
Lost Child Policy Jun 2019

1. Introduction
The following policy and procedures have been designed to manage and handle lost children. The 
policy applies to all CGCA volunteers and visitors.

1.1 Risk
As Calvert is a fairly small community, many of the children socialise with one another or go to 
similar schools, therefore generally the local children are known to many of the residents.

The village hall is clearly signed to inform parents/guardians that they  are responsible for their 
children at all times..

2. Policy statement
Each event is to have 2 nominated Event coordinators / Lost Child Workers, with access to mobile 
phones / Radios (If this is an event on the green)

All lost/found children should be taken to the Lost Child Point - following the procedures 
outlined below. 

1.

On arrival at the Lost Child Point, the attached form should be completed and Event Control 
informed.

2.

The lost/found child form is to be completed in part by a lost child worker and part by the 
parent/guardian of the child once reunited.  Proof of identify should be requested if staff 
believe it necessary.      

3.

Children under the age of 8 will be kept at the Lost Child Point until collected by a parent or 
responsible adult.  Children over the age of 8 will be free to leave, or remain at the Point if 
they wish. 

4.

A responsible adult is a person over the age of 14, whom the lost child workers feel the child is 
comfortable with and is responsible enough to take care of the child.

5.

Children not collected within an hour will be passed over to the Police.6.

Parents arriving at the Lost Child Point looking for a child who has not been handed in should 
remain at the Point.  A general description of the child should be passed to Event Control (by 
landline only).

7.
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Procedure to follow if you are made aware of a lost child:

Procedure to follow if parents/guardians report a lost child 
to you

If a parent/guardian approaches you about their lost child, act calmly.  Inform your Lost Child Point 
personnel, either with your own radio, or ask another officer with a radio to do this for you.  

Ask for a detailed description of the child and where and when the child was last seen.  Personnel in 
your vicinity will be notified immediately to support a rapid search of the immediate area.  The Lost 
Child Point will notify Event Control. The search will continue until the child has been found.

In the event of a Lost Child being reluctant to be handed over to an adult, you should request 
police support

At no time should a child be escorted to the lost child point by only one member of event staff

If an individual case presents with circumstance, which may lead to the child being a high risk 
case (e.g. possible kidnapping) Event Control should be contacted immediately and the Police 
Commander should be informed.  The Police will devise the appropriate search strategy.

8.

All forms should be retained and given to the Event Manager after the event.9.

If a child approaches you and tells you that they are lost, or someone brings a lost child to 
you, you must take responsibility.  You should immediately inform colleagues by radio.  You 
should inform other partner officers who are in the vicinity of the situation, including any 
Ambulance and Police staff.  You must also contact the Lost Child Point, where the incident 
will be logged and where information about the child will be relayed to Event Control. 

1.

You and the person finding the child must remain in a safe place, close to the location where 
the child was found, for up 5 minutes (own discretion) to allow for immediate recovery by 
parents/guardians.  Make your position easily visible to aid parents/guardians in finding 
their child.

2.

If a child is claimed by their parent/responsible adult within 5 minutes, you should escort 
them to the Lost Child Point to fill out the appropriate forms.  If the parent/responsible adult 
is not willing to go to the Lost Child Point, you should inform Event Control of the situation 
and pass the child’s details onto the Lost Child Point.

3.

If the child is not picked up within 5 minutes, you, the child and the person who found the 
child, should all proceed to the Lost Child Point.  

4.

The child will be handed over to the lost child workers, who will complete a Lost Child Form 
and take care of the child until collected by the parent/responsible adult.  The 
parent/guardian will be required to show proof of identity and a signature obtained.  

5.

Once a child has been reunited with their parents/guardians, the Lost Child Point personnel 
will notify all relevant personnel i.e. Event Control, Head Security Officer and Police 
Commander. 

6.
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Executive Committee Contacts
Executive Committee: thecgca@calvertgreen.com
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