Code Adam Procedure
 If a Parent/Guardian approaches a staff member and reports a child missing, follow these steps:

-Advise Parent/Guardian that we are a “Code Adam” facility- which means “We have a procedure in place to help assist with situations such as this.”
-Take the parent to Volunteer Central. Have someone with communication stay with the parents. 
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Have someone make a “Code Adam” announcement over PA or radio –See below
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-All church entrances and exits should be monitored by designated volunteers. Check for kids matching the description of the child.  

-Deputy in kid’s church should notify traffic deputies to stop all traffic leaving and coming into the church. Vehicles can be checked for occupants (including trunk) and if no child matching the description is found the vehicle can be permitted to leave. 
-Notify maintenance personnel, so that any locked doors that need to be checked can be unlocked and checked. 

-All church volunteers should then go to designated areas to search for the child.


-Searching all areas that may or may not be big enough to hold a child.


-If a volunteer is not sure if a area has been searched by someone else they


should search it themselves. “When in doubt, there is no doubt- check it yourself”

-Have outside greeters and parking lot personnel check the parking lot and all outside areas.  
-If the child is not found within 10 minutes have the Deputy notify dispatch for more assistance. Ask deputy to notify supervisor to check the status of the helicopter for assistance. 

-If the child is found and appears to have been lost and unharmed, reunite the child with the searching family member.
-If a child is found that matches the description of the child with an adult. If possible ask the child his/her name and if the adult they are with is their parent or guardian. 

-If the child is found accompanied by someone other than a parent or legal guardian, make reasonable efforts to delay their departure without putting the child, staff, or visitors at risk. Immediately notify law enforcement and give details about the person accompanying the child.
-Cancel the Code Adam page after the child is found.
Ask the following:


What is the child’s name? ______________________________


Did you check the child out of kids church? ________________


Do you have a picture of the child? _______________________


What is your relationship to the child? ____________________


How long ago did you last see the child? __________________


Where was the last place you saw the child? ________________


Did you check the area where the child was last seen? YES / NO


Get a detailed description of the child


i. Name ___________________________   Age ____________


ii. Hair color __________________   Eye Color  ____________


iii. Approximate weight _________   Height _______________


iv. What is child wearing (remember to ask shoe color and style)


___________________________________________________�___________________________________________________


___________________________________________________


___________________________________________________�___________________________________________________














“Attention, may I have your attention please. Church staff please initiate Code Adam – I repeat Code Adam; we have a lost child named ______________________, age ______, 


with _________ hair and _________ eyes, weighs approximately _________ pounds and 


________ feet tall, last seen wearing __________________________________________


________________________________________________________________________


________________________________________________________________________


(if on PA) Church Members, We would ask that you stay in the area where you are and check your immediate area for the child. “











