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1.0 Objective 
 
 It is imperative if a client goes missing that staff know what to do 
 immediately. This procedure is to provide staff with the knowledge to 
 deal with such a situation. 
 
 
2.0 Scope 
 

This procedure relates to all Support Services clients. 
 

 
3.0 Principle 
 

To ensure that staff understand what steps to take in the event of a 
client going missing. 
 

 
4.0 Procedure 
 

4.1    Where it becomes evident that a client is missing: 
 

 The member of staff should search the immediate vicinity of where 
the client was last seen.  

 If there is more than one staff available, one member of staff 
should remain within the area, whilst the other staff retraces 
previous movements. 

 Where relevant, staff will speak to anyone who has been in the 
vicinity where the client went missing from to identify if they have 
any information which could assist in finding the client. 

 If the client has a mobile phone, staff will attempt to make 
contact. 

 
4.2     If following a search the client is not found: 
 

 If out of hours and management is unavailable, the  
on-call person should be contacted  

 The Department Associate Director should be contacted for advice 
and guidance, including the decision as to notify the police or not.   

 
4.3    Staff should speak to any known associates in attempt to identify if 

anyone knows where the client might have gone. Staff should obtain 
details of when the person was last seen (time) and what they were 
wearing.  If staff are continuing to search in the local vicinity, they 
should phone the house/base on a regular basis to see whether the 
missing person has returned. 
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4.4    Timescale for contacting the police cannot be prescribed, however in 
circumstances where there is a high level of vulnerability, where the 
person may be a threat to themselves or the public, or where the person 
is under a particular section of the mental health act and it specifies the 
police must be informed, then they should be contacted immediately. 
The relevant Senior Associate Director should always be notified when 
the police are involved.  The Chief Executive will be informed by the 
Senior Associate Director.  

 
4.5    When the police are contacted they will need to know the  
  following; 
 

 full name of the missing person 

 their date of birth (and in some cases, place of birth) 

 address 

 next of kin 

 description 

 what they were wearing when last seen 

 where they were last seen 

 any medication they are taking (and any issues relating to them 
missing medication) 

 any issues relating to their mental health 
 

 an up to date photograph of the missing person 
 

 any useful contact numbers or addresses 
 

 possible places the person may head for 
 

4.6 Staff should consider contacting the missing persons' N.O.K/  
relatives if it is likely that they may have made their way to them.  
Where this is not likely to be the case, then they should be contacted at 
the discretion of Department Associate Director. 

 
4.7 If the person returns home of their own accord, the following should be 

contacted with immediate effect; 
 

 the police (if informed) 

 the Associate Director(s) 

 on-call 

 the Senior Associate Director (if informed) 

 the Chief Executive (if informed) 

 N.O.K./relatives (if informed) 
 
 

4.8  The client should be informed that the police may wish to speak to 
them on their return.  
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5.0 Missing whilst on holiday 
 
5.1    Prior to going on holiday, staff should ensure that they have all the 

relevant details pertaining to the person they are supporting. This will 
include: 

 
 The Azure missing Persons Form (Doc Ref SSAF 0239) 
 
 Same details as listed previously but with the addition of 
         hotel or accommodation details whilst on holiday 
 
 Travel details, e.g. period of stay (dates of arrival and planned  

departure) 
 

 Passport details (if holiday is abroad). 
 

 Contact numbers. 
 
 
 
5.2 Staff should contact management as soon as is practicable if the client is 

still missing following initial searches and he or she has not returned to 
the place of accommodation. 

 
5.3 Staff will not require management authorisation to involve the police as 

there will be a need to do this as speedily as possible. 
 
5.4 Management will take the necessary steps to inform the relevant people 

at home in accordance with company procedure. 
 
5.5  Staff will ensure that they keep management informed of the steps that 

are being/have been taken in relation to the missing client. 
 

 
6.0 Written records 

 
6.1  In all instances staff will need to document all matters relating to the 
 missing person incident and therefore staff should make a note of key 
 events and timings in order that an accurate report can be made 
 following the safe return of the client. 
 
6.2 The Team Leader will review the support plan and risk assessment. 
 
6.3 The relevant Senior Associate Director will be issued with a copy of all 

written reports. 
 
6.4 The Senior Associate Director will decide if any further action is 

necessary.  
 
 
 
 
 
 
 


