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Huntingdonshire District Council Safety Advisory Group
Lost & Found Child and Vulnerable Persons
Guidance

The Safety Advisory Group provides a multi‑agency forum for the discussion of public safety matters relating to events. Its purpose is to support and advise event organisers in the planning and management of events and to encourage effective cooperation and coordination between all relevant agencies.
Event organisers, and others involved in the delivery of an event, retain the primary legal responsibility for ensuring public safety at the event.
This document reflects guidance that is current at the time of publication. Event organisers should remain alert to any updates and ensure that any relevant guidance published after this date is appropriately considered and applied
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[bookmark: _Toc224647023]Purpose
The purpose of this guidance is to support the safe, swift, and effective reunification of lost or found children and vulnerable persons with their parents, guardians, or carers. It is provided solely as guidance and a supporting toolkit. Responsibility for establishing, implementing, and maintaining appropriate arrangements rests entirely with the organising organisation.
This guidance aims to:
· Prevent harm and minimise distress for children, vulnerable persons, and their families.
· Promote strong safeguarding standards in accordance with UK legislation and recognised multi‑agency best practice.
· Provide event organisers with a clear framework to support effective planning and a structured process to follow when a child or vulnerable person is reported as lost or found.
[bookmark: _Toc224647024]Scope
The guidance outlined are designed to be adaptable to a wide range of event environments, including those without on-site police presence or formal welfare centres
This guidance applies to:
· All events, venues, and public spaces under the organiser’s responsibility, regardless of size, location, or type (including open city centres, parks, enclosed venues, and temporary event sites).
· Children (under 18) and vulnerable adults (those who, due to age, disability, illness, or other circumstances, may be unable to protect themselves or re-establish contact with their responsible adult without assistance).
[bookmark: _Toc224647025]Roles and Responsibilities
The following roles and responsibilities are activated when a lost or found child/ vulnerable person is reported. The Event Manager may delegate these roles and responsibilities as needed but MUST retain overall responsibility as the person in charge.
[bookmark: _Toc224647026]Designated Person 
The designated person responsible for managing lost or found children or vulnerable persons can be: 
· Event Manager
· Safeguarding Lead
· Event Control representative
· Welfare Officer

 Key objectives: 
The designation person MUST be clearly identified before the event begins and recorded in the Event Management Plan. The designated person will take charge of coordinating the response, including: 
· Initiating searches for a lost child or vulnerable person.
· Managing the safe care and reunification process.
· Ensure accurate logging of actions.
· Escalate to statutory agencies (police or social care) if required.

[bookmark: _Toc224647027]Event Manager
· Holds overall responsibility for managing the event and any reports of a lost/found child or vulnerable person incidents. 
· Ensures the swift and safe reunification of individuals with their parent, guardian, or carer while minimising stress and anxiety.
· Balances rapid reunification with safeguarding, ensuring identity verification, dynamic risk assessment, and escalation to statutory agencies (police or social care) when necessary.
· Provides leadership and oversight to ensure all actions are lawful, proportionate, and in the best interests of the individual.

Key objectives: 
· Implement clear, practical guidance for staff and volunteers.
· Support compliance with legal and moral safeguarding responsibilities.
· Foster a culture of vigilance, compassion, and professionalism.
[bookmark: _Toc224647028]Safeguarding Lead
· Oversees all safeguarding matters during the event.
· Acts as the main point of contact for lost/found child or vulnerable person incidents.
· Ensures all staff are briefed on safeguarding guidance and escalation routes.
· Liaises with police, social care, and other agencies as needed.
[bookmark: _Toc224647029]Event Controller
· Serves as the central hub for incident management, communications, and decision logging.
· Receives and coordinates all reports of lost or found persons.
· Maintains the incident log, tracks actions taken, and ensures information is relayed to the right people.
· Directs staff and resources for searches, welfare, and escalation.

