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35 minutes, all five cards
	Time
	Stage
	What the teacher does

	5 min
	Explain
	The order of the three questions and the names of the four levels. No examples

	7 min
	Demonstrate card 1 (class photo)
	Work the three questions and the ladder live on the board; say plainly that it is usable in school and not to be uploaded

	12 min
	Groups take cards 2 and 3
	One card per group; each pupil fills the table first, then three minutes comparing. Give no answers

	6 min
	Cards 4 and 5 (teacher-led)
	Taught by the teacher rather than in groups; pupils still fill in their own tables

	5 min
	Close
	Display the five cards side by side and ask which is most often treated as a small matter


The sequence is 35 minutes and sets no homework. To extend it, ask pupils to complete a decision table for their most recent piece of work.
Laying out the five cards
One card per group, one card discussed at a time; five groups rotating or the whole class in sequence both work.
The teacher demonstrates card 1 and leads cards 4 and 5; cards 2 and 3 are the pupils' group work.
One decision table per pupil, filled in by the pupil after the group discussion, not by a group leader.
Every situation is fictional, so the cards can be copied freely; no real school, person or class appears.
Three common wrong answers, and how to reply
	The pupil says
	What is wrong with it
	A suggested reply

	"I took the photo, so I can use it"
	Treats owning the file as owning the faces in it
	Go back to question 1: who is in it? And question 2: can they be recognised? The photographer owns the file, not the face.

	"The parent agreed, so it can be uploaded"
	Treats consent as changing the level
	Consent settles whether it may be used, not whether it may go to an outside tool. A whole-class photo is level 3 with or without consent.

	"It is only in our classroom, nobody will see it"
	Treats not-public as not-identifiable
	Question 2 asks whether a real person can be recognised. A class list passed round one room is still identifiable.

	"Just change a few names and it is fine"
	Anonymisation done incompletely — names changed, class and phone numbers kept
	Ask the pupil to list at least three fields to remove, and which single field left in place would still identify someone.


When to stop and hand the matter to the school
The discussion turns to a real incident, a real pupil or a real colleague — stop and return to the fictional cards.
A pupil discloses their own support record, health data or discipline record — do not probe, do not record it, refer through the school's arrangements.
A pupil says material has already been uploaded to an outside tool — do not blame anyone; report it through the school's procedure first.
	The four levels and the decision table are this resource's suggestion, not an Education Bureau requirement. This page gives no legal advice and does not replace the school's publishing approval, retention or parent-notification arrangements.






