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Appendix 7 

Online Safety Incident Reporting Flowchart 
 

You’ve seen something on a school 
computer, or you’ve been told about 

something that has happened at 
home 

Would you class it as an Online Safety 
incident? 

Yes2,3 No1 

Not 
Sure 

No need to report it, 
but if it is disrupting 
your lesson then IT 
may be able to help 

(e.g. Blocking a 
games site) 

Report it immediately 

When you are unsure it is always best 
to report it anyway 

Send an email to 
ICT(AG), the Online 

Safety Lead (MB) and 
the SBM H&S (ICT) 
(SC). Include a brief 

description of what has 
happened. 

How
? 

How
? 

The incident will be 
investigated and if 

necessary, you will be 
asked to fill out an  

Online safety incident 
form 

Statements will be 
collected, and evidence 

will be collated, and 
actions will be outlined 

Once action has been taken, the incident and 
outcomes will be recorded anonymously in the Online 

Safety concern log 

 
Examples 
1A student is playing a game that does not have any mature content. 
2A student has accessed a social networking site on their computer 
3A student has shown other students a search for adult images, however the images were blocked. 
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