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Missing Young Person Policy and Procedure-Supported
Accommodation

Summary
This policy aims to provide a clear procedure for

reporting and managing incidents in which a young
person is a missing person. This policy is revised to
meet the Supported Accommodation (England)
Regulations 2023.

This Policy defines the measures to be taken when it
is discovered that a young person is missing, and
their whereabouts are unknown:

e Young person 16+ years, where their location is
not verified

Scope
This policy applies to all staff, Support Coordinators,

young people, Families, Local authorities, NHS,
Commissioners and Advocates.

Document Policy & Procedure
Type

Verified By Godfrey Mushandu

Issued 28/04/2025
Date
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Policy Statement

You must follow this policy with your local area police's
missing child protocol and your local authority’s missing
child procedures.

This policy aims to provide a clear procedure for reporting and
managing incidents in which a young person is missing. This policy is
revised to meet the Supported Accommodation (England) Regulations
2023.

Care Quality Support provides supported accommodation for young
people who are care leavers or unaccompanied asylum-seeking
minors. Our accommodation is either 24-hour supervised (staff on-site
and CCTV cover in communal areas where necessary).

Young people, in principle, are expected to live at the Supported
Accommodation and reside overnight on a full-time, seven-day/night
per week basis. However, if young people are staying away from their
Supported Accommodation on an occasional basis, they should seek
permission from the Service Manager, in advance of the required day
and where appropriate via delegated authority or from their Social
Worker and Care Quality Support.

Young people should provide an address and contact details so that a
risk assessment can be undertaken, and permission given. This is
required to ensure all young people are safeguarded and their
whereabouts are known.

This Policy defines the measures to be taken when it is discovered that
a young person is missing, and their whereabouts are unknown:
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e Young person 16+ years, where their location is not verified.

* Young people aged over 16 years whose behaviour pattern is out
of character, or there is a suggestion that they or others may be
subject to harm or criminal activity.

Equality Statement

This policy demonstrates our commitment to equality, diversity,
and inclusion within our service. We strive to create a safe and
supportive environment for young people, promoting equal access
to opportunities and eliminating discrimination. The policy adheres
to the Equality Act 2010 and protects individuals from
discrimination based on protected characteristics such as age,
disability, race, religion, sex, and sexual orientation. We provide
ongoing support and training to staff to address the impact of
discrimination and ensure inclusive services. Our commitments
include empowering young people, fostering respect,
acknowledging cultural diversity, and challenging non-inclusive
attitudes. We aim to create an environment where young people
feel valued, can participate fully, and understand their rights.
Reasonable adjustments are made to ensure accessibility, and
comprehensive training on equality and diversity is provided.
References to relevant organisations and legislation support the
implementation of this policy.

Underlying principles

The following principles underpin this policy and should be referred to
in reaching decisions relating to a missing young person.

Person-Centred- Young people should be central to and actively
involved in all the plans and reviews that take place in establishing the
missing person's agreements.
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Needs Led - Missing persons agreements should be based on an
assessment of real needs and risks associated with each individual.

Balanced - The missing persons agreements should balance the
rights of the individual to privacy with the duty of care. Care Quality
Support has supported the individual.

Flexible- The missing person's agreements should be flexible and
changed according to the changing needs of the young person.

Accountable - The key-working staff will ensure missing persons
agreements are in place and reviewed appropriately.

Monitored - Missing persons procedures will be monitored by the
manager, who will be responsible for raising and managing any
concerns.

Multi-agency working

To ensure a high quality of integrated working and joint responses
when young people are absent without authorisation, all agencies will:

1. Share information promptly and follow legislation.

2. Base decisions and actions on missing young people's risk
assessments.

3. Make appropriate referrals to agencies for services for young
people, including young person's protection referrals where the
young person is at risk of significant harm.

4. Work jointly to share information and intelligence that enables
the development of services for missing young people in the
Local Authority.

5. Appoint a designated officer to take responsibility for missing
young persons and the implementation of this policy.

6. Ensure staff have the appropriate training and support to carry
out their role under this Policy.
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Definitions and actions to be taken:

In line with the Department for Education (DFE), Care Quality
Support will adopt the following definitions to allow all our staff
members to clarify whether a young person is missing or absent.

Young person: refers to an individual who is under the age of 18.
However, in some contexts, such as about further education or special
educational needs, the term 'young person' can extend to include
individuals up to the age of 25.

