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[bookmark: _Toc63109804]MISSING CHILDREN PRACTICE GUIDANCE
Safeguarding and promoting the welfare of children is a key duty on local authorities. Children running away and going missing from home or care is a safeguarding issue.


[bookmark: _Toc63109805]Missing and absent – What is the difference?
A child or young person is defined as ‘Missing’ if they are away from their home or placement, their whereabouts is unknown or cannot be established and the behaviour is out of character, and/or the circumstances of the child's disappearance or the child's vulnerability means that there is cause to be concerned for their welfare or safety. 

‘Absent’ is defined by the police as meaning ‘A person not at a place where they are expected or required to be (and there is no apparent risk)’. 
[bookmark: _Toc63109806]Roles and responsibilities 
All those involved in the child’s life have a responsibility to ensure the missing child is located and safe from harm. However, specific agencies will have specific roles to fulfil when a child goes missing.
The role of the Police
· The Police prioritise all incidents of children categorised as ‘missing’ from home or care as medium or high risk. 
· Where a child is categorised as ‘absent’, the details will be recorded by the police who also agree review times and any ongoing actions with the child’s family, carer or responsible local authority. 
· Police and other professionals including local authority and third sector staff (known to the child) will work together to share information and locate / communicate with the child.

The role of the Team Manager in Social Care
· The Team Manager must at the point of a child being identified as ‘missing’ consider the risks and set clear time bound actions which should be recorded as a management oversight on the child’s LCS record.  This must be monitored until the child is found.

The role of the Social Worker
· To record on LCS details of the missing episode; details of missing episode ceasing; and the return interview information on LCS (see appendix 1 for flow chart).
· Analyse the information to support understanding of missing episode, drivers and how impact on the child’s care planning. This focuses on making sure that a Return Home Interview is not the end of a process but the start of learning about push/pull factors and how to mitigate these.
· Where required, the social worker must ensure a strategy meeting is convened.

The role of IRO 

· As the corporate parent of children looked after the role of the IRO is to ensure that the care plan for the child fully reflects the child’s needs and to ensure that each child’s wishes, and feelings are given full and due consideration. When a child goes missing, there is an expectation that the IRO is informed and are actively involved in locating, planning for return and reducing the risk.  

Alert to HOS and Need to Know
· The social worker and their line manager will need to determine when a Need to Know[footnoteRef:1] notification needs to be completed and sent to Head of Service.  [1:  ] 


[bookmark: _Toc63109807]Missing Child Strategy Meeting 
Where a child is missing, i.e. whereabouts unknown, the first strategy meeting or discussion should be convened within the first working day of the child's going missing if possible, and a strategy meeting should be held at the latest within 3 days. 
If the child returns prior to the meeting, the meeting can be cancelled, however where there are repeat concerns or a high risk to the child, it is recommended that a professionals meeting is still held. 
The decision to convene the strategy meeting (or not to where there may be a defensible and legitimate reason not to do so) and a record of the meeting itself must always be recorded on the child’s electronic LCS record. 
The aim of a strategy meeting is to share information to determine risk and to agree which actions are going to be taken, when they will be taken and who will undertake them. 
Strategy meetings should consider (but are not limited to):
· Consideration of a hypothesis as to what the circumstances and motivation for the missing episode is.
· Making further attempts to contact the child/young person’s known relatives, friends, regular places of visit etc. 
· Discussion and agreement of monitoring social media accounts. 
· Planning the communication with relatives and friends regarding the concerns and the expectation that the relatives/friends will inform professionals should they obtain any relevant information. 
· The use of mobile and social networking technology to engage the child/young person and / or ascertain their whereabouts. 
· Updating the Missing Profile form (Appendix 2). 
· Communication with other local authorities and local agencies with the information about the missing child/young person. This should include youth offending services, contextual safeguarding leads, and other social care/community safety departments. 
· Partner agencies should share and receive information with each other based on what they need to know in order to take action to safeguard and promote the welfare of the child. 
· Seeking a Recovery Order.
· Notifying national authorities and agencies, such as Department for Work and Pensions and Child Benefit agencies. 
· Appropriate legal interventions if there is any suspicion that the child may have been removed from UK jurisdiction.
· Contact with British Transport Police to identify if a child has been travelling using public transport. 
· A plan for when the child is located.
· If the child remains missing a review strategy meeting should be held at least weekly until the child’s return. 
· A record of the meeting must be circulated to all attending and must be held securely within each agency. 
[bookmark: _Toc63109808]Media alerts
· It is often necessary to consider use of publicity when trying to locate a missing child. However, this needs to be agreed via a strategy meeting where risks in publishing a media alert are explored carefully and any identified risks are mitigated against. It is well known, that a media alert can support to get a child back home but can also put the child at further risk of harm (in particular, for those children who are exploited). 
· The Council’s press office and the police’s Missing Person Unit will also need to be consulted. 
· A media alert will require the appropriate agreement of a Head of Service and Service Director. 
· The child’s parents must be informed prior to a press release being made and consent should be received from them and/or those with parental responsibility. 
· Legal Services should also be consulted where appropriate.  
· Social workers should be aware that it is an offence for a person to publish material which is intended to or is likely to identify a child as being involved in court proceedings under the Children Act 1989. However, the court can give leave for this restriction to be waived if the child/young person’s welfare requires it.
· Where there is a care order/interim care order in place consent for media publicity must be gained in writing from the Director of Children’s Social Care. Good practice would also require Parent’s consent where possible, however this should not delay the media alert if determined it is necessary. 
[bookmark: _Toc63109809]What is a Missing Profile?
The Missing Profile (Appendix 2) provides key information to agencies including the police, which may support in locating the child. In addition, it can provide information within it to support risk management planning.  
[bookmark: _Hlk63150252][bookmark: _Hlk59438916]The Missing Profile is to be completed by the allocated worker for every Buckinghamshire child who has gone missing/absent from placement/home. In most cases where the child is open to the Missing & Exploitation Hub they will lead on completing this.
· The worker will give this Missing Profile to the Police (including police outside of the local area if a child has links to other policing areas) when a child is reported as missing/absent. 
· Once completed, a copy of the Missing Profile should be retained by the referring organisation. Children’s Services will upload their retained packs to Content Server within LCS. 
· Missing Profiles are amended regularly with any new information around places and people. 
· This Missing Profile can be completed proactively for a child where there is a hypothesis that they may go missing, to support forward planning.
· If a child is missing and returns in a shorter space of time (for example, they return within a 4-hour window) the allocated worker should discuss with their manager the appropriateness of initiating the Missing Profile. 
· This should be used in conjunction with Return Home Interviews and to support information being shared at strategy meetings. 

