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Content:

This form enables the logging of a lost / missing child or a child that has been found.

Detail

Event name

Date

Note: Details for records only, not to be announced over the PA.

Part 1 — Lost / missing child

Personal information — child / young person

Name Age

Date of birth
Gender Hair colour
Ethnicity Eye colour

Clothing (colour
and pattern)

O Spectator
O oOther:

O  Participant

Any other relevant
information

Contact details — parent / carer

Name*

Contact number(s)

Address

Email

* as reported, or from player registration form if they’re a participant

Incident details

Time and place
child last seen

Time event staff
informed

Action(s) taken
and when

O Eventsecurity informed, at __ :

O Policeinformed,at ___:

O  Other (details and time)
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Part 2 — Found child

Personal information — child / young person

Name Age

Date of birth

Gender Hair colour
Ethnicity Eye colour
Clothing (colour O Spectator O  Participant
and pattern) O other:
Has the child any special = Check for medical tags
medical requirements?
Any other relevant information
Incident and collection details
Time found Location
Name of security / steward and head of security
dealing with the child
Time child handed over to lost-child unit
Details of adult | Name
handing the
child over Contact number
Role
Time that event control was informed Time child reunited
Any other
information
Details of Name
Ec?l:z::iﬁgizeilrd Relationship to child
Contact number(s)
Address
Signature x
Declaration
(] Parent’s / carer’s ID document(s) checked

Member of event staff handing
over child

Staff member’s signature
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Missing Child Process Flowchart:

Coach, friend or other person notices the absence of a A
young person

A 4

Staff present, in conjunction with any event staff make an
assessment of the situation. Immediate concern e.g., if
child seen getting into a car — contact police. Otherwise
conduct immediate search of appropriate area.

Do not send other young people to search.

Maximum of
20 minutes

|

Ensure event security is
informed

{V \4

Responsible adults take decision to call the Police in

conjunction with the onsite security if available. Parents to be
informed.

\4

Extend search to likely venues. If child is found call off the
search and inform all relevant parties.

'

Incident to be logged and reported to the Table Tennis

England Safeguarding Manager and feedback given to all
parties.
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Appendix

1 | Lost / missing child form

2 | Found child form

3 | Missing Child Process Flowchart

Training on this procedure is required for:
= All employees

Review:

The procedure is reviewed every two years or updated as and when necessary. The next review is: 4"
March 2023

Procedure Updates

Issue No. Description Date Action By

1 draft New procedure
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