Parent/Guardian Guidance for logging into pupil emails and Go4Schools
Office 365 (Email)
Office 365 is the platform that pupils use to log into their school email accounts. An
address exists for each pupil in the school and each of them follow the format below:

First name: Joe

Surname: Bloggs

jbloggs@codsall-middle.staffs.sch.uk
Some pupil email addresses may appear differently as we often have multiple pupils
with the same initial and surname, your child’s address may appear as their full name or
with a ‘1’ at the end. All pupils are aware of their email address and should have it
written in the front of their planner. All pupils have been encouraged to write their
details down, please ask them to speak to a member of staff if they are unsure of what
to write.
To log into the email account, simply open ‘Office 365’ on Google and press ‘Sign in’
using your child’s details.

Registering & Accessing Go4Schools
Go4Schools is a platform used in school, completely separate to Office 365, to track
homework, attendance and behaviour. Each pupil has been set-up a Go4Schools account
which they can access independently. In order to access their account pupils will first
need to register with Go4Schools.
To register your child on Go4Schools, please follow the steps below:
-

Access www.go4schools.com and select ‘student site’.

-

Select ‘first time user’.

-

Enter your child’s school email address into the box and select ‘New password’.
This will send an email to their Office365 outlook email account with an

-

activation link.
Using the link in the email from Go4schools, you will be able to set yourself a
new password.
Please can we ask that either you, or your child, makes sure that their
details are written clearly in their planner for future use.

The email is likely to look something like this…

PLEASE REMEMBER: That you cannot access Go4Schools if you have not registered
or by entering your child’s email password as they are unique accounts with unique
credentials.
Once Go4schools accounts are activated, school cannot reset passwords as this also
needs to be done through the website via the ‘forgotten your password’ button.
If you need any further support with this, please contact school.