[bookmark: _Toc224647030]Welfare Officer
· Ensure constant supervision by at least two authorised adults (ideally one female). 
· Provide reassurance and maintain a safe, comfortable space. 
· Log the incident and gather essential information. 
· Work with event control, security, and police if needed. 
· All actions should protect the individual and maintain transparency.
[bookmark: _Toc224647031]Welfare Point / Safe Place
· A designated safe and secure area where found children or vulnerable persons are taken for supervision and safeguarding.
· Always staffed by at least two briefed adults.
· Not co-located with First Aid to avoid confusion and ensure privacy.
· Serves as the location for reunification, identity verification, and handover to police or social care if needed
[bookmark: _Toc224647032]Definitions
· [bookmark: _Toc224647033]Lost Child / Vulnerable Person
A child or vulnerable adult is considered lost when their parent, guardian, carer, or responsible adult reports them missing and their whereabouts cannot be established. This includes situations where the individual has become separated from their group, is unaccounted for, or is believed to have left a designated area without supervision.

· [bookmark: _Toc224647034]Found Child / Vulnerable Person
A child or vulnerable adult is considered found when they present themselves to event staff, security, or a member of the public, or are brought to attention by someone else, and appear to be separated from their parent, guardian, carer, family, or group.
“Found” also applies if the individual is observed alone and appears unable to safely re-establish contact with their responsible adult without assistance.

· [bookmark: _Toc224647035]Missing Person (Police Definition)
According to the College of Policing APP (Authorised Professional Practice), a person is missing if their whereabouts cannot be established and the circumstances are out of character, or the context suggests the person may be subject to crime or at risk of harm to themselves or another.
For children and adults at risk, any period where their whereabouts are unknown is treated as a potential safeguarding concern.


· [bookmark: _Toc224647036]Children
Any child risk whose whereabouts are unknown shall be considered at risk of harm until their safety and wellbeing have been located, assessed, and formally confirmed. A child is any person under the age of 18 years
· [bookmark: _Toc224647037]High Risk Child or Vulnerable Adults 
Any child or vulnerable adult who, due to factors including (but not limited to) age, physical or mental illness, disability, learning difficulties, mental health needs, or other personal circumstances, may be:
· Unable to safeguard themselves from harm, abuse, neglect, or exploitation; and/or
· Unable to maintain or re‑establish contact with a parent, carer, or responsible adult without assistance.
· [bookmark: _Toc224647038]Wristbands
At some events a special child or vulnerable adults’ wristband is available for the parent/guardian to write their contact number(s) on, which can be used if they become separated. Because of potential problems with mobiles on site, it is helpful if both an on-site mobile and off-site landline are given.
[bookmark: _Toc224647039]Reunification
Reunification is the process of safely returning a lost or found child or vulnerable person to their verified parent, guardian, carer, or responsible adult. This must follow appropriate checks to confirm identity and ensure the individual’s safety.
Key Principles:
· Verification of identity is essential before releasing the individual.
· If a child or vulnerable person is reported lost, or if a found person cannot be promptly and safely reunited, Event Control must prepare to share all relevant information with the police.

[bookmark: _Toc224647040]Information to Share with Police (if required):
· Full physical description of the individual.
· Last known location and time.
· Known vulnerabilities (medical needs, communication difficulties, risk      factors). 
· Actions taken so far.
· Attempts made to contact parents/guardians




[bookmark: _Toc224647041]Communications
[bookmark: _Toc224647042]Internal Communications (Event Staff, Stewards, Control)
· Use secure, event-approved channels (encrypted radio, secure messaging apps) for all communications about lost/found children or vulnerable persons.
· Never use personal identifiers over open channels; instead, use descriptions (e.g., “Found child, approx. 7 years old, blue jacket, at north gate”) or code words.
· Ensure all staff are briefed on the protocol before the event, including confidentiality and correct use of code words.
[bookmark: _Toc224647043]Public Communications (Announcements, PA, Signage)
· Avoid PA announcements like “missing child” unless specifically advised by police or Event Control.
· If a public announcement is necessary (e.g., to reunite a child with a parent), only use the parent/carer’s name:
Example: “Could [Parent/Carer Name] please report to the Welfare Point?”
Do not mention the child’s name or reason for the call.
· Use clear signage for Welfare Points or Safe Places.

[bookmark: _Toc224647044]Communication with Parents, Guardians, or Carers
· Maintain calm, clear, and supportive communication when a missing person is reported.
· Assign a staff member to stay with the parent/carer and provide updates.
· Verify identity before releasing a found child/vulnerable person using knowledge-based questions or photo ID. If in doubt, contact police.