Missing: anyone whose whereabouts cannot be established and
where the circumstances are out of character, or the context suggests
the person may be subject to crime or at risk of harm to themselves or
another; and

Young people whose whereabouts are known and are considered to be
at risk should also be reported as missing to the police.

Absent: a person not at a place where they are expected or required
to be, but is known they be.

Examples of absence include young people who do not come
home when expected, but their whereabouts are known or are quickly
established through contact with family or friends. Unless there are
concerns about the place where the young person is, these young
people would not normally fall within the definition of missing, since if
a young person’'s whereabouts are known, then they cannot be
missing. Sometimes young people stay out longer than agreed as a
boundary-testing activity, but come home shortly after their curfew.
This is within the range of normal teenage behaviour and would not
normally come within the definition of missing. Absences must be
carefully monitored, as the young person may still be putting
themselves at risk.
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References to Legislation and Quality
Standards

Regulation 5,

Supported Accommodation (England) Regulation 21

Regulations 2023

Quality Standard The Protection
Standard

Legal Considerations

e Equality Act 2010.

e Human Rights Act 1998.

* Protection of Freedoms Act 2012
e Social Work Act 2017.
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Regulation Context and Principles (The Protection Standard-
Main one)

(1) The protection of children is that children are protected from
harm and enabled to keep themselves safe.

(2) In particular, the standard in paragraph (1) requires the
registered person to ensure—

(a) that staff—

(i) assess whether each child is at risk of harm, taking into account
information in the child’s relevant plans, and, if necessary, make
arrangements to reduce the risk of any harm to the Young Person;
(ii) help each Young Person to understand how to keep safe;

(iii) have the skills to identify and act upon signs that a child is at
risk of harm;

(iv) manage relationships between children to prevent them from
harming each other;

(v) understand the roles and responsibilities for protecting children
that are assigned to them by the registered person;

(vi) take effective action whenever there is a serious concern about
a young person’s welfare; and

(vii) are familiar with, and act in accordance with, the home’s child
protection policies;

(b) that the placement's day-to-day care is arranged and delivered
to keep each Young Person safe and to protect each Young Person
effectively from harm;

(c) that the premises used for the Supported Accommodation
service are located so that Young People are effectively
safeguarded;

(d) that the premises used for the home are designed, furnished
and maintained to protect each Young Person from avoidable
hazards to the Young Person’s health; and

(e) that the effectiveness of the placement’s child protection
policies is monitored regularly.
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Policy

Care Quality Support accepts responsibility for the protection and
safety of every young person in its support service 24/7 and will
respond immediately to any situation of unauthorised absence.

At all times, staff will comply with the local Runaway and Missing

From Home and Care (RMCQ) protocols and
procedures maintained and managed by the police or by the local
authority for the area where the Supported

Accommodation/Placement is located. Where there is a likelihood that
a young person may go missing, then appropriate risk management
strategies will be considered and implemented.

Procedure

Risk Assessment, Planning, Prevention Strategy and
Outcomes

As part of the admission process for young people placed in our
supported accommodation, a comprehensive risk assessment is
completed involving the service, the accommodating authority, the
family (where appropriate) and the young person. During that process,
consideration is given to the risk that the young person may be absent
and the potential reasons why. The event of a young person being
absent without authority should form part of the risk assessment
outcome and the plan for each young person.

The risk assessment discussion includes the following matters
and the actions to be taken by the staff:

e The likelihood of the young person absconding based on previous
history and current concerns, such as criminal or sexual
exploitation risks.
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e The level of supervision or support to be offered to the young
person by the service.

e The accommodating authority's responsibilities and their views
on the action we should take if the young person goes missing,
including their local protocols.

e The level of risk and vulnerability is presented if the young
person is absent or missing.

e The legal implications of the young person breaking any court
order by being absent or missing.

e Consideration of any external influences which may result in a
young person’s removal without their consent.

e The possibility of a young person being harboured.

e The young person’s views.

If there is an acknowledged risk that the young person may become
absent or missing, then consideration must be given to any risks
posed to other young people in the service as a result. Actions to be
taken, including any strategies and plans to reduce the risk of the
young person going missing, must be explained to and agreed upon
with the young person so that they understand what will happen if
they are absent or missing during their placement with us.

