
1. Get as many details as you can from the child i.e. their name, name of their parent/
guardian/carers. Phone number and address (if possible). If you do get a phone number 
try contacting the person, and follow procedures 2 – 9

2. Do not announce child’s name over the microphone

3. Give a brief description of child and what they are wearing

4. When parent/carer comes to claim child, ask child if they know this person

5. Ask to see claimant’s identification. Driver’s license with a photograph is preferable

6. Record name, address and phone number

7. If in doubt, inform the person that you cannot release the child into their care without 
police assistance and contact police immediately

8. Ensure that you have another ground person with you as a witness at all times

9. If a child is not claimed, notify police and let them deal with the situation from there on

10. In the case of a child being reported missing, a full description of the child is to be taken

11. The event coordinator will allocate search areas to ground staff and security

12. If the child has not been located at the end of this search, the police are to be notified

13. In the case that witnesses have reported suspicious circumstances the police are to be 
notified immediately.
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Lost/Found Procedure ChildrenEvent Budget
Category Projected Subtotal
Venue
Location hire
Equipment hire -Additional Tables / Chairs
AV Equipment
AV Staff
Venue Tech Support
Security
Additional toilets
Décor
Lighting
Additional Signage
Additional Decorative Items
Food/Beverage  
Food
Beverage
Catering Staff
Bar staff
Coffee Van
Food / Beverage Trucks
Event Programming
Speakers
Performers
Interpreters / Auslan Interpreters
Music / DJ
Entertainment
Event Documentation
Photographer
Videographer
Public Relations
Announcements
Graphics
Press Releases
Marketing
Banners
Video Production
Photography
Printing - flyers
Email
Signage
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Subtotal  $
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Social Media
Twitter
Facebook
Pinterest
Instagram
Google+
LinkedIn
Snapchat
Advertising
Online
Print
Outdoor - Community Signs
Radio
Television
Sponsors
Communication
Complimentary Passes / Tickets
Thank You Gifts
Logistics
Insurance
Permits
First Aid
Other
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