Factors to discuss with manager to determine whether this form should be used can include, but are not limited to:
· Previous short but repeated missing episodes.
· Concerns, recent or historical, from parents or carers regarding associates, change in behaviour etc.
· Recent offending behaviour. 
· Absences from school.
· Stayed overnight/for a period of time at a family members/friend’s house. 
· Concerns child is at risk of exploitation.

[bookmark: _Toc63109810]Buckinghamshire children placed in and outside of the county. 
Children missing from their placement in Buckinghamshire:
· Children will be reported to the Multi-Agency Safeguarding Hub by Thames Valley Police via the missing and found reports.  
· The MASH will then record the details on LCS which alerts the responsible team for the child. 
· The responsible team will liaise with the Police and, in the case of looked after children, the foster carer or placement provider and parents as necessary until the child is found. 

When a child goes missing from home in Buckinghamshire
· When a child is not open to Children’s Social Care the history of the child and circumstances will be reviewed by a manager within the MASH and a decision made on whether this is for information only or if threshold for an assessment is met.

Buckinghamshire child placed outside of County (i.e. home Local Authority)  
· [bookmark: _Hlk59022788]The carers/placement or the local Police (in which the child is placed) will often be the ones to alert the allocated Social Worker who in turn will need to record the missing episode, details of missing episode ceasing and return interview on LCS.  

[bookmark: _Toc63109811]A child from another local authority placed in Buckinghamshire: 
· If a child from another local authority is placed in Buckinghamshire, Thames Valley Police will alert MASH or Out of Hours Emergency Social Work Team in each case. 
· The relevant local authority will be notified and liaised with.

[bookmark: _Toc63109812]Return home interviews 
Return home interviews should be carried out independently and be analysed to understand triggers for children going missing.
· Barnardo’s have a contract with Buckinghamshire Council to undertake return interviews and to report any concerns arising from those interviews to the Missing and Exploitation Hub alongside the allocated Social Worker and/or Team.  
· For children placed outside of a 20-mile radius of Buckinghamshire the Missing Persons Co-ordinator will identify a suitable agency in that area to undertake the return interview.  
· The allocated social worker must analyse the Return Home Interview information to support understanding triggers for missing episodes and must incorporate this into future planning. (Appendix 3-Return Home Interview form). This should take place within 72 hours of the child being returned. 
· Barnardo’s won’t routinely complete Return Home Interviews for children from a placing Authority outside of Buckinghamshire unless they have been commissioned by that placing Authority.

[bookmark: _Toc63109813]Planning for the return 
Where a child goes missing from their care placement or home, planning needs to start for their return before they are located. In addition:
· If the child is located but the professionals involved are unable to establish meaningful contact with the child, perhaps because they are under duress or being harboured, then Children’s Social Care will consider whether a crime should be recorded and/or an application for a recovery order is required.
· Children’s Social Care will consider whether the child should be returned to their placement/home. 
· If the child is looked after, an early Looked After Child Review may be convened to address issues for the child and placement. 

[bookmark: _Toc63109814]Links to Missing and Exploitation Hub 
There is a need to ensure that individual children who go missing are seen in the context of the wider community and there is consideration given to contextual safeguarding. The Missing and Exploitation Hub will support individual social workers to understand contextual risks that may be present which would impact the ability to locate the child. 
· All children who go missing 3 times or more within 90 days will need to have a consultation considered with the Missing & Exploitation Hub. The Contextual Safeguarding Lead will reach out to the Social Worker to request this.
· Where there is no allocated social worker, the Missing Coordinator will raise the child in the Missing and Exploitation Hub Touchdown Meeting. 

[bookmark: _Toc63109815]What does good look like?
Children who go missing / absent can be at risk of significant harm, and it is the duty of all professionals involved to ensure efforts are made to understand the reason for the missing / absence and plans are made alongside the child and / family to support them to stay safe. 
Each missing episode is not the same and for each child it can vary in length, geographical location, means of transportation and reason for missing. Often, there is not one sole reason a child goes missing and professionals should hold multiple hypothesis based on evidence available and the information provided by the child themselves as to what the triggers are which cause them to go missing. 
Multi-agency planning is crucial in trying to locate a child but is also essential when trying to manage the risk and vulnerabilities a child may present when they do go missing.
Missing episodes in children can be considered in 4 phases:
· Methods being used to locate the child whilst managing risk and vulnerabilities. 
· Planning for their return, immediate and longer-term.
· Planning for what should happen should they go missing again.
· Understanding / intelligence gathering on reasons for missing episode.

Most crucially – is ensuring a relationship-based approach is adopted to develop a trusting environment so the child feels able to share information about their missing episode which will support professionals in keeping them safe. 
Think about the following when dealing with a child who has gone missing:
· Who knows this child well?
· How can they support to locate the child? 
· Are they someone who the child doesn’t see as a “threat” / worry”? (This may be someone in a non-statutory role and / or an extended family member or friend).  
· What happened before they went missing? Did they get a phone call? Did someone pick them up in a car? Were they behaving differently? 
· What are the contextual risks faced by the child?
· What geographical location are they linked to? 
· What have their previous missing episodes (if any) told us? 
· Who will be the first person to speak to the child should they be located and how can we ensure that person is available to the child?
· What strengths / hobbies / interest does the child have that may be built upon?
· What disruption activity can take place from other professionals – such as Child Abduction Warning Notices? 
· How can we try and prevent the child from going missing again? 
· What additional support / activity can be put in place when the child does return? 
· If the child is likely to go missing again, what will be the immediate actions that will happen? 
· How are we liaising with other geographical areas the child may have links to? Not just police but other local authorities? How will they know if our child is in their area?  
· What do we know about their social media usage? 