Responsibility

It is the responsibility of all Management and Staff on shift with Care
Quality Support, to ensure that when a young person has gone
missing or taken wunauthorised absence, the Care Quality
Support Policy and Procedures are followed, and all the relevant
agencies are informed. For this Policy, Care Quality Support as the
Provider will notify the Placing Local Authority and, where applicable,
also notify the Host Borough where the Address of placement is
located. The Police will act on any report of a Young Person Missing on
the understanding that a Risk Assessment has been completed by
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Care Quality Support. Every Missing young person who returns will
be interviewed by the Registered Service Manager.

As a corporate parent, Care Quality Support is entitled (and
required) to view any instance of unauthorised absence as potentially
serious and will undertake a series of escalating actions geared
towards returning the young person to the safety and comfort of the
Supported Accommodation. The Placement will adopt the following
procedure:

Action to take in the event of a missing or absent young
person

If @ young person is missing or absent, staff must locate their risk
assessment. Missing risk assessments enable us to work with the
young person’s specific risks and known profile, including when to call
the police and contacts relevant to known risks. First, staff should
follow the young person’s risk assessment.

There may be high-risk cases, such as criminal or sexual exploitation,
which demand an immediate response. Such cases will be agreed
upon with the police, and actions to be taken will be included in the
missing risk assessment. In the absence of any individually agreed-
upon strategy, the following must apply if it is apparent or suspected
that a young person is absent or missing.

If the young person does not return to the service at the agreed-upon
times, is reported absent from an intended location, or is found to be
absent when they are expected to be at the service, staff should take
steps to locate the young person. Staff should attempt to contact the
young person on their mobile phone by call and text. If this fails to find
the young person, checks can be carried out in the local area, areas
the young person is known to frequent, and contact made with known
contacts to try to ascertain the whereabouts.
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If staff become aware of or suspect the whereabouts of the young
person, they should try to make contact with the young person. If this
is not possible due to the young person not answering calls,
responding to messages, or refusing to return, the Registered Service
Manager should be consulted to agree on the next steps.

If staff cannot locate a young person or are unaware of their
whereabouts, the Care Quality Support's Service Manager must be
contacted and will instruct when to escalate to missing procedures,
including contacting the police and the accommodating authority.

When a young person is missing and they are in a location that is not
safe, the police will be informed within the first hour.

Reporting a Missing Young Person (See Appendix A: Flowchart
1)

Under no circumstances should staff wait for the young person
to make contact if they have missed their curfew. Instead,
they must immediately inform the police or the allocated
Social Worker.

As soon as a young person does not return to placement at the agreed
timescales or curfew time, staff make efforts to contact them via
telephone and messages, and their Social Media accounts are checked
for information on their current or last known whereabouts.

If staff cannot contact the young person, they contact friends/family or
other known relatives. Whilst this is occurring, a search of the
placement and their room will be made. Within the first hour, the
young person’s allocated Social Worker / Social Worker’s manager or
the Local Authority’s Emergency Duty Team (EDT). The team will be
informed. The On-Call manager is informed so they can search the
local train station and the surrounding area, as the young person may
be making their way to placement.
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If contact is made with the young person, and their whereabouts are
identified, the on-call manager goes to the location to bring the young
person to placement. In some instances, support from the police may
be deemed necessary, and arrangements should be made for the on-
call manager to have a police escort.

If placement gets a contact from the young person and the young
person wishes to spend the night where they are, however, this has
not been authorised, staff should take down information of who the
young person is staying with, the address and contact details, and call
EDT back to receive guidance on this.

If no family members/friends/ associates have had contact with the
young person, their whereabouts are unknown, the on-call manager
cannot locate them in the vicinity of placement or there is a risk of
harm to the young person, the police are notified as soon as possible
or within the first hour of the young person being missing.

Details of what the young person was wearing, a recent photograph,
the last contact either via telephone or face to face and who the
young person was with will all be critical details that will be passed to
the police. Staff must inform police of the identified risks and give
them information about the young person and their vulnerabilities,
and contact details of all family/friends or known associates.

After contacting the police, the assigned Social Worker or EDT is
promptly notified and provided with the police incident number. Any
communication or information received regarding the missing young
person is consistently shared with the police and the Social
Worker/EDT to ensure they are kept updated.

When the young person is found by staff, family/friends, or they return
to placement, we inform their allocated social worker / EDT and the
police (if it has been reported to them).
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When a young person fails to return to the placement during
the day:

Where the young person has failed to return to Placement during the
daytime, contact them via their phone and subsequently hand over
any task/communication with incoming staff on duty in the Handover
and Communication Book.

