
In the event of an Online Safety incident,
follow this flowchart to identify what

actions should be taken and by whom.

An Online 
Safety Incident 
has occurred 

Out of 
School 
Incident

Teacher Action

Teacher to turn 
down friend 
request and 
block future 
requests.

Pupil to be 
spoken to by 
either class 
teacher, Mr 

Thomas or Mrs 
Edwards. If 

problem 
persists, 

parents to be 
informed.

Pupil 'Friend 
Requests' a 

teacher

Bullying on a 
Social 

Network or 
mobile 

device, such 
as text 

message

Pupil 
groomed / 

shared 
inappropriate  

images

Pupil showing 
signs of 

radicalisation 
or discloses 
grooming by 
an extremist 

group

In School 
Incident

Inappropriate 
image or 
website 
viewed

Inappropriate 
message sent 

on school 
messaging 

service

Inform Mr 
Thomas

Teacher ActionInform Mr 
Ware

Teacher ActionInform Hollie 
Edwards

Mrs Edwards 
to work on 
restorative 

justice with all 
pupils involved.

If appropriate, 
parents to be 

informed.

Teacher Action

Teachers to 
deliver 

additional 
class / year 

group teaching 
on Online 
Safety, as 

appropriate.

Designated 
Safeguarding 

Lead

School's 
Designated 

Safeguarding 
Lead to be 
informed 

immediately.

Parents to be 
informed 

immediately 
and supported 

with next 
steps.

Police to be 
informed.

Mr Ware to 
review the 

content and, if 
appropriate, 
request EIS 

block the 
content.

Teachers to 
ensure 

resources are 
checked prior 
to a lesson.

Continue to 
teach children 

how to respond 
to these 

incidents. 
Teachers to 

provide 
additional 
teaching if 
required.

If deemed 
appropriate, 

parents will be 
informed of the 

incident and 
informed on 

the actions we 
have taken.

Mr Thomas to 
suspend 
sender's 

account for up 
to two weeks. 

If a second 
incident 
occurs, 

messaging 
features to be 
disabled for 
that pupil.

If deemed 
appropriate, 

parents will be 
informed of the 

incident and 
informed on 

the actions we 
have taken.

Teacher to 
speak to 

sender and 
recipient of 
message. 
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All incidents to also be recorded in 
Online Safety incident log, which is 

held and managed by Mrs Edwards.