Use and analyse the information you already have in the Initial Notification Pack in conjunction with the Return Home Interviews – this will assist in understanding patterns, themes and any other significant information which may support keeping the child safe. 


[bookmark: _Toc63109816]Appendix 1 – How to record missing / found on LCS 


[bookmark: _Toc63109817]Appendix 2 - Missing Profile 
Missing profile
Guidance
This document should be completed in response to concerns that a child/young person will go missing. It is a document that should be regularly reviewed and updated following any missing episode. Its purpose is to have all information in one place which can be shared with partner agencies and Police forces.
Ensure that the Missing Profile is saved to the child/young person file on LCS and a case note captures when this is created and after each update.
If you anticipate that a child/young person will go missing out of hours, inform the Emergency Social Work Team that this Missing Profile has been completed and where it can be found on the LCS record. eswt@buckinghamshire.gov.uk
Don’t forget to use this profile in conjunction with Return Home Interviews to gain greater understanding of your child’s missing episodes / patterns / triggers / risks and vulnerabilities.
The completed profile should be emailed to the Missing Team in Thames Valley Police for them to include any additional information: MissingBucksandMK@thamesvalley.police.uk
	Name:
	
	Date of birth: 

	Gender:
	
	Height & build: 

	Eye colour, hair colour, glasses, tattoos, piercings distinctive marks:
	
	Ethnic Origin / Ethnic Appearance:

	Mobile number(s):

	
	Home address:

	Social network information: (e.g. Facebook, Twitter, snapchat names / identifiers)
	
	Email address:

	Passport number/travel ID:
	
	Bank account details:

	Address missing from:
	
	Education/school:

	Home County; 

	
	Legal status:

	Social Worker details:
	Name:
Tel No:
Email:

	Out of Hours/Emergency Duty Team: 
Tel No:
Email:

	Details of other professionals involved:

	



Childs Photo
	












	Provide approximate date taken
	




Is there a known trigger to missing episodes?
	






Chronology of previous missing episodes
When capturing ‘key information’ consider:
· People located with
· Any offences committed/arrests made
· Exploitation concerns
· Substance misuse concerns
· Health/mental health concerns

	Date & time missing
	Date & time returned
	Where located?
	Key information (include who found with, any bail conditions etc.)
	Arrested?
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Family details:
Include: Name, DOB, Address, Telephone numbers and email addressesMother:


Father:


Siblings:


Aunts/Uncles/Grandparents (where close relationships):


Friend details:
Include: Name, DOB, Address, Telephone numbers and email addressesBoyfriend/girlfriend:


Friend 1:


Friend 2:


Friend 3:


Friend 4:


Other known associates:


Any links to any known groups?





Location details:
Identify specific locations/areas of concern where they are known to spend time in/at

Risk Assessment
Please note some information in the following risk assessment may not apply to missing child or young person, therefore please state ‘not applicable’ or ‘not known’.
When adding details please include last date that this was identified as a concern and specific information.
	Medical condition, psychological disorder or illness:
(e.g. epilepsy, diabetes, bi-polar)

	
	Medication taken:

How often:

When next due:

Effects of not taking medication:

	Self-harm/suicidal ideation
	

	Known drug or alcohol user:
	

	Risk of Sexual Exploitation:
	

	Risk of Criminal Exploitation;
	

	Recent behaviour changes:
	

	Money issues: (e.g. drugs debt)
	

	School or college issues:
	

	Home issues:

	

	Ongoing victim of bullying or harassment:
	

	Previously exposed to harm whilst missing:
	

	Suspicion of abduction/murder:
	

	Any other risk factors:

	



Response required when child/young person is located:
	







Definitions
Based on the DfE ‘Statutory guidance on children who run away or go missing from home or care’ (2014) the definitions which should be used are set out as follows:
· Child: anyone who has not yet reached their 18th birthday. ‘Children’ and ‘young people’ are used throughout this guidance to refer to anyone under the age of 18.

· Young runaway: a child who has run away from their home or care placement or feels they have been forced or lured to leave.

· Missing child: a child reported as missing to the police by their family or carers.

· Looked after child: a child who is looked after by a local authority by reason of a care order or being accommodated under section 20 of the Children Act 1989. 

· Responsible local authority: the local authority that is responsible for a looked after child’s care and care planning. 

· Host local authority: the local authority in which a looked after child is placed when placed out of the responsible local authority’s area.

· Missing from care: a looked after child who is not at their placement or the place they are expected to be (e.g., school) and their whereabouts is not known.

· Care leaver: an eligible, relevant or former relevant child as defined by the Children Act 1989.  Care leavers cover young people from ages 16-24

· Away from placement without authorisation: a looked after child whose whereabouts is known but who is not at their placement or place where they are expected to be, and the carer has concerns or the incident has been notified to the local authority or the police.
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[bookmark: _Toc63109818]Appendix 3 – Return Home Interview Form
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Description automatically generated]       RETURN HOME INTERVIEW FORM

We are Barnardo’s Missing Children Support Service and offer all Buckinghamshire young people aged 10-17 years old, who are reported missing, an independent visit following the Police Safe and Well Checks. 

The information you give during this discussion will be shared with Thames Valley Police and also with Buckinghamshire Social Care, as they have a duty to offer you this Return Home Interview, via Barnardo’s or another independent agency.

The questions you will be asked will be quite direct and can be personal, so please say if you need a break at any time.

	INFORMATION COPIED FROM MISSING REPORT

	REFERENCE NUMBER: Click or tap here to enter text. 

