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Deal Film, Food & Music Festival
Lost Persons Management Plan

	Document Overview 

	This document has been developed to provide a clear and comprehensive understanding of the appropriate actions to take if a person becomes lost. Its purpose is to guide individuals through the necessary steps, considerations, and procedures involved in responding effectively to such situations. By outlining practical advice and key principles, this document aims to promote safety, reduce confusion, and support informed decision-making during what can often be a stressful and uncertain experience.

This document has been created with the support and resources provided by Kent Police and Dover District Council. 

Useful Numbers: 
Event Operations Line: 0330 043 4782
Option 1 = Event Control / Event Manager
Option 2 = Security Services
Option 3 = Medical Services 
Option 4 = Complaints Line 

101 = Non-Emergency Police Line
111 = Non-Emergency Ambulance Services Line
999 = Emergency Services (Police, Ambulance, Fire & Rescue & RNLI Coastguard)



Guidance from Kent Police
All event staff will be fully briefed prior to the event and made aware of the following procedures and expectations. Security & Medical managers will both be provided with a copy of this document to brief and provide their departments with this information.
Accommodation
The designated central point to establish to manage lost or found children and vulnerable persons is at the medical treatment centre provided by Response 24 Medical Services. This location will not be explicitly advertised as a “lost persons” point but instead referred to in neutral terms such as “First Aid Tent.” 
Staffing
It is best practice for both of two staff members of the medical team to be present when caring for any found child. Both medical staff members hold enhanced DBSs on the updated service. At least one security personal should also be present for support.
General Care Guidelines
· Children must never be left in the sole care of one individual.
· No food or drink, other than plain water, should be given to children or vulnerable adults due to potential allergies.
· Any adult claiming a child must complete a lost persons incident report form including their name, address, and relationship to the child, and provide valid identification.
· If the child appears unsure or reluctant to leave with the individual, additional verification must be carried out before the child is released.
· The collecting individual must be a responsible and competent adult.
All staff responsible for supervising children are expected to:
· Respect a child’s wishes in the same way as an adult’s, avoiding any form of pressure or imposition.
· Always maintain professional behaviour, recognising that children view adults as role models. Language, conduct, and gestures must always be appropriate.
· Act to prevent any situation where a child may be exposed to risk or harm, whether from staff or members of the public.
· Remain calm, prompt, professional, and reassuring in all interactions.
Lost Vulnerable Adults
A lost vulnerable adult (for example, someone separated from family, friends, or a guardian) may either approach staff for assistance or be identified by staff.
In such cases:
· Staff should contact Control to check whether the individual’s party has already reported them missing.
· A brief, local search may be conducted with the individual to locate their group.
· If unsuccessful, the individual should be escorted to the designated lost persons area.
· Control will then take appropriate action, such as making phone calls or issuing a public announcement where suitable.
Found Child
If a child is found unaccompanied, this must be reported to event control immediately.
Recommended procedure:
· Escort the child to the designated lost persons point.
· Ensure two DBS-checked staff members are present to supervise and care for the child.
· Reassure the child and gather key information, including:
· Names of parents or guardians
· Contact numbers (if known)
· Where and when they were last together
· What they were doing at the time
· Description of parents/guardians (e.g., clothing)
· Any known plans or intended activities
· If the child is calm, further details such as home address or additional family contacts may be obtained.
· A public announcement may be made if appropriate; however, the child’s name must never be broadcast over PA systems or radios.
· Example: “Can Mrs Brown please attend the medical treatment point.”
· If necessary, a coordinated search may be initiated to locate the child’s guardians.
Missing Persons Procedure
When a person is reported missing, the following information must be obtained, recorded, and passed to Control:
· Name and age
· Gender
· Ethnicity
· Hair colour
· Height
· Whether they wear glasses
· Clothing description
· Length of time missing
· Circumstances of disappearance
· Last known location
· Mobile phone number (if applicable)
· Any disabilities or special needs
· Other vulnerabilities
· Distinguishing features
· Places they may go or people they may contact
· Interests or activities they enjoy
· Any required medication
Response Actions
· If the missing person is a child, this becomes an immediate priority.
· Parents or guardians, accompanied by a staff member, should remain at the last known location.
· Control will distribute relevant details to all staff via agreed communication methods.
· Security staff must begin searching their assigned areas.
· Perimeter staff should monitor exits and may prevent individuals matching the description from leaving if necessary.
Additional measures to consider:
· Temporarily closing event exits until a thorough search is completed
· Preventing vehicles from leaving without checks
· Implementing a grid-based search plan as agreed during staff briefings
Resolution
· Once the missing person is located, they must be safely reunited with their parent(s) or guardian(s), and all relevant details recorded.
· Control will inform all staff, who can then resume normal duties.
Police Involvement
Kent Police should be contacted:
· After 20–30 minutes of a person being reported missing in all cases
· Immediately, if the individual is considered vulnerable
Police must be contacted immediately if:
· Any allegations have been made
· There are concerns for the individual’s welfare
· The found person is reluctant or unwilling to leave with the collecting adult
· The missing person is considered vulnerable in any way
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This form must be completed by the individual assuming responsibility for managing the missing person incident. Once the incident has been resolved, the form MUST be submitted to the Event Control Officer.

This is a duplicate form. The top copy is to be handed to the Event Control Officer, while the bottom copy should be passed to the next appropriate responsible party, such as the police, ambulance service, or the missing person’s parent/guardian.

	Reporters Information
	
	
	

	Reporter Staff ID
	
	Reporter Role/Skill Set
	

	Incident Information
	
	
	

	Date of Report
	
	Time of Report
	

	Event Name
	
	Location of Report
	

	Full Incident Address
	
	
	

	
	
	
	Post Code

	Time of Missing 
	
	Length of Time Missing
	

	Circumstances 
	
	Last Known Location
	

	Who are they here with?
	
	
	

	Missing Persons Details
	(If known)
	
	

	First Name
	
	Surname 
	

	Date of Birth
	
	Current Age
	

	Gender
	
	Ethnicity 
	

	Hair Colour
	
	Height
	

	Wearing Glasses?
	
	Injured?
	

	Persons Phone Number
	
	Disabilities/Special Needs?
	

	Other Vulnerabilities
	
	Distinguishing Features
	

	Medical History
	
	Allergies If Known
	

	Persons Home Address
	
	
	

	
	
	
	Post Code

	Emergency Contact
	(If Known)
	
	

	First Name
	
	Surname 
	

	Phone Number
	
	
	

	Persons Home Address
	
	
	

	
	
	
	Post Code

	Clothing Description
	
	
	

	T-Shirt/Jumper Brand
	
	T-shirt/Jumper Colour
	

	Trousers/Shorts Brand
	
	Trousers/Shorts Colour
	

	Shoe Type/Brand
	
	Shoe Colour
	

	Shoe Size
	
	Any Additional Information
	

	
	
	
	

	Police Called?
	
	Ambulance Called? 
	

	Safeguarding Complete? 
	
	Total Missing Time 
	

	Reunited with Carer Givers? 
	
	
	

	Description of Incident 
& Outcome Result
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