[bookmark: _Toc224647045]Documentation and Record-Keeping
· Record all communications with families in the incident log (time, content, actions taken).
· Retain records securely in line with data protection and safeguarding requirements.

[bookmark: _Toc224647046]Media and External Communications
· Do not share information about lost/found persons with media or the public.
· Direct all media enquiries to the designated event spokesperson or police.
· If police request a public appeal (e.g., social media), coordinate with them to ensure accuracy and safeguarding.



[bookmark: _Toc224647047]Decision Logging and Accountability
[bookmark: _Toc224647048]Purpose

To ensure accurate, real-time documentation of all actions and decisions related to lost or found persons, supporting safeguarding, legal compliance, and post-incident review.

[bookmark: _Toc224647049]Real-Time Logging
· Every action, decision, and communication concerning lost or found persons must be logged immediately.
Log Content
Each log entry must include: 
1. Time of key actions (e.g., when police were called, by whom, and what was reported)
2. Nature of the incident
3. Actions taken and information shared.
4. Incident/CAD numbers
5. Police advice or instructions received.
6. Outcomes
[bookmark: _Toc224647050]Police Communication
· Maintain continuous communication with the police until the incident is resolved and the individual is safely reunited or otherwise accounted for.

[bookmark: _Toc224647051]Accountability and Review
· Decision logs serve as a defensible record for: 
· Post-incident review and organisational learning
·  Safeguarding and legal compliance
[bookmark: _Toc224647052]Information Sharing
[bookmark: _Toc224647053]Guiding Principles:
Information sharing is essential for safeguarding children and vulnerable adults but must always be:  Necessary, proportionate, relevant, accurate, timely, and secure.
Legal framework: 
· Data Protection Act (UK GDPR)
· Children Act 1989/2004
· Care Act 2014
· Statutory guidance: 
· Department for Education – Information Sharing: Advice for Practitioners (2024)
· Working Together to Safeguard Children (2023)

[bookmark: _Toc224647054] Children (Under 18)
· Consent is not required if there is a safeguarding concern or risk of harm.
· Share only what is necessary to protect the child.
· Name, description, last known location, vulnerabilities, relevant circumstances.
· Event Control, police, social care, health professionals.
· Always record what was shared, with whom, when, and why (rationale).

[bookmark: _Toc224647055] Vulnerable Adults
· Under the Care Act 2014, information can be shared without consent if: 
· Risk of abuse or neglect.
· Public interest (e.g., prevent crime or serious harm).
· Where possible, seek consent unless doing so increases risk or is impracticable.
· Share only what is necessary and proportionate, and only with those who need to know.
· Record decision-making process and rationale for sharing without consent.
[bookmark: _Toc224647056] Seven Golden Rules
1. Data Protection Act is not a barrier to sharing for safeguarding.
2. Be open and honest about why, what, how, and with whom information will be shared (unless unsafe).
3. Seek advice if in doubt, without disclosing identity where possible.
4. Share with consent where appropriate, but do not let lack of consent prevent sharing if safeguarding risk exists.
5. Base decisions on safety and welfare of the individual.
6. Ensure information is necessary, proportionate, relevant, accurate, timely, and secure.
7. Keep a record of your decision and reasons.

[bookmark: _Toc224647057]Respecting Privacy and Data Protection
· Share personal information only with police or statutory agencies when necessary and proportionate for safeguarding or public interest.
· For adults, if a found person does not wish their location disclosed and there are no safeguarding concerns, respect their wishes unless overridden by law or public interest.
· Never share names or personal details over open radio or public address systems

[bookmark: _Toc224647058]After the Incident
[bookmark: _Toc224647059]Conduct a post-incident debrief to review: 
· What information was shared, with whom, and why.
· he effectiveness of communication and safeguarding actions.

[bookmark: _Toc224647060]Ensure all records are: 
· Accurate, complete, and securely stored in compliance with data protection and safeguarding requirements.
[bookmark: _Toc224647061]Post-Incident Review
[bookmark: _Toc224647062]Review the police interface process: 
· Identify any delays, communication gaps, or procedural weaknesses.
· Capture learning points for future improvement.

