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1 Scope 
 

This procedure is for a person under 18, or a person considered vulnerable despite age 
 

2 Set up 
 

• A designated point and signposted ‘Lost Children’, if possible. In a smaller event a 
nominated point for the child to be looked after. 

• Nominate child safeguarding lead and a second. These people will stay with the child 
and will never be in sole charge of the child  

 
3 Care guidelines: Found child  
 

• Children should not be left in the sole care of one person.  

• No food or drink, except plain water should be given to children in case of allergies.  

• The person claiming a child should prove their name and address and show relevant 
form of identification 

• Stewards should make immediate contact with the lost children point in case the 
parent/guardian is there, to advise that a child has been found. 

• The child is then to be immediately escorted by a steward/Police officer to the lost 
children point.  

• A form must then be completed in the presence of the steward/Police officer to detail 
where the child was found.  

• Details of the child are to be forwarded to Event Control. 

• Event Control must request a message to be relayed over the PA system. No details 
of the lost child should be relayed over the PA system without the permission of the 
Police officer. 

• Event Control should also issue details to all Police/stewards regarding the lost child 
in case they are contacted by a parent/guardian. 

• Parents/guardians claiming the child should show a form of identification (A photo 
driving licence, passport or correspondence showing their name and home address) 
before the child is released. In the event of any uncertainty, it will be the responsibility 
of the Police to determine if the child should be allowed to go with the person who is 
claiming them. 

 

4 Missing Child  

• If a missing child report is made to Police/stewards, then they should contact the lost 
children point to ascertain whether the child is there.  

• If the child is there then parents/guardians should be directed or escorted directly to 
the lost children point.  

• If the child is not there then parents/guardians should be directed to the lost children 
point to complete a missing child form with a description of the child, where they were 
last seen and who with. 

• Details of the missing child should then be forwarded to event control  

• Event Control should then issue a message to all Police/stewards so that they can 
remain vigilant. No details of the lost child should be relayed over the PA system 
without the permission of the Police officer. 
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• Organise steward to conduct a search of the surrounding area allocating each person 
a specific area. Steward to call back to the Event control via mobile phone to update 
rather than waste time walking back. 

• Reassure the child’s parents that everything is being done to look for their child 

• Report the missing child to the police is the search unsuccessful or after 15 minutes 
of the 1st report if the search is ongoing.  

• Inform everyone including the parents if the child is located  

• If you feel that there has been suspicious activity before the child went missing or 
that the child may be in danger, call  the police 999 before commencing the search    


