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1. 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  
o Notify Users of the Missing Person 
o Add a sibling into the Missing Person Record 
o Create the Missing person Record 
o Update and Re-Assign the Missing Person Record 
o 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 
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2. Adding a Missing Person 

• Click on the “Additional” tab in Basic Demographics 

• Click the “Add Missing Person Record Link” 

 

• Or Click the “Personal” tab and then click “Add Missing Person Record” 

 

 

• 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 
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2.1. 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. 

 

 

 

 

 

•  

 

• 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 
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• 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 

 

 

 

 
 
 
 
 

• Then you enter information regarding who can be contacted in regards to 
the missing person 

 

 

 

 

 

• 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 

 
2.2. Notifying Users 

• It is possible to notify users on LCS when they have gone missing. 
 
 
 
 
 
 
 
 
 
 
 
 
 

• 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 
 
 

2.3. 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. 

 

 
 
 
 
 
 
 

• Records created for relatives are distinct records and can be edited 
separately and/or jointly later on 
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2.4. Creating the Missing Record 

 
 
 
 
 
 
 

 
 

• 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  
 

 
 
 

• When the Missing Record has been created an MISP flag will show under 
the child’s name as shown below 

 
 
 
 

• If a Local Authority other than Bucks is chosen a MISPE flag will be 
displayed under the child’s name 

 
 
 
 

 
2.5. 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 
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• Scroll down to Missing Person Records at the bottom of the screen and 
click on the relevant Missing Record. 

 
 
 
 
 
 
 
 
 
 

• Once in the Missing Person Record scroll to the bottom to Actions and 
click “Update Missing Person Record” 

 
 
 
 
 
 
 
 
 
 

• 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 

 
 
 
 
 
 
 

 
2.6. 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 
 
 

 
 
 
 
 
 
 
 

• 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 

 
 
 
 
 
2.7. 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” 

 
 
 
 
 
 
 
 
 
 

• 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 

 
2.8. 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” 
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3. Closing a Missing Person Record 

• 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 

 

 

•  

 
 
 
 
 
 
 
 
 
 
 
 
 

• 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  
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• 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). 

 
  

 

• Once the Update button has been clicked the MISP flag will be crossed 
out 
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3.1.  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: 
 

 
 
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) 
 

 
 
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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4. Finalising a Missing Record  

• Click the task in your tray Missing Person Episode – Please review 
episode details, as below 

 
 
 
 
 
 

• 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 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. 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. 

 



Missing Persons User Guide V.1.9 

 
© Buckinghamshire Council – Workforce Development Team Page 17 

 
6. 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 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Click in the drop down box under Start New Form 

• Click on Record of Multi Agency Missing Person Meeting 
 
 
 
 
 
 
 
 
 
 
 

• 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 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
6.1. 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. 
 
 
 
 
 
 
 
 
 
 
 

• To add another Attendee click the Green plus as highlighted below 
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• To remove a row click the red cross 
 
 

 
 
 
 
 
 
 
 
 
 

• Click OK in the pop up box 
 
 

 
 
 
 
 
 
 
 
 
6.2. Background 

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

 
 
 
 
 
 
 
 
 
 
 
6.3. Discussion 

• Click the Discussion tab and fill out the Discussion box 
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6.4. 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 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

• 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. 
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• Click OK in the pop 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 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
6.5. Finalising 

• Click Finalise Assessment 
 
 
 
 

• Click OK in the pop up box 
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• The completed form will then appear in the Forms tab under Completed 
Forms. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7. 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 
 
 
 
 
 
 
 
 
 

•  

•  

•  

•  

•  

•  

•  

•  
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• Click in the drop down box under Start New Form 

• Click on Record of Multi Agency Missing Person Review Meeting 
 
 
 
 
 
 
 
 
 
 
 
 

• Click Start 
 
 
 
 
 
 
 
 
 
 
 
 
 

• 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 

 
 
 
 
 
 
 
 
 
 
 
 

• 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 
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• Click Copy Forward Selected 
 

•  

•  

•  

•  

•  

•  

•  

•  

•  

•  

•  
7.1. 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. 
 
 
 
 
 
 
 
 
 
 
 
 

 

• To add another Attendee click the Green plus as highlighted below 
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•  To remove a row click the red cross 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

• Click OK in the pop box 
 

 
 
 
 
 
 
 
 
7.2. Background 

• Click on the Background tab and fill out/amend the Summary of 
background circumstances. 

 

 

 
 
 
 
 
 

• In the Update on actions taken to date table the actions taken from the 
previous meeting have copied forward. 

• Click the into the Findings column and input your findings of the actions 
that have been taken. 
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7.3. 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 

 

 
 
 
 
 
 
 
 
 
7.4. 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 
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• 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 
 
 

 
 
 
 
 
 
 
 
 
 
 

7.5. Finalising 

• Click Finalise Assessment 

  
 
 
 

• Click OK in the pop up box 

 

 
 
 
 
 
 
 
 
 

• The completed form will then appear in the Forms tab under Completed 
Forms. 
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8. Missing Persons Process Flow Charts 

8.1. Missing Person (Local Authority) 

 
 
Please Right Click & select Save-As to save a Copy of the above. 
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8.2. Missing Person (Other Local Authority, CP Admin) 

 
 
 
Please Right Click & select Save-As to save a Copy of the above. 
 