[bookmark: _Toc224647063]Confirm that all records are: 
· Securely stored in line with legal and organisational requirements.

[bookmark: _Toc224647064]Event-Specific Insert (EMP)
This section could be completed and recorded in an Event Management Plan to ensure tailored safeguarding measures. 
[bookmark: _Toc224647065]Site Details:
· Site Type:
Select: Open city centre / Enclosed venue / Parkland / Temporary event site.
· On-Site Police Presence:
Yes / No.
If No, escalation must be via 999 for high-risk cases.

[bookmark: _Toc224647066]Designated Welfare Point/ Safe Place:
· Designated Welfare Point / Safe Place: …………………………………………
Insert exact location and ensure clear signage.
· Not co-located with First Aid to maintain privacy and avoid confusion.
· Are Staffed by trained, DBS-checked personnel. Y/N . if not then record the reason.
· Is the Event, equipped with sign-in logs, water, and safeguarding resources. Y/N. if No then record the reason why.


[bookmark: _Toc224647067]Staffing Requirements:
· Designated Person:…………………………………………………
· Are Even Staff briefed on safeguarding and identity verification procedures. Y/N . if not then record the reason
[bookmark: _Toc224647068]Time Triggers for Escalation
[bookmark: _Toc224647069]Risk-led approach: 
· Without delay police notification for high-risk cases
· For lower-risk cases, notify police if not found within 20 minutes 

[bookmark: _Toc224647070]Communication Plan:
· Code Word for Lost Person: …………………………………………………
Insert agreed code word for internal radio use.
· PA Announcements:
· Only use parent/carer name (never child’s name).
· Avoid “missing child” announcements unless advised by police or Event Control.

[bookmark: _Toc224647071]Reference Guidance
· Review The Purple Guide for best practice in event safety and safeguarding.
[bookmark: _Toc224647072]Training & Assurance
[bookmark: _Toc224647073]Staff Training:
· Its best practice that all relevant staff must receive safeguarding training prior to the event.

[bookmark: _Toc224647074]Training should cover: 
· Lost and Found SOPs
· Safeguarding principles and legal responsibilities.
· Dynamic risk assessment and escalation procedures.
· Confidentiality and data protection requirements

[bookmark: _Toc224647075]Briefing:
· Conduct a mandatory pre-event briefing for all staff and volunteers.

Include: 
· Communication protocols (secure channels, code words).
· Importance of confidentiality and avoiding personal identifiers over open channels.
· Location of Welfare Points and roles of key personnel (Event Manager, Safeguarding Lead).
· Maintain a record who attended the briefing
[bookmark: _Toc224647076]Scenario- based Training:
· Use realistic scenarios to reinforce correct procedures.
[bookmark: _Toc224647077]Assurance and Compliance
· Maintain a training record for all staff.
· Conduct spot checks during the event to ensure agreed procedures are being followed.
· Include safeguarding compliance in post-event review















[bookmark: _Toc224647078]Annex: A
[bookmark: _Toc224647079]Found Child or Vulnerable Person
1. Initial Response
· When a child or vulnerable person is found (either presenting themselves or brought to staff), two staff members (ideally of mixed gender, where possible) should remain with the individual at the location where they were found.
· Reassure the individual, remain calm, and avoid asking unnecessary personal questions in public.
· Wait up to 5 minutes at the location to allow for self-reunification, as parents or carers may be searching nearby.
2. Notify Event Control/Event Manager/Safeguarding Lead
· Use secure radio or messaging to inform the designated person, providing a physical description and location (never use names or personal details over open channels).
· An Incident log needs to be started, tracking all actions and communications.
3. Escort to Designated Welfare Point/ Safe Place
· If the individual is not reunited within the on-scene window, escort them to the designated welfare point/ safe place (not co-located with First Aid).
· Ensure the Welfare Point is staffed by at least two briefed adults.
4. Sign-In and Supervision
· Complete the sign-in process, recording time, location, and staff involved.
· The individual must be supervised by two staff members at all times.
· Offer plain water only (to avoid allergy risks); do not provide food or other drinks unless medically necessary and approved.
5. Verification of Claimant Identity
When a parent, guardian, or carer arrives: 
· Conduct knowledge-based checks (e.g., date of birth, distinguishing features).
· Request photo ID if available (e.g., driving license).
· If no ID, use alternative verification (address details, known identifiers, corroboration from other adults).
· If No parent, guardian, or carer arrives after 30mins consider contacting the Police.
If there is any doubt about identity or checks cannot be completed, do not release the individual. Contact the police for guidance.
6. Record Keeping and Safeguarding
· Record time and details of reunification, including identity verification process and any safeguarding concerns.
· Note any referrals to external agencies (e.g., police, social care).
· Ensure all actions and decisions are logged for accountability and post-incident review.














