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PROCEDURE 

Series: 
 
Procedure Name: 
Procedure Number: 
Reviewed Date: 
Revision #/Date:  
Effective Date: 
 
Applicable to: 

Operating Procedures   COA:   PQI 4.02, RPM 2.02
      CFOP: 175-85 
Prevention, Reporting, and Services to Missing Children 
OP-1085 
N/A 
(2) 05/22/12, (3) 07/