Incoming staff on shift must call the missing young person every 3
hours while on shift and make a record in the communication book
unless instructed otherwise by Care Quality
Support's management.

Before formally reporting the young person as missing, every effort
should be made to contact the young person via known contacts such
as key workers and professionals, friends, family, school/college or
work, where appropriate and the Placement Manager should be
informed.

Regular Updates to Personal Descriptive Forms

Maintaining up-to-date and accurate personal descriptive forms is
critical to ensuring swift and effective responses when a young person
goes missing. These forms serve as a vital tool for engaging law
enforcement and other stakeholders efficiently. The following steps
outline the process for keeping these forms current and incorporating
multi-agency input:

At the point of admission, staff must complete a comprehensive
descriptive form for each young person. This should include:

e Full name and any aliases

e Date of birth and age

e Physical description, including height, weight, hair colour, eye
colour, and any distinguishing marks or features

e Clothing preferences or commonly worn attire
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e Up-to-date photographs (front-facing and profile)

Descriptive forms must be reviewed and updated quarterly or
whenever there is a significant change in the young person’s
appearance or circumstances.

Staff should document any new tattoos, scars, piercings, or hairstyles
promptly.

Stakeholder Collaboration:

The Service Manager is responsible for ensuring regular
communication with local police and other agencies to align the
descriptive information with shared risk assessments and action plans.

Staff should consult the young person’s allocated social worker to
include any recent behavioural or contextual changes, such as new
acquaintances or locations frequented.

Police missing person protocols, including templates such as the
Philomena Protocol forms, must be utilised. The forms should be
readily accessible and securely stored to comply with data protection
regulations.

Law enforcement feedback on previous missing incidents must inform
updates to the forms, ensuring all details remain relevant.

When a young person is reported missing, the descriptive form must
be shared with the police promptly, along with additional contextual
information such as:

e High-risk concerns (e.g., exploitation or health conditions)

e« Known contacts, addresses, or locations the young person might
visit

e Any behavioural patterns that could assist in locating them
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A senior manager will conduct a monthly audit to ensure all personal
descriptive forms are accurate and up-to-date. Any deficiencies should
be rectified immediately, and findings shared during team meetings
for continuous improvement.

Missing incidents will be reviewed to assess the effectiveness of the
descriptive forms in aiding retrieval efforts. Insights gained will be
used to refine the form and processes.

Initial Police Response

Once it has been established that a young person is missing,
this is the action to take:

Once it has been established that a young person is missing, the
police should be contacted immediately.

A police officer will usually attend the service after reports of missing
young people.

Care Quality Support should provide the following as a minimum
when contacting the police to report a young person missing:

. Young person’s name and date of birth.

. Where, when, and with whom they went missing with if known.

. The Location they went missing (if known)

. Circumstances under which the young person is absent and any
high-risk concerns.

. Description of the young person and clothing.

. Recent photograph.

. Medical history.

. Time and location last seen.

. Any previously identified risks or additional vulnerabilities.

10. Details of efforts to locate the young person.

A W N P
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The attending patrol will record this information. If a young person is
reported missing, the police will follow their procedures and agreed
protocols.

Note: If the missing young person is a Looked After person, then
the incident should also be reported to the allocated Social Worker
or, if out of hours, the Emergency Duty Team (EDT) within the
borough that has placed the young person. A missing young
person's form must be completed, so that it guides the process with
relevant information (Form attached to this policy).

In the event of a young person missing, this policy should be adhered
to. ( See attached flow chart for easy reference),

e Whilst the emphasis of this policy is on when a young person
goes missing, it is fundamentally vital that Care Quality
Support does all that it can to reduce the chances of this risk
happening in the first place without depriving the young people
of their rights and freedom.

e Up-to-date information about young people must be kept at all
times, including the latest photographs and all admissions
information, including a detailed description of their appearance,
hair colour, eye colour, any significant marks, body build, height,
and estimated weight.

e Where walking about is a known behaviour, details of this
behaviour must be shared by all concerned people, and the
young person must be engaged to understand the risk associated
with walking about.

