
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Would you like help 
with privacy settings? 

Contact your line 

manager 

A person leaves an 
offensive comment on 
your page, twitter feed, 
website, forum or any 

other media platform 

As soon as you become aware 
of the comment print screen 

to evidence the comment and 

send it to your line manager 
and then delete it 

Police 

Post a comment on your 
wall saying “that any 

offensive, racist, 
homophobic or threatening 

language will be reported to 

the Police and be removed” 

Prepare a Response 

Compose a short message 
explaining the deletion and 

share it with your line 
manager for agreement Divert 

Keep your spaces/pages 

updated with new links, 

photos, news, videos and 
comments when possible 

Personal Details 

Are you sharing any 
personal details and 

revealing where you live or 

how they can contact your 
personal phone? 

Wait 
Keep a watchful 

eye on the area 
and be ready to 

respond 

You receive an email, 
messages or someone 

contacts you directly 
to complain or object 

Bad Comment? 

Yes  

The conflict 

reoccurs 
between 

other users 
and viewers 

Neglected spaces 
are more likely to 
be vandalised! 

Yes  

No  

Print screen to evidence 

the comment and send 
it to your line manager 

and then delete it 
 

Send 

prepared 

response 
Can you 

resolve the 

dispute? 

Send a response as soon 

as you receive a response 

and tell your line manager 

No  

No further 

action 

Suspend Comments 
Post message explaining suspension (please do not name 
the offending user) and give alternative contact methods. 

Tell your line manager of your actions. 
 

~ Leave for 24 hours ~ Reactivate comments 
~ Repeat procedures ~ Refer to risk assessment 

No response to the 

comment. Behaviour 
does not reoccur so 

conflict resolution and 

reporting are not 
needed 

No further 
action 

Tips for Resolving Conflict: 

∗ Be positive and seek further support if 

needed 

∗ Use the wording “I feel…offended by 

this”, “I feel…this language can hurt 

people”. People can’t challenge your 

feelings. 

∗ Be respectful, clear, honest and 

unambiguous. 

∗ Remember to seek support for cyber 

bullying and report it! 

Reasons to Delete a Post: 

∗ Racist, Sexist, Homophobic or other hate 

language 

∗ Attacks or untrue statements about 

individuals 

∗ Excessive swearing, profanity or other bad 

language 

∗ Inappropriate sex talk, sexual harassment, 

shock statements 

∗ Someone vulnerable sharing personal details 

∗ Adverts, spam and malicious 

On these cases do not delete post: 

∗ Criticism of service. Engage, respond and 

answer criticism in public (speak to line 

manager about response) 

∗ Off topic. Engage, respond and suggest a more 

appropriate forum for discussion 

∗ Known issue. Check background and speak to 

line manager and respond accordingly. 

∗ Any comment deemed acceptable (check with 

line manager if unsure) 

Appendix 1 


