ 
 
To send an email between students the number at the start of their email address responds 
to the final number of the year in which they started at Blatchington Mill School. Your 
children are starting in 2020, hence the 0 at the start of their email address.  

><><><><><><><>< 
To send an email to your child’s new form tutor, please click on the GMail icon and then 
begin a new email. 
 
The address the email needs to be sent to is as shown below; 

 

Form Tutor’s Name Form Group Name Form Tutor’s email address 

Mr Beckwith 7PB pbeckwith@blatchingtonmill.org.uk  

Mr Davies 7RS rdavies@blatchingtonmill.org.uk  

Miss Fletcher 7EF efletcher@blatchingtonmill.org.uk  

Ms Hamilton 7HN ahamilton@blatchingtonmill.org.uk  

Ms Harrington 7CH charrington@blatchingtonmill.org.uk  

Mr Herbert 7HH hherbert@blatchingtonmill.org.uk  

Mr Lister 7JT jlister@blatchingtonmill.org.uk  

Mr Milham 7DM dmilham@blatchingtonmill.org.uk  

Mr Mootaleoo 7MO amootaleoo@blatchingtonmill.org.uk  

Mr New 7RN rnew@blatchingtonmill.org.uk  

Mr Timmins 7DT dtimmins@blatchingtonmill.org.uk  
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