[bookmark: _Toc224647080]Annex: B
[bookmark: _Toc224647081]Lost Child or Vulnerable Person
1. Initial Response
When a parent, guardian, or carer reports a child or vulnerable person missing: 
Assign a staff member to remain with the reporter and collect the following Information: 
· Detailed physical description.
· Last-seen time and location.
· Known vulnerabilities (medical needs, communication difficulties, risk factors).
· Recent photo (if available).
2. Notify Event Control & Initiate Search
Use secure radio or messaging to inform the designated person i.e. Event Control/Event Manager/Safeguarding Lead (no names over open channels).
· Designated Person: 
· Opens an incident log.
· Coordinates a zonal search, assigning staff to sweep key areas (toilets, play areas, exits, high-risk locations).
· Monitor all egress points and car parks to prevent the individual leaving unnoticed.
· Avoid public PA announcements unless specifically advised by police or Event Manager (to prevent panic or attracting unwanted attention).
3. Escalation to Police
Contact the Police without delay if the Child or Vulnerable Person is classed as high risk or If a high-risk individual was last seen near or had access to open water (pond, lake or river) the Fire Service should be contacted immediately for Water Search and Rescue assets.

Provide a clear, concise summary of incident, actions taken, and gathered information.

· For lower-risk cases: 
· If not found within 20 minutes, notify police with full handover of all information and actions taken.
· Provide a clear, concise summary of incident, actions taken, and gathered information.
· If no on-site police: 
· Escalate via 999, providing a clear summary of the situation and actions already taken.
If the child or vulnerable person is located prior to police arrival and there are no immediate safeguarding concerns, the police must be informed and can consider cancelling their response.
5. Handover and Ongoing Liaison
· When police arrive or take over: 
· Provide a full handover using the incident log and all gathered details.
· Event Team continue supporting the investigation (e.g., staff statements, CCTV).
6. When Found
· Escort the individual to the Welfare Point/Safe Place for supervision and safeguarding.
· Conduct safeguarding check with Child/VP if able to understand to ensure they are happy to be returned to the person reporting them LOST 
· Conduct knowledge-based checks (e.g., date of birth, distinguishing features) person reporting 
· Request photo ID if available (e.g., driving license).
· If no ID, use alternative verification (address details, known identifiers, corroboration from other adults).
If there is any doubt about identity or checks cannot be completed, do not release the individual. Contact the police for guidance.
7. Record Keeping and Safeguarding
· Record time and details of reunification, including identity verification process and any safeguarding concerns.
· Note any referrals to external agencies (e.g., police, social care).
· Ensure all actions and decisions are logged for accountability and post-incident review



[bookmark: _Toc224647082]Annex: C Process for LOST Child/Vulnerable PersonIf you are advised of a lost child / vulnerable person
keep the person making the report with you, we will need essential information from them.


Inform the Designated Person of the Lost Child / Vulnerable person, they will ask you for more information, provide as much information as possible about the person.


Designated Person

Upon notification of a lost child/ VP, gather essential information using the report form and start a log.
If classed as High Risk or near water. Contact the Police/ Fire immediately! 
If the child or vulnerable person is located prior to police arrival and there are no immediate safeguarding concerns, the police must be informed and can consider cancelling their response.

Stay with the person reporting the lost child / vulnerable person and take them to a secure location as directed by the designated person.
Discourage them from going off searching for the lost child / vulnerable person, assure them that the event staff are commencing a search and that they can be of more help providing essential information.
If they insist on searching, stay with them, 



		

	
Pass on all relevant information to Event Staff, DO NOT give out the child’s name over an open communication system!


