
Gemini on one page
Keep it by your laptop. Everything here is also in your workbook.

QUICK REFERENCE CARD
GEMINI FOR K-8 EDUCATORS

Three questions before every prompt

1. Which account am I in? Check the email address. It should be your school account.

2. Is this tool district-approved? If you're not sure, ask before you use it with anything real.

3. Would I be fine if a parent saw this prompt? If not, rewrite it.

CRAFT: five things Gemini can't guess

C Context. Who, what, where. "My 3rd graders
just finished a unit on plant life cycles."

R Role. Who Gemini should be. "Act as an
elementary teacher writing to families."

A Action. The job. "Write a newsletter blurb."

F Format. Shape and length. "About 120 words,

then one dinner question."

T Tone. How it should sound. "Warm and plain.

No jargon."

Two or three letters usually do it. Then talk back: it's a

draft, not a verdict.

Chat, Gem, or notebook?

Chat One-time questions and drafts.
gemini.google.com

Gem A job you do the same way every week.
Standing instructions, up to 10 files.
gemini.google.com/gems/create

Notebook Answers built from your own documents,

with citations to check. Up to 50 sources.
notebook.google.com

A Gem changes how Gemini acts. A notebook

changes what Gemini knows.

The 30-second check

1. Accurate? Check the facts you'd have to look up.

2. Right for the grade? Words and expectations your
students can handle.

3. Fair? Would every student see themselves in it?

4. On target? Does it serve today's lesson goal?

Gemini drafts. You decide. Nothing goes to students
or families until you've read it.

Where things are

Save a response as a Google Doc: the three dots
under the response, then Export to Docs.

Add a file to a chat: select the plus sign (+) in the

box where you type, then Upload files.

New notebook: + New notebook, then Upload files
(or Drive for Google Docs and Slides).

Check a notebook answer: hover a citation
number to see the quote.

Studio items: select the item to set its options,

then Generate now.

Google moves buttons often. Look for the words, not
the spot.

Student information stays out

No student names, grades, IEP or 504 details, or behavior records. Even where your district allows more, keep the
habit: write [student] instead. Shared Gems show the titles of attached files, so name files as if your principal will

read them.
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