Prolonged Periods of Absence or Being Missing:

If the young person is still missing, the senior member of staff on duty
on the day must complete the Missing Persons Report Form (refer
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to Templates) will be passed to the Social Services Emergency Duty
Team, and the Police must be informed immediately upon discovering
the young person is missing. The senior member of staff on duty must
update the police and the placing authority daily for the first seven
days or as new information becomes available. The accommodating
authority and the police will decide if a strategy meeting is required to
determine what further action to take.

Role of Social Services in a missing young person’s
case:

The role of Social Services in a missing young person is
included in this policy so that our staff team is aware and
knows what to expect. It is not the intention of this policy
to monitor the regulatory functions of Social Services.

The Social Services will usually undertake to inform the young
person’s family, though this may be done by the Service Manager if
there is a good relationship between the Placement and the family.
The overall responsibility for this will be agreed with Social Services.
Full records of the incident will be made in the Incident Log and the
young person’s Case Notes.

Additional Actions by the Police
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The role of the Police in a missing young person is included
in this policy so that our staff team is aware and knows
what to expect. It is not the intention of this policy to
monitor the regulatory functions of the Police; our staff will
always seek guidance and follow what the police would
have said, as part of the missing person’s function.

It is the responsibility of the police to investigate allegations of crime,
and within the Local Authority Area, the police have Ilead
responsibility for young people who go missing from other local
authorities. The police will act on missing persons reports in line with
police procedures. Care Quality Support- will follow the guidance
given by the police and will not act on their own.

Informing Staff and Young People:

Should a young person's absence continue after the matter has been
reported to the police, the Service Manager should make
arrangements to inform staff members and other young people in the
service. In this way, distressing rumours may be avoided, and
additional information may be gained regarding the missing young
person's whereabouts. Any relevant information should be passed to
the police.

Recovering the Young Person:

Any action taken to recover the young person and return them to the
service must focus on promoting their welfare and consider their legal
status, age, understanding and level of risk posed to the young person
or others, If the young person is located but refuses to return to the
service, staff must consult the registered manager or, in an
emergency/ where the young person or others are seriously at risk,
call the police.
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Recording of the missing young person

Records must be kept up to date at all times. This information should
be shared with the accommodating and local authority where the
setting is located and, where appropriate, with the young person's
parents.

Monitoring and continuous improvement

Monitoring and evaluating missing incidents must be undertaken to
identify gaps in training, skills or knowledge for the staff to record and
retain evidence of what worked well. This evaluation should inform the
review of the quality of support.

Throughout the process identified within this policy, staff must keep a
complete, timed record of action taken and messages received and
given. Each absence must be recorded in the daily log and cross-
referenced to a detailed incident report in the young person's file.

Monthly thematic audits of missing incidents are conducted.

Data on patterns (time, triggers, duration, location) is reviewed in the
Quality Assurance Report.

The Nominated Individual oversees:

e Policy review every 6 months
e Training gap analysis
e Escalation trend reporting to senior leadership

Action to take when a young person is found safe

When a young person is found safe and returned to the Supported
Accommodation/Placement, staff will ensure that the young person is
welcomed back to enable them to re-adjust and settle back into the
Supported Accommodation life again. The young person should be
interviewed by an appropriate adult who is supportive and non-
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judgmental, as soon as possible. The young person should be
encouraged to speak openly to reveal the following information:

e Assess the young person's immediate well-being and needs, i.e.
how are they doing, offer something to eat, is there any need for
medical treatment?

e Why were they absent without authorisation? And what can be
done to minimise its recurrence, although the point at which the
young person returns may or may not be the best time to try to
discuss the reasons why they had gone missing.

e Where did they go?

e Who have they been with?

e Any risks and dangers that they encountered?

e Inform all relevant professionals, i.e. police (unless they returned
the young person), Care Quality Support’s Nominated
Individual, On-Call Manager, Placing Local Authority Out of Hours
Emergency Duty Team (EDT), allocated Social Worker for the
young person’s Advisor, including any other significant people in
the life of the young person.

e As soon as practicable after the young person's return, The Police
may wish to debrief the young person and an independent
person from the Local Authority may interview the Young Person
and conduct a Missing from Care Interview, depending on
local authority guidelines. This will not be the responsibility of
Care Quality Support or its key workers.