	Date & Time CYP last seen:  Click here to enter a date.
	Date & Time CYP found:  Click here to enter a date.

	Reason for Disappearance (copied from Missing Report)
	Click here to enter text.
	Return Remarks (copied from Missing Report)
	Click here to enter text.


	BARNARDOS RETURN INTERVIEW 

	Missing from: HOME ☐ SCHOOL ☐ CARE ☐ OTHER ☐
	Social Care Status:  Choose an item.

	Location of Return Interview:  Click here to enter text.
	Date & Time of RI:   Click here to enter a date.

	[bookmark: Persons_present]Worker conducting RI & their role:
	Choose an item.

	Other person/s present (excluding interviewee):
	Click here to enter text.
	Young person’s details: 

	Name:
	                             	D.O.B.: 
	Click here to enter text.
	☐ Male
☐ Female
☐ Prefer not to Say/Other 

	Phone:
	Click here to enter text.	Age:
	Choose an item.
	

	Level of engagement: 
Standard ☐	Low☐	 Video App/Phone☐   Adjusted (in relation to SEN and/or other specific needs)☐



	FOR INTERNAL BARNARDO’S USE ONLY

	Please ask the CYP the following Questions: Do NOT take information from the Police Report

	New Referral?
	Choose an item. Only complete the following fields for a NEW referral or CHANGE in status

	Ethnicity: 
	Choose an item.
	Carer Status: 
	Choose an item.
	Disability: 
	Choose an item.
	Parenting status:
	Choose an item.



	Contextual Safeguarding/Contact log
This box should be used to record any relevant or contextual safeguarding concerns that should be considered when working with this CYP. This is also an opportunity to make a note of the best ways of working with the CYP. Include Contact log if RI completed outside of 72 hours.

	




	PART ONE - RETURN INTERVIEW RECORD 

	Do you think you should have been reported missing in the first place? Record any comments

	Understanding
	Choose an item.


	Why do you think you were reported missing? 

	Understanding
	

	What happened to make you go missing? (Was it planned, were you bored, did something happen, or you needed to get away?)

	Push/Pull Factors
	

	What happened whilst you were missing? What did you do, was there any trouble? Who were you with or did you meet anyone – would I think they are risky? Why would I think they are risky? Did anything random or weird happen? Explore all names mentioned, i.e. how do they know them, how long have they known them, their age, nature of relationship, surname where possible and record all responses from young person.

	Summary of Missing Episode

	

	Were you given any gifts or money (including alcohol or Drugs)?

	Being
Safe
	

	Did you have any form of sexual contact whilst missing? 

	Being
Safe
	

	ONLY COMPLETE THIS SECTION IF ASSESSED TO BE APPROPRIATE (BASED ON AGE, NEED ETC.)
Sexual health Intervention. If no sexual health intervention appropriate record why. If appropriate, record what support was accepted/rejected e.g. C-Card sign up, Condoms issued and Chlamydia text completed/declined.

	Sexual Health 

	


	How did you feel about returning after you were reported missing? 
(E.g. when you returned to home/school, etc.?  Safe, scared, happy, anxious? How did you get home?)

	Being
Safe
	

	Discuss relevant keep safe strategies and detail below 

	Staying Safe


	What negative things could happen when you are missing and what might help you keep safe? e.g. Staying with a trusted friend, taking your phone, taking a portable charger, communicating with the police Explore concerns CYP identifies and offer suggestions for safer practice as appropriate. List strategies discussed

	
	

	Online safety
	Separately from missing, what negative things could you experience when you are online and what might help you keep safe? e.g. not share personal information, don’t make photos public, don’t meet up with internet friend on your own. 
Explore concerns CYP identifies and offer suggestions for safer practice as appropriate. List strategies discussed

	
	

	Would you like to tell me how you are feeling? 
Professionals to expand on mental health support. Use following scale if deemed an aid to facilitation: 
Not good  1☐ 2 ☐ 3 ☐ 4 ☐ 5 ☐ Very good

	Mental Health
	

	
	Is there anyone you can speak to (or someone I can speak to for you)?

	
	

	Is there any other support you feel you need, that we can help you with? e.g. Someone to talk to, support at home or at school. Are you worried about how much you drink, or any drug taking? Is there anything else you would like to ask me or tell me about when you were reported missing?

	Support 
for you
	

	What do you think is the likelihood of you going missing again? 

		Never 1☐ 2☐ 3☐ 4 ☐ 5☐ Today 

	Why? 

	

	What needs to happen to stop you going missing again?

	

	Is there anything else you would like to ask or talk about relating to when you were reported missing?

	




	PART TWO - WORKER SUMMARY 

	Push /Pull factors identified

	To see friends or family 
	☐	Problems at school
	☐
	To make contact with friends or family
	☐	Peer pressure from peers in placement
	☐
	Problems with peers in placement
	☐	Peer pressure (outside of placement if LAC)
	☐
	Problems with parent or carer/staff
	☐	Social network
	☐
	Other 
	
	☐
	If Other, please specify: Click here to enter text.

	Consider: Reflections and analysis. How did the young person present? Are the push/pull factors significant/likely to remain? Include actions taken and communication with professionals, etc. following RI.
Ensure you have explored and included any information given around names mentioned, also ensure you record if they did not expand further when asked.

	



	PART THREE – EDUCATION, INTEL & SAFEGUARDING 

	School/ Employment

	CYP’s education/employment status: 
	Choose an item.

	Name of educational provider or employer: 
	

	Any concerns regarding the CYP’s experience at school? (e.g. inclusion needs, risk or incidence of exclusions or repeat periods in isolation rooms/booths?):

	

	Any concerns regarding truancy/attendance?  

	

	Intel

	Who did they have contact with? (Name, Age, Gender, Contact method and how known to each other?)