Event Staff
If the child / vulnerable person is located notify the designated person ASAP.


Upon receiving report of a lost Child/VP. Event Staff should undertake a check of the area to locate the missing child/ vulnerable person. This search needs to be well organised to ensure all areas are checked.

Take reasonable measures to confirm the identity of the child and if it is appropriate to allow the child / vulnerable adult to leave with the parent / guardian.
If you have any doubts, you should not let the child / vulnerable person leave with the parent / guardian, instead take them to the welfare centre where further checks can be completed, and the Police to be contacted if required.


After you have searched your Area and the child/person is not located report this back to designed person ASAP

If the Child/VP is found take them to the Designated area of safety, and follow the procedure for Found Child/ VP

	


If after 20 minutes, the child / vulnerable person is not located, and not classed as High Risk. Contact the Police 


[bookmark: _Toc224647083]Annex: D Process for a FOUND Child / Vulnerable person
[bookmark: _Hlk218601322]If a child /vulnerable person presents to you, keep them with you and reassure them.


Inform the designated person of the found child /vulnerable person, they will ask you for more information, provide as much information as possible about the child /vulnerable person.


	
Designated Person
Where a child / vulnerable person is found and has been separated from their parent / carer a minimum of two staff will remain with the found child / vulnerable person at the location in which they are found for a period of 10 minutes to searching parents / carers to locate them.

Upon notification of a found child / vulnerable person – gather essential information using the report form. 



Pass on all relevant information to security & stewarding DO NOT give out the child’s name over an open communication system.


Once at the welfare point, reasonable measure should be completed to contact the parents / carers. If these prove to be unsuccessful, notify the police.
If after 5 minutes the parents / carers have not been located the found child / vulnerable person should be taken to the designated welfare point.

	Event Staff



Upon receiving a report of a found child / vulnerable person from the designated person, event staff should be on the alert for parents / carers searching for a lost child / vulnerable person. If located, they should be escorted to the designated welfare point.




	
If the parents / carers present themselves, take reasonable measures to confirm their identity and if it is appropriate to allow the child / vulnerable adult to leave with them.
 If you have any doubts, you should not let the child / vulnerable person leave with the parent / guardian, instead checks can be completed, and consider contacting the Police.






[bookmark: _Toc224647084]Annex: E Found Child/Vulnerable Person Form
	
	Field
	Details

	

Date and Time

	

	


Person completing the form including contact details.


	

	


Incident ID / Time found / Location found.


	

	


Finder (name/contact)


	

	


Description (sex, approx. age, clothing, distinguishing features)


	

	


Behavior/medical notes


	

	


Last seen (time) and by whom (if known)







	

	


Attempts to contact parent/guardian (times, outcomes)

	

	


Actions taken (on-scene wait; escort to Welfare Point/Safe Place)


	

	


Staff supervising (two names)


	

	


Outcome; reunification time; safeguarding concerns; referrals.

Parent/carer verification: knowledge-checks, corroborating details, photo ID if available, if uncertain contact police (time, Police Ref Number)




	

	


If Police attend, time of arrival and Collar Number of Officers. 



	






[bookmark: _Toc224647085]Annex: F Lost Person Report Form

	Field
	Details

	


Date and time.

	

	


Person completing the form including contact details.

	

	


Incident ID / Time reported / Reporting person details & relationship.

	

	


Young or Vulnerable Yes or No?
Is Yes. Contact Police immediately! 

	

	


Police notified? Time, by whom, incident/Police Refence Number

	

	


Vulnerabilities/medical needs; previous missing episodes


	

	



Missing person description, clothing; photo (if available)




	

	


Last seen precise location; time; who with


	

	


Device/phone? Tracking available?


	

	


Ring and Text the mobile phone number if they have one, list times this took place and recorded responses. I: e phone on or off. 

	

	


Search areas allocated; egress points monitored (times)


	

	


Outcome; reunification time; safeguarding concerns; referrals.

Parent/carer verification: knowledge-checks, corroborating details, photo ID if available, if uncertain contact police (time, Police Ref Number)


	

	


If Police attend, time of arrival and Collar number of officers. 
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