Lost or Found Child Response Guide
First Staff or Warden Contact

· Inform Area Warden of situation

· Lost child - Look for child in the immediate vicinity
· Found child - Remain with child or informant at scene until Security or Area Warden arrives

· Follow instructions from Security or Area Warden

Area Warden/Security

· Found Child - Take child to Lost Children post (or information tent)

· Advise Chief Warden of the situation
Lost Children’s Post/Information Tent

· Ensure a Lost Child/Found Child Checklist is completed 
· Remain with Child

· Provide key identifying details of the child to all Wardens, staff and security (child’s first name, hair colour, age, height, what they are wearing, where they were last seen) 

· Advise and update Wardens of situation

Chief Warden / Event Manager

· Contact Police if necessary

· Remain with child/informant until situation is resolved or Police arrive

· Assist Police where appropriate

· Only in urgent situations or under Police advice should announcements be made from stages or over public address systems

Parent/Guardian reunited with Child

· Advise outcome to all Wardens, staff and security notified of incident

· Close off report on the Lost Child Checklist
LOST / FOUND CHILD CHECKLIST
	LOST CHILD
	FOUND CHILD

	Questions to ask guardian
	Questions to ask child

	1. Where did you last see the child?


	1. Where did you last see the guardian?

	2. When did you last see the child?


	2. When did you last see the guardian?

	3. What is your name?
	3. Did they tell you what to do if you get lost?

If yes, explain.



	4. What is the child’s name?


	4. What is your name?

	5. What is the child’s age?


	5. What is the guardian’s name?

	6. What clothes is the child wearing?


	6. What is the guardian’s age?

	7. What colour is the child’s hair?


	7. What clothes is the guardian wearing?

	8. What height is the child?


	8. What colour is the guardian’s hair?

	9. Does the child have ID?


	9. What height is the guardian?

	10. Does the child have a mobile phone?

If yes, what is the number?


	10.  Does the guardian have a mobile phone?
If yes, what is the number?

	11. Where do you think the child will go?
	11.  Do you know someone else’s number who would know the guardian’s mobile number?
If yes, what is the number?



	Other information:

	Other information:

	Reported by:                                                        Signature:
Date:                           Time:

	Child is reunited with parent/guardian:

	Who collected child?

	

	Time of collection

	

	ID sighted by

	                 