	

	Where did they go?
	How did they get there?
	Details of any Vehicles involved

	
	
	


	Safeguarding: Do you think this young person may be at risk of,
 or involved, in any of the following (please include all known information and source):

	No known safeguarding concerns☐
	Alcohol/Substance Misuse 	☐
	Criminal or alleged criminal involvement	☐

	CYP showing signs of trauma	☐
	At risk of Sexual/Criminal exploitation	☐
	Coerced into criminal behaviour	☐

	Repeat missing episode	☐
	Domestic abuse / Partner abuse	☐
	Child abuse: physical / sexual / emotional / neglect	☐

	Bullying	☐
	Victim or witness of crime	☐
	 Contact with a person posing risk to child/children	
adult ☐  peer ☐

	Trafficking	☐
	Gang association	☐
	

	Missing for over 24 hours	☐
	Harmed or injured whilst missing	☐
	Other	☐
 Click here to enter text.

	Mental Health/Developmental needs	☐
	Previous/current suicidal ideation	☐
	

	Please summarise why you have ticked any of the above boxes (other than ‘no known’ concerns). 

	



	PART FOUR – REFERRALS

	Either complete Section A or B

	SECTION A – NO REFERRAL

	☐	Unwilling/no need to engage in support services

	Details: 

	

	SECTION B- REFERRAL MADE/ ALREADY ENGAGING

	Details of signposting/referrals
	Sign Posting /referrals
	Currently engaging
	Engaged
historically

	Safeguarding / Social Care Teams (incl. MARF, Family Res, Assessment, etc.)
	☐	☐	☐
	Exploitation Hub/ MACE
	☐	☐	☐
	Bucks Family Support Service/Youth Service
	☐	☐	☐
	Health Services (including sexual health)
	☐	☐	☐
	Counselling (e.g. School Counsellor/Time to talk/Kooth etc.)
	☐	☐	☐
	Substance Misuse services / Switch Bucks
	☐	☐	☐
	YOS
	☐	☐	☐
	Education Services / Adviza
	☐	☐	☐
	CAMHS
	☐	☐	☐
	Domestic Abuse Services
	☐	☐	☐
	Safe Project 
	☐	☐	☐
	Care Home
	☐	☐	☐
	Other (please detail below)
	☐	☐	☐
	Details (i.e. referral date / assigned (or ex) worker’s name and organisation): 
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Course Overview


This guide has been specifically designed for Social Care staff within the Children & Young People Service who are required to record and update when a Child/Young Person is Missing.

By the end of this course you will be able to:

· Initiate a Missing Person Record


· Fill out the Missing Person Record 


· Notify Users of the Missing Person


· Add a sibling into the Missing Person Record


· Create the Missing person Record


· Update and Re-Assign the Missing Person Record

· Add a Case Note to the Missing Person Record


· Close a Missing Person Record


· Finalise the Missing Person Record


· Create a Multi-Agency Missing Meeting


· Create a Review Multi Agency Missing Meeting


Adding a Missing Person

· Click on the “Additional” tab in Basic Demographics


· Click the “Add Missing Person Record Link”
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· Or Click the “Personal” tab and then click “Add Missing Person Record”
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· The Add Missing Persons Record link will not be available if a child is already recorded as missing. Once a child has been recorded as found the link will appear


1.1. Completing the Missing Person Episode

· You will then need to fill out the Missing Person Details. Any question in red is mandatory. Below is a breakdown of each area that can be filled out.
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· The Missing Status will need to be input, when clicking into the drop down box you will be given four options Absent from Home, Absent from Placement, Missing from Home, Missing from Placement. 

The Definitions of missing and absent are as follows:

· The Term Missing relates to anyone whose whereabouts cannot be established and where the circumstances are out of character or the context suggests the person may be subject of crime or at risk of harm to themselves

· The Term Absent relates to: a person not at a place where they are expected or required to be but whose location is known

· When a child is Placed at Home (Under the Placement with Parent Regulations) the Missing Status must be Missing or Absent from Placement

· Then enter the Episode Start Date, this is the date and time the child left his or her normal placement or the date the child was last seen by a responsible adult (whichever is the latest). For this purpose, a responsible adult is either the child’s carer, or a professional directly associated with the child’s welfare or education (e.g. a doctor, school teacher or social worker).

· Local Authority – You should select the Local authority that is responsible for the child.

· Buckinghamshire County Council will appear in the LA field when starting the episode and should only be changed if the missing person is from another LA

· You will then be able to enter the Location the child/young person has gone Missing From. 


· You can select Home, Placement or School

· You may also enter any additional Information about where the child/young person has gone missing from


· N.B. The Location when gone missing box is currently not in use so does not need to be filled out
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· Then you enter information regarding who can be contacted in regards to the missing person
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· Under the Risks Section you should input any information about Risk Factors and also information in regards to the Risk Assessment.

· Use Risk Factors to explain why the Risks are not known and also to add any additional information about the risks

· If the missing person is at risk of a particular type of risk you can select the level of risk that it poses to the person. By clicking into the drop down box next to the Type of Risk you can select if the risk is Known or Potential 
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The Definitions of Known and Potential are as follows:


· Known means a risk that is actually happening

· Potential means that the child/young person is at risk

1.2. Notifying Users

· It is possible to notify users on LCS when they have gone missing.
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· As a default the Social Worker is automatically notified. The Social Worker Manager should then also be ticked by clicking the box next to their name as highlighted in the image above.


