
409
Enrollee Missing from the Program Facility or Activity

The Madison County Board of Mental Retardation and Developmental Disabilities shall ensure that all enrollees are accounted for at all times.  An individual is considered “missing” when the individual cannot be located for a period of time longer than specified in the individual service plan and the individual cannot be located in a search of the immediate surrounding area; or circumstances indicate that the individual may be in immediate jeopardy; or law enforcement has been called to assist in the search for the individual.  In the event that staff discovers that an enrollee is missing, the following procedure will be followed:

409.1 Facility Based Services

The facility director will ensure that assignments are made that clearly establish, by name, staff that are accountable for each individual receiving services.  These assignments should take into consideration the intensity of needs of the individuals assigned to insure group sizes are manageable.

A. When an enrollee is missing from a program facility, the building authority or designee should be contacted immediately, identifying:

· Enrollee

· Description of the clothing the enrollee was wearing

· Approximate time when the enrollee was last seen

· Location where the enrollee was last seen

B. All areas of the facility - including closets, mechanical room, laundry, and office area - shall be checked.

C. A search (checking all areas mentioned above and other areas as appropriate) will be organized/conducted by the building authority or designee.

D. An on-grounds search that includes the property of the facility and surrounding areas will also be conducted.

E. All staff involved in the search shall contact the building authority or designee to report on their individual search.

F. It will be the responsibility of the Superintendent or designee to contact the Police Department after fifteen minutes has elapsed since determining an enrollee is missing.  (Contact with the Police Department may occur earlier than fifteen minutes, depending upon the nature and needs of the missing person.)  A summary of the missing person’s vital statistics, clothing, medical conditions and medications shall be prepared for the police by the building authority or designee.

G. All staff involved in the search for the missing enrollee should continue searching until the building authority or designee advises them otherwise.

H. The building authority will immediately notify the Superintendent or his/her designee, the individual’s family/legal guardian, and the Board’s Investigations Coordinator to notify them of any prolonged absence.  An Unusual Incident Report will be filed in accordance with County Board Policy Chapter 13.
I. It is the responsibility of each staff member on duty to be able to account for those enrollees under his/her supervision.

409.2 Enrollee Missing from an Activity

The Board provides and supports a variety of activities in the community in the form of field trips, which may occur during normal program hours as well as recreation/leisure activities, which may occur outside of normal program hours.  Each program director/designee shall ensure that staff ratios for these activities are sufficient to maintain the health and safety of the individuals participating.  The staff person coordinating the event will insure that each individual that is participating in the activity will be assigned, by name, a county board staff or volunteer that will be responsible for them during the outing.

A. When an enrollee is discovered missing when on a community outing the person in charge of the outing shall be contacted immediately, identifying:

· Enrollee

· Description of the clothing the enrollee was wearing

· Approximate time when the enrollee was last seen

· Location where the enrollee was last seen

B. The person in charge of the outing will make a quick assessment of the risk to health and safety that the situation warrants and if determined high risk will proceed directly to step E. outlined below.  Factors to consider include:

· Individual’s level of independence and supervision per the ISP including pedestrian skills.

· Any behaviors that would place the individual or others at risk.

· The location of the event and associated dangers such as traffic, water, etc.

· Medical condition of the individual

C. Staff and volunteers will conduct a search as organized by the person in charge of the event.  When possible the person in charge of the event will notify appropriate onsite personnel (i.e. security at a ballpark, park ranger, etc.) and provide them with the information in item A. above.

D. All involved in the search shall keep the person in charge of the activity informed of their progress.

E. The person in charge of the event will notify the Superintendent or designee if the person is not immediately found.  It will be the responsibility of the Superintendent or designee to contact the Police Department after fifteen minutes has elapsed since determining an enrollee is missing.  (Contact with the Police Department may occur earlier than fifteen minutes, depending upon the nature and needs of the missing person.)  A summary of the missing person’s vital statistics, clothing, medical conditions and medications shall be prepared for the police by the building authority or designee.
F. All staff and volunteers will continue searching until the person in charge of the activity notifies them otherwise.
G. The person in charge of the event will immediately notify the Superintendent or his/her designee, the individual’s family/legal guardian, and the Board’s Investigations Coordinator to notify them of any prolonged absence.  The County Board after-hours emergency number should be used to report the incident.  An Unusual Incident Report will be filed in accordance with County Board Policy Chapter 13.
H. It is the responsibility of each staff member and volunteers on duty to be able to account for those enrollees under his/her supervision.
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