* Where the young person has repeated episodes of unauthorised
absence, a planning meeting should be arranged to look at the
risk to the young person. This meeting will usually be arranged
with the Placing Local Authority, Management and or parent
where appropriate.

e All young people who have repeated episodes of unauthorised
absence should be viewed as high risk and reported to the
appropriate authorities.
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e Any report from a young person that she/he went missing
because of abuse at Care Quality Support must be referred
immediately to the local social services department for
consideration under the area young person's protection
procedures, and appropriate action must be taken immediately to
protect the young person concerned, and any other young people
as necessary.

A Missing Young Person’s Return Report (See Appendix A:
Flowchart 2) must be completed on their return.

Regulations require that all instances of unauthorised absence must
be recorded. Care Quality Support will record:

1. The circumstances surrounding the incident;

2. All actions taken by staff;

3. The circumstances of the young person’s return;

4. Any reasons given by the young person for absconding?
5. Any action taken in the light of the reasons.

Information will be shared with the placing authority and, where
appropriate, the young person’s parents.

Young Person’s Voice & Participation

Care Quality Support values the voice of the young person in
shaping safety planning. All return interviews will seek the young
person's views on how to reduce risks and inform plans.

Young people will be involved in designing their own:

e Safety Plans
* Risk Profiles
e Behaviour Agreements

Adjustments will be made for language needs (e.g. EAL) and trauma-
informed communication.
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Leaving without Permission

All staff are made aware of and do not exceed the measures they can
take to prevent a young person from leaving the Supported
Accommodation service without permission under current legislation
and government guidance.

Where a young person goes missing repeatedly or engages in other
risky behaviours, the accommodating authority, in consultation with
the Service Manager and the young person’s key workers, should
convene a risk management meeting to develop a strategy for
managing risks to the young person, which should be reflected in the
young person’s support plan. The strategy should be agreed with the
young person’s accommodating authority, the local authority where
the setting is located, if different from the accommodating authority,
and the local police.

Truancy

Care Quality Support will maintain regular contact with
schools/colleges attended by young persons to monitor attendance.
Where young people are thought to be especially vulnerable or prone
to frequent absences during the school day, then this will involve daily
contact with the school or college and where there is frequent and
continued absence from school/college, or a worrying pattern of
absence, then further measures will be taken, and reflected in the
young person’s Placement Plan and Personal Education Plan.

Incident Review and Notifications

The Service Manager will monitor all unauthorised absences to identify
trends, determine causes, and recommend preventive measures.
High-risk or repeated incidents trigger joint reviews with police and
safeguarding boards, structured as follows:
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1. Purpose: Assess incidents, evaluate response effectiveness, and
improve safeguarding.
2. Preparation: Gather reports, risk assessments, and stakeholder
feedback.
3. Conducting the Review:
o Review the incident timeline, risks, and current preventive
strategies.
o Collaboratively create  action plans  and assign
responsibilities.
4. Post-Review Actions:
o Implement recommendations, integrate findings into staff
training, and update policies.
o Report progress to safeguarding boards and monitor
outcomes during 6-monthly Quality Management Reviews.

Notification of a Serious Event

Regulation 27(3) requires the registered person to notify Ofsted and
other relevant persons if one of the situations specified in regulation
27(3)(a)-(e) occurs or if there is an incident relating to the protection,
safeguarding or welfare of a child living in the home which the
registered person considers to be serious (27(3)(f)).

Examples of incidents that are likely to be considered serious affecting
the welfare of a child include a child being the victim or perpetrator of
a serious assault, a serious illness or accident, a serious incident of
self-harm, or serious concerns over a young person’'s missing
behaviour, mainly where the young person is considered to be at
grave risk due to age or vulnerability or where they have been missing
for a considerable period, and their whereabouts are unknown.

* The Service Manager must follow the policy for notifying Ofsted of
missing incidents.

Philomena Protocol
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The Philomena Protocol is a Police initiative to help locate and safely
return a young person as quickly as possible when they are missing.
The basis of the scheme is for vital information about the young
person to be recorded on a form so that this can be used to help
locate them safely and quickly.

The form should then be stored safely - either in electronic format on a
computer, or in a printed version. It may need to be located quickly, at
any time of day or night, by the person who needs the information to
begin the initial searches. When the form is complete, it will contain
confidential information about a person, so it should be stored
securely. The police will only ask for a copy of the form or the
information in the form if the person is reported missing. (See
Appendix A: Flowchart 3)

Where Care Quality Support is required to complete the form, Care
Quality Support will become the owner of the data and must store it
appropriately. The form can be obtained from the Local police
website. The police will only ask for a copy of the form or the
information in the form if the person is reported missing.