· If the child has an IRO or CP Chair, these will also be automatically notified


· If you need to notify another user you can click the link Select another user to be notified 


· This will then take you to the address book where you can search for the necessary person


1.3. Adding Siblings


· If there are siblings or other family members who have gone Missing at the same time they can be selected and a Missing Record will be created on the them at the same time


· As long as the sibling is in the relationships they will appear under the Siblings heading. To select a sibling click the box next to their name and a tick will appear as shown in the image below.
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· Records created for relatives are distinct records and can be edited separately and/or jointly later on

1.4. Creating the Missing Record
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· Once all the necessary information has been input you can click Create as highlighted above

· You will then have the below task in your tray 
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· When the Missing Record has been created an MISP flag will show under the child’s name as shown below
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· If a Local Authority other than Bucks is chosen a MISPE flag will be displayed under the child’s name
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1.5. Updating the Missing Record

· Once a Missing Person Record has been created or when they have been found there is the ability to go back in and Update any information 


· Click the MISP flag under the child’s names or click the “Additional” tab in the Basic Demographics

[image: image19.png]Missing Status Missing from Placement
Episode Start Date 04-Mar-2016 11:30
Local Authority Buckinghamshire County Council
(21899)
‘Additonal Information
® status History
Started On Status
04-M2r-2016 11:30 | Missing from Placement
» Update Episode Status

® Missing Person Location

Location missing from
Location when gone

missing

Additonal Information

Instructions

® Found Detai

EpisodeEnd Date 05-Mar-2016 11:00

End Reason Returned by police or other
agendies

Additional Information  James found at Aunts house

Outcomes Police have spoken to carers/social

care will fllow up with James

® Actions

» Update Missing Person Record
» Re-Assiqn Episode Tack.

Risk Factor (contact with person/s posing risk)
Risk Assessment Completed
» Add 2 new Risk to Missing Person

® Notified
Notified ~ Stephen Allwright, ICS Support Officer

2 Linked Episodes for Siblings
No other episodes are linked to this one.




[image: image20.png]Child: James Example 16 years (Ref: 556251) b e Y -
S 2hamh o S

M CA cw mse R
- Finalise Missing Person Episode

Update Missing Person: James Example , Missing from 04-Mar-2016 11:30 to 05-Mar-2016 11:00

® Missing Details

Missing Status Missing from Placement
Episode Start Date 04-Mar-2016 11:30
Local Authorty Buckinghamshire County Council (21899)

® Found Details

EpisodeEndDate  [05-Mar-2016 1100 |8

[ 1s this an approximate End Date and time?
End Reason Returned by police or other agendies -
Additions] Tnformation | James found at Aunts house

Outcomes Police have spoken to carers/socil care wil follow up.
with James

® Retum Interview

et Rewm Inerven [ |

Completed

P A E—

Completed By
Additional Information







· Scroll down to Missing Person Records at the bottom of the screen and click on the relevant Missing Record.
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· Once in the Missing Person Record scroll to the bottom to Actions and click “Update Missing Person Record”
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· This will then enable you to Update any relevant information within the Missing Person Record

· If when Updating the Missing Person Record information needs to be copied to a sibling, click the box next to their name and a tick will appear as shown in the image below
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1.6. Reassigning the Missing Record


· UC’s and CARO’s will need to reassign the Missing Record to the Allocated Social Worker.


· To do this complete the first 3 points from Section 2.5

· Once in the Missing Person Record scroll to the bottom to Actions and click “Re-Assign Episode Task”
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· Then click OK on the box pop up
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· You will then be taken into the Address Book and be able to search for the person that needs to be assigned the task

· Once you have found the correct person click on their name from the results and then click the “Confirm” button
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1.7. Adding a Missing Person Case Note


· When in a Missing Person Record you are able to add a Case Note onto the Record.

· Once in the Missing Person Record click on the “Case Note” tab on the left hand side and then click “Add Case Note”
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· You are also able to update the Episode Summary by clicking on “Update Episode Summary”.


· Any Case note that is added in the Missing Person Record will copy across onto the Case Notes in the Basic Demographics


1.8. National Missing Person Record Creation


· Search for the child/ren or adults name on LCS – If name not found, please create record, this needs to include, first name, surname, date of birth and gender. For the address – search A000 00A which will then bring up “address unknown” please use this.


· Once record created, please then click onto “risks” which is located on the left hand side of the page, then click onto “Add a Hazard”.
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· Please use the date the missing person notification was received as the “Date Hazard Started” and also use this as the “Review Date”. Use the drop down menu next to “Hazard Type” and use “OLA MISSING PERSON” and then copy and paste the information from the email/document you have received from the sender. At the top of the page, please click “Create”


Closing a Missing Person Record
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Click the task in your tray Missing Person Episode – Please review episode details, as below.

· You will then be taken to the screen below and click the link Update Missing Person Record
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· Click the Found tab 


· Enter the Episode End Date and time


· Click the drop down box next to End Reason and pick from the following:

1. Returned by self


2. Returned by police or other agency


3. Found by Social Care


4. Found by school


5. Found by family/carers


6. Found by other


7. Deceased


· You are also able enter Additional information and any Outcomes 


[image: image30.png]Message from webpage

Re-assigning the task to another user will re-assign the access to finalise
P the episode and linked episodes, are you sure you want to do this?







· Click Update as highlighted below

· The date entered as the Missing Episode End Date needs to be the date that the child was found (where whereabouts are known) or the date that the child returned to his/her normal placement (where whereabouts are known).
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· Once the Update button has been clicked the MISP flag will be crossed out
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1.9.  Return Interview

Before a Missing Person Episode is finalised, the Return Interview needs to be recorded within 10 days of the closure of the Missing Person Record. 
Missing Person Return Interviews are conducted by R-U-Safe and recorded by the CARO worker. If a period of 10 days has elapsed, it is the CARO’s responsibility to chase this Return Interview information.


The reportable Return Interview questions are recorded within the episode (see example below) and the document itself is saved in the child’s Content Server record:
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For cases where the allocated case worker holds the missing episode in their tray, they will receive a notification when the CARO records the RI advising them that the episode has been updated (see example below)
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We have also introduced a new alert for when a missing child has been recorded as ‘Found’ which goes to the Allocated Case Worker and the Missing Tray, plus the CP Chair and IRO if the child has one, see example:
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Finalising a Missing Record 


· Click the task in your tray Missing Person Episode – Please review episode details, as below
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· On the next screen click the link Finalise Missing Person Record
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· A Missing Person Record cannot be finalised unless the child has been found. 

· Once the child has been set as found this information will pull through to the finalise screen.


