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Chapter 6000 
Administrative Operations 

Incident Management 

6002-D MEMBERS AT-RISK IF MISSING 

REVISION DATE: 11/29/2017, 5/20/16, 3/2/2015 
EFFECTIVE DATE: July 31, 1993 

The actions in this section are required when a vulnerable member leaves a Division-funded 
setting without planned alone time, is missing, and is at risk of harm; or when a member 
with alone time as defined in his/her Planning Document is missing longer than the Planning 
Document provides. 

A vulnerable member is defined as a person who is at potential risk of harm while 
unsupervised in the community. He or she may: 

• Be a danger to self or others 

• Require medication to control a condition such as diabetes, seizure disorder 

• Lack essential survival skills (such as the ability to communicate or move safely about 
the community). 

The Individual Support Plan team must assess the potential risk of a member who may leave 
his or her service site without supervision and must note the results of that assessment in the 
Individual Support Plan. If the member has prescribed medication, the Team must contact 
the primary care physician and/or psychiatrist to determine whether a potential medical risk 
may arise if the member goes without prescribed medication for any length of time; this must 
be noted in the plan. 

Provider Responsibilities: 

A. When a vulnerable member leaves a Division-funded setting without planned alone 
time is missing and is at-risk of harm, or when a member with alone time as defined 
in his/her Planning Document is missing longer than the plan provides, the provider 
staff must: 

1. Conduct a search of the immediate area. 

2. If the member is not located within 15 minutes, notify the program 
supervisor/other staff to assist with the search. 

3. If the member is not found within thirty minutes, notify law enforcement 
agencies (e.g., police, Sheriff’s Office) in both the immediate and surrounding 
communities and the parent/guardian. 

4. To assist in locating the member, contact the following entities during the 
search: hospitals, shelters, jails and bus stations. 

5. If the member is not located within one hour: 

a. Notify the Division by speaking directly to Support Coordination 
staff during regular business hours or by calling the District after 
hours reporting system on evenings and weekends. 
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b. Notify the Division immediately, when the missing member is 
located. 

c. Report the following information to the Division and submit a 
written incident report to the Division within 24 hours: 

i. Age of member 

ii. General description of the person 

iii. Time and location of disappearance 

iv. Efforts to locate member 

v. Vulnerability 

vi. Means of communication 

vii. Medical or special needs 

viii. Precursors to disappearance 

ix. Time police and parents/guardian notified 

x. Other entities contacted 

xi. Legal status (e.g., foster care, probation). 

B. If the member is located within one hour, the provider must notify the 
parent/guardian immediately and provide notification to the Division within 24 hours. 

Media Involvement 

The decision to contact the media for assistance in locating a member must be a 
collaborative agreement between the Division, law enforcement officials, the 
parent/guardian, and the provider. 

A. Prior to contact with the media, the provider must obtain verbal or written 
authorization from the parent/guardian. The approval must be documented in the 
provider and the Division records. 

B. As authorized, the provider must work directly with law enforcement officials by 
providing essential information about the member to be released to the media. Law 
enforcement will make the request for release of the vulnerable member’s 
information to the media. 

C. Support Coordination must immediately notify the District’s Program Manager 
or designee when a media release is requested, complete the Incident Call 
Report (Form DDD-1746A FORFF), and submit DDD-1746A FORFF to the 
District Quality Unit Incident Report mailbox within 24 hours. 

D. District Program Manager/designee must notify the Division on-call Batphone for 
notification to the Department’s Director and Public Information Officer. 
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Planning Team Responsibilities 

The member’s Planning Team will meet to discuss the incident within 30 days or as 
designated in the Behavior Plan to review the appropriateness of the current plan and Risk 
Assessment Tool. 
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