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Prept. Foundation Digital & Media Content Policy
Breach Reporting Form


IMPORTANT: If this breach involves the safeguarding of a child or vulnerable adult, please complete a Safeguarding Incident Report immediately and contact the Designated Safeguarding Lead (DSL). This form should be completed in addition to — not instead of — safeguarding reporting procedures.

Section 1: Reporter Details

	Full Name:
	

	Role / Job Title:
	

	Organisation / School:
	

	Contact Email:
	

	Contact Telephone:
	

	Date Report Submitted:
	



Section 2: Nature of the Breach

Please tick all that apply:
☐  Unauthorised sharing of images or video of a child/young person
☐  Sharing of images or video without appropriate consent
☐  Publication of identifiable information about a child/young person
☐  Inappropriate or harmful content shared via Prept. Foundation channels
☐  Content shared on a personal account that should have been restricted to official channels
☐  Loss or theft of a device containing digital media
☐  Unauthorised access to Prept. Foundation digital content or accounts
☐  A third party sharing Prept. Foundation content without permission
☐  Content used for purposes other than those consented to
☐  Other (please specify below)

	If "Other", please specify:

	

	



Section 3: Individuals Involved

Please tick all that apply:
☐  Child(ren) / Young person(s)
☐  Staff member(s)
☐  Volunteer(s)
☐  Parent(s) / Carer(s)
☐  External organisation or individual
☐  Unknown

	Number of individuals affected:
	

	Age(s) of young people involved (if known):
	

	Names (if known and safe to record):
	



Section 4: Description of the Incident

Please provide as much detail as possible, including:
•  What happened and when it was discovered
•  Where the content was shared (platform, channel, location)
•  Who was involved or affected
•  How the breach came to your attention

	Description of the incident:

	

	

	

	

	

	

	



Section 5: Location & Platform

Where did the breach occur? Please tick all that apply:
☐  Instagram
☐  Facebook
☐  TikTok
☐  X / Twitter
☐  YouTube
☐  WhatsApp or group messaging
☐  Email
☐  Prept. Foundation website
☐  Third-party website or media outlet
☐  Physical media (printed, USB, device)
☐  Other (please specify):  ___________________________________

Section 6: Consent & Permissions

	Was consent obtained for the original use of this content?
	


Please tick:
☐  Yes
☐  No
☐  Unsure

If yes, what type of consent was obtained?
☐  Written consent form signed by parent/carer
☐  Verbal consent obtained
☐  General media consent as part of school/organisation agreement
☐  Content creator gave permission
☐  Other (please specify):  ___________________________________

	Additional notes on consent (if relevant):

	

	



Section 7: Immediate Actions Taken

Please tick all actions already taken:
☐  Content removed or taken down
☐  Individuals notified (parents/carers, young people, staff)
☐  Designated Safeguarding Lead informed
☐  Data Protection Lead / DPO informed
☐  Social media platform reported to
☐  No action taken yet

	Please provide further detail on actions taken:

	

	

	



Section 8: Risk Assessment

In your view, what is the current level of risk to individuals involved?
☐  High – immediate risk of harm or safeguarding concern
☐  Medium – potential for reputational, emotional or legal harm
☐  Low – minimal ongoing risk once content is removed
☐  Unknown – further investigation required

	Please provide any further information relevant to the risk assessment:

	

	

	



Section 9: Supporting Evidence

Please indicate what supporting evidence is available or has been gathered:
☐  Screenshots taken (please attach)
☐  Links to content saved or documented
☐  Written accounts from witnesses or those involved
☐  No evidence currently available

Section 10: Declaration

I confirm that the information provided in this form is accurate to the best of my knowledge.

	Full Name:
	

	Signature:
	

	Date:
	



For Office Use Only

	Received by:
	

	Date Received:
	

	Safeguarding Lead Notified (Y/N):
	

	Data Protection Lead / DPO Notified (Y/N):
	

	Outcome / Actions Required:
	

	Escalation Required (Y/N):
	

	Date Closed:
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