· Check that all the information is correct and then click the Update button
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Adding a New Missing Record if one is already Active

If a Missing Person Episode is open a new Episode cannot be started. Below is advice for the Out of Hours Service (OOH’s) in regards to putting on a new Missing Episode if one is already open:


· OOH’s will add a new missing episode in LCS if a child goes missing and will close the missing episode if the child returns during OOH’s

· If OOH’s can’t add a new missing episode because the last episode was not closed by the daytime team OOH’s can complete the previous episode, providing they do know when and where the child was found.

· If OOH’s can’t add a new missing episode because the last episode was not closed by the day time team and OOH’s do not know when and where the child was found, they will e-mail the details of the new missing episode to the daytime team explaining that this needs to be updated on LCS. OOH’s will copy the e-mail into Case Notes in LCS. The daytime team will update any old missing episodes and add the new missing episode.

Multi-Agency Missing Meeting


When a child/young person is missing a Multi-Agency Missing Meeting must be held. These meetings must be arranged by the Allocated Social Worker take place on the first available day and no later than 5 working days from when the child goes missing.


· Access the child’s record and click on the Forms tab
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· Click in the drop down box under Start New Form

· Click on Record of Multi Agency Missing Person Meeting
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· Click Start
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· On the next screen click the check box on any of the documents to copy information forward. Then click Copy Forward Selected


· If information does not need to be copied forward click Start Blank
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1.10. Meeting Date & Attendees

· Click on Meeting Date & Attendees

· Input in the Date & Time Multi Agency Missing Person Meeting Held when the meeting was held

· In the Attendees section click into the Name box and enter the name of the attendee. 

· Click into the Role box and enter the person’s role. 

· Click into the Agency box and enter the agency the person works for.

[image: image40.png]Child: James Example 16 Record of Multi

A ci ® Agency
el T e e (st Lol st Lcoc] [ rion] e
& Print +*  Discussion
B TYARAAK

Record of Multi Ag... “This should include a risk assessment in respect of any additional factors including CSE / offending / abduction abroad / substance misusel Ere)

§ "TRE She0 ncude ik ssessment in
Eceting DabeeArY respect of any additional factors induding
0 EErEr® ] i  sction o

« Actions
0 Attachments (0)






· To add another Attendee click the Green plus as highlighted below
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· To remove a row click the red cross
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· Click OK in the pop up box
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1.11. Background

· Click on the Background tab and fill out the Summary of background circumstances and Action to date.
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1.12. Discussion


· Click the Discussion tab and fill out the Discussion box
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1.13. Actions

· Click the Actions tab

· Click into the Action box and enter the Action


· Click into the Who box and enter who will complete the Action


· Click into the When box and enter the date
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· To add another Action click the green plus and a new row will be inserted underneath
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·  To remove an Action/row click the red cross.

[image: image48.png]






· Click OK in the pop box
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· If a date of another meeting has been agreed it should not be any more than 5 working days.
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Enter the date in the box highlighted below


1.14. Finalising


· Click Finalise Assessment
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· Click OK in the pop up box
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· The completed form will then appear in the Forms tab under Completed Forms.
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Review Multi Agency Missing Meeting

If a child/young person continues to be missing a Review Multi Agency Missing Meeting must be held every 5 working days until the child/young person is found.

· Access the child’s record and click on the Forms tab


[image: image54.png]Child: James Example

wiomton [V Godoron _revsons

Copy Forward - Before starting the Assessment you have the option to copy forward the answers from the listed previous Assessment
Selected, or altemnatively (If you DO NOT wan to copy forward any answers) dlick 'Start Blank'to begin the Assessment afresh.

pram—

Copy Forward - Copy answers forward from previous asssssments.

M| created Assessment Started By,
Example, James (16 years)

[ 1 year 6 months ago @ CLA Review Minutes (Saturday, 7 February 2015) Q ‘Stephen Allwright
[J' 1 year 6 months ago B CLA Review Outcomes (Saturday, 7 February 2015) & Stephen Allwright






· Click in the drop down box under Start New Form


· Click on Record of Multi Agency Missing Person Review Meeting
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· Click Start
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· On the next screen if this is the first review meeting you must click the check box next to the Record of Multi Agency Missing Person Meeting
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· As this is subsequent review meeting you will need to click the check box next to the last Review Record of Multi Agency Missing Person Meeting

· Click Copy Forward Selected
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1.15. Meeting Date & Attendees


· Click on Meeting Date & Attendees


· Input in the Date & Time Multi Agency Missing Person Meeting Held when the meeting was held

· In the Attendees section click into the Name box and enter the name of the attendee. 

· Click into the Role box and enter the person’s role. 

· Click into the Agency box and enter the agency the person works for.
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· To add another Attendee click the Green plus as highlighted below
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· 
To remove a row click the red cross
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· Click OK in the pop box
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1.16. Background

· Click on the Background tab and fill out/amend the Summary of background circumstances.
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· In the Update on actions taken to date table the actions taken from the previous meeting have copied forward.
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Click the into the Findings column and input your findings of the actions that have been taken.

1.17. Discussion

· Click on the Discussion tab


· Click into the Discussion and Review of Risk Assessment box. This box should contain the Discussion that took place in the review and a Review of the Risk Assessment
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1.18. Next Actions

· Click the Next Actions tab


· Click into the Action box and enter the Action


· Click into the Who box and enter who will complete the Action


· Click into the When box and enter the date
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To add another Action click the green plus and a new row will be inserted underneath


· To remove an Action/row click the red cross.



· Click OK in the pop up box




· If a date of another meeting has been agreed it should not be any more than 5 working days.


· Enter the date in the box highlighted below




1.19. Finalising


· Click Finalise Assessment





· Click OK in the pop up box



· The completed form will then appear in the Forms tab under Completed Forms.




Missing Persons Process Flow Charts

1.20. Missing Person (Local Authority)
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Please Right Click & select Save-As to save a Copy of the above.