Where the local police subscribe to the Philomena protocol, the
registered manager should follow the Philomena Protocol Flowchart
and compile the information in the Philomena Protocol Missing Person
Incident Form and Philomena Protocol Risk Assessed Locations Form.
(Each Police Authority has its form, so Care Quality Support will
complete the appropriate form depending on the location of the
service; this form is usually found on the Local Police website.

What should I do if the young person goes missing?

You should make enquiries straight away to try and locate them. If you
cannot locate them, then you should call 101 and ask for the police -
have your
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Philomena Protocol Forms to hand. In an emergency, you should dial
999.

What should I do to help the police locate the young person?

You should make enquiries yourself before the police attend, and also
while the young person is missing. You should work in partnership with
the police to trace the young person as quickly as possible.

How will | know where to look for the young person?

As the carer, you should have completed a list of known locations and
associates where the young person may go, as well as contact details.
This should be completed on the Philomena form and securely kept.

How will the police know how | am going to help them locate
the young person?

You should discuss with the officer what enquiries you are going to do,
how often you will contact people and how you will update the police
that you have done this.

How will the police record the enquiries | have completed?

The Police will record this on the missing person’s report, along with
who has completed the enquiry and the time that it was completed.

* Philomena Protocol Flowchart- Each local Police Force has its flow
chart that must be followed by the organisation.

* Philomena Protocol Missing Person Incident Form- Each local Police
Force has its missing person incident form that must be followed by
the organisation

* Philomena Protocol Risk Assessed Locations Form- Each local Police
Force has its own risk-assessed locations form that must be followed
by the organisation
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Proactive Missing Young Person Prevention
Strategies

To minimise the likelihood of missing incidents, Care Quality
Support will adopt a multi-faceted approach which involves the
following:

e Foster trust and understanding between staff and young people
through regular, supportive one-to-one sessions.

e Tailor behaviour management plans to individual young persons'
needs, leveraging positive reinforcement and mental health
professional input.

e Provide structured, interest-based activities, life skills training,
and opportunities for community involvement to build a sense of
purpose.

e Involve families and trusted networks in the young people's
support planning and mediation to address conflicts.

e Optimise the accommodation settings to be secure and
welcoming, with appropriate security measures.

e Inform young people about risks like exploitation and substance
misuse, empowering them to make safe choices.

e Equip staff to identify early warning signs, de-escalate conflicts,
and implement safeguarding measures effectively.

e Engage in multi-agency planning, leveraging tools like the
Philomena Protocol to prepare for emergencies.

e Reqgularly update risk assessments and review patterns of
absences to refine preventive strategies.

Training

All staff are required to read and follow this policy and related policies
as part of their induction and ongoing practices.

Care Quality Support provides staff training on all aspects of
missing persons to improve their knowledge and develop skills in
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working with young people to support their freedom, safety and choice
Staff receive mandatory training covering:

e County Lines and Exploitation Risk Awareness

e Trauma-Informed Practice and Mental Health First Aid

e Multi-agency Escalation Protocols and Emergency Procedures
Training is delivered annually, during induction and refresher
cycles. A matrix of training completion is held and reviewed by
the Service Manager.

Appendix A - Visual Flowcharts & Summary
Checklists

The following visual guides support staff in understanding and
following missing person protocols efficiently. They ensure procedural
clarity and help meet Ofsted and commissioner expectations.

Flowchart 1:
Flowchart 2:
Flowchart 3:

Associated Documents and Reference

* Guide to supported accommodation regulations,_including_quality
standards

e Major investigation and public protection, Missing__persons,
College of Policing

e The Supported Accommodation (England)_Regulations 2023,
Regulation 21. Missing_Child Policy

e The Supported Accommodation (England)_Regulations 2023,
Regulation 27. Notification of a serious event

e Safe and well checks, College of Policing
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Statutory guidance on children who run away or go missing_from
home or care

Safeguarding Young People from Sexual Exploitation (2009)
Surveillance Camera Code of Conduct (Home Office 2013)

The Tackling Sexual Exploitation Action Plan (2011)

Getting Help

If you require any help with any matters relating to this policy
and procedure, please speak to your line Manager or Senior
Manager.

It is the responsibility of every member of staff to ensure that
they are working within this policy and keep up to date with
policy changes that may affect their practice at work.
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