	Procedure for Dealing with Lost or Found Children

Purpose
To ensure that all staff and volunteers know the procedure to follow if they find lost children or are informed by a member of the public that children or children in their care are missing.

Roles and Responsibilities

“Lost Child” Officer
There is a person with the designated role of “Lost Child” Officer.  This person has a current Disclosure Scotland check.

They are responsible for being the point of contact for parents of lost children, and caring for found children.  They will be located within xxxxx area and should be contacted through the Public Information Point – this is where any found children will be cared for.

If the child is not claimed, the “Lost Child” Officer will be responsible for contacting the local Police.

The Lost Child Officer must be 100% confident that the person is in fact a parent/ carer before the child is passed over to them and may require to see identification.

Record Keeping by Lost Child Officer
In addition to a written record on the lost or found child a detailed record should be kept in a dedicated notebook, detailing:
· Time the child was lost / found
· Description of activities undertaken to try and reunite parent / carer and child
· Time the child was reunited with parents / carer
· Details of person who found the child (if relevant)
· Name & Description of parent / carer and evidence of ID shown to reclaim child


Stewards
If any staff or volunteer finds a child that appears to be lost, or is approached by a member of the public asking for help to find a child immediately contact the Public Information Point giving the required details of the lost child.

Reassure the parent/carer and wait with them for the Lost Child Officer to come to your location. It is advisable to remain in the location the child went missing, in case the child returns to that location.  If there are more than 2 adults with the child then one should remain at the point where the child was last seen, the other(s) should join the search, reporting back regularly as agreed with the Lost Child Officer.

If you are on your own with the child, ensure that you are in a public area where you can be seen and heard.

If the Lost Child Officer decides to take the lost child back to the Public Information Point a steward should remain at the place where the child was found until the parent/ carer has been informed that the child has been found.


Public Information Point

[bookmark: _GoBack]Make a written record of the required information reported by the steward and pass to the “Lost Child” Officer.

Contact the Event Co ordinator to arrange announcements on the PA systems and any other appropriate points immediately.

If a lost child has been found the Public Information Point should then communicate to all staff and volunteers to confirm that the child has been found.