1.21. Missing Person (Other Local Authority, CP Admin)
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Please Right Click & select Save-As to save a Copy of the above.
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Microsoft_Word_Document.docx
SERIOUS INCIDENT NOTIFICATION





		1 Notifying person



		Name

		



		Job Title

		



		Team

		



		Office Location

		



		Telephone Number

		



		Mobile Number

		



		Name of Line Manager

		



		Date of initial notification

		



		Dates of further updates

		



		2 Subject 



		Name

		Xx(Xx) 



		Home Address

		xxx





		Age/ DOB 

		xx





		Placement Address

		Placement commenced xxx



		Family Composition

		xx xxxx





		Is the family aware?

		Yes





		3 Issue being reported



		Incident or issue

		On 8th October 2020, support staff from xxx new placement in xx contacted the Local Authority to report Xxx was missing from placement. Xx has been missing for 14 days.



		Background information (BCC involvement, i.e. period of time, reason, details of child’s legal status if they are looked after and Child Protection category, important dates (eg court case), implications for or potential impact on other parts of the service, names of staff involved)

		Xx was referred into Children’s Services by Metropolitan police on xx for the following concerns: 



· Seen riding a stolen pushbike 

· Was using the trains late at night 

· Observed speaking to older males 

· Previous victim of a robbery himself  



[bookmark: _GoBack]Xx is the only child to parents who originate from xxx where mother is currently living. Xx’s main carer has been his father whilst living in UK. The family has not been previously been known to Bucks prior to XXX



Risk factors indicated a lack of parental supervision and risks related to exploitation. 



June 2020 – Xx was arrested for a robbery. The matter was NFA’d. However following this Xx had a missing episode for approx. 12 days. 

It is unknown if this was Xx’s first missing episode from home, as xx did not report him as missing. Xx returned on the x stating he was bored and wanted to see his friends. 



4 days later (xx)  Xx went missing again from home and was located in a property in xxx with drug paraphernalia. 



Xx was found in Eastbourne area on xx, in an abandoned house – and was transported to the hospital due to plugging (ingesting drug substances anally).



On 3rd August 2020 Xx was made subject to a CP plan under the category of neglect. 



Xx is reported missing again in August and Met police report he is reported to be in a “trap house” (A property used by exploiters who will have vulnerable young people stay in to “guard” drugs) in West London. 



Xxx August 2020 – Xx found and arrested by police for being in possession of class A drugs. Police agreed to keep Xx in custody overnight, due to Safeguarding concern at high like hood he would quickly go missing again.



August – Xx placed in a semi-independent placement in Milton Keynes. 



2nd September 2020 – Father reported Xx missing to police and CSC. Xx reported to leave home between 9-10am and had not returned. 



16th September – 5th October 2020 Xx remains missing, and is located by Police on the 5th October in London. 



5TH October - Xx placed in 90 day crisis placement in Wales.



8th October – Xxx reported missing. 



Xx has a diagnosis of ADHD, and concerns remain that he has an undiagnosed learning need so would not be able to understand the severity of what he may be involved in with regards to organised crime groups and being exploited. 



Xx is believed to be linked to a gang in xx in xx 



Xx has previously had access to a knife, and has stated that he is willing to use it/ prove himself.



Xx is known to have lost drugs, and may now owe a debt.



Xx is a victim of exploitation. 



Xx has had 5 missing episodes in 5 months, the majority of which have been over 5 days at a time, and each time he has been located in London and / or arrested with drugs on him. 





		Current situation 

(Details on the situation that has led to the Notification)

		Xx has been missing from placement since 8th October 2020. Xx currently remains missing 



Xx was sighted by xx Met Police on xx 2020, however he provided a false name and address. The officer returned to the office having stopped him and noted he was a missing child on the briefing slide. 



Xx remains missing. 



Xx’s social media names have changed (it is unknown if he is responsible for these changes or someone else)



There is significant concern regarding Xx’s current well-being and safety, and is considered high risk missing from social care perspective. 



Missing police currently have him assessed as medium risk of harm (This decision is being formally challenged by HOS to the Inspector reviewing the decision). 





		What are the known risks to this child/young person?

		· Xx is being criminally exploited 

· Xx has potential undiagnosed learning needs which may affect his ability to understand risks to himself

· Xx does not have a strong bond with his family which would serve as a push factor away from his exploiters.

· Xx appears to have a fascination with gangs/violence.

· Xx idolises the gang he is a part of, especially the older people within the gang. He is willing to do anything required. 

· Xxnardo has access to at least one knife, and has stated that he is willing to use it/ prove himself.

· Xx has plugged drug substances internally.

· Xx is known to have lost drugs, and may now owe people - however he does not believe there will be any consequences to this loss.

· There is an indication that Xx may have begun to recruit other young people to follow his footsteps and sell drugs.





		Next steps/Plan of action by all agencies involved, e.g. social care, police, YOS, health, etc.

		· Strat meeting held on xxx with HOS chairing

· Restart booked for xxx to be chaired by HoS 

· Secure transport agreed, should Xx be located to take him back to placement in xxx

· HOS to escalate to Inspector regarding Police application of medium risk over high. 

· Commissioning team to discuss recent concerns about safety and supervision with placement. To be completed by xx

· Communication to take place with London Local Authorities to understand any possible leads / links to assist in locating Xx. To be completed by xxx 

· Continued discussions with mother regarding the possibility of xx being placed in her care in xxx his return.  

· Social media being tracked daily and information shared with Missing Police. 

· Dols application being heard in Court xxx

· Secure placement options being considered and placement options are actively being explored. 



		If this is about a missing child, what is the plan when child is found? Who will be involved?

		

· Secure transport has been agreed

· Dols application being heard today

· Police to execute PPo in the event he is found and not arrested



		Does this matter have media interest? 

Y or N, (National/Local?)

		

Media alert on missing persons and Met Police website on xx currently.

TVP liaising with Met Police Comms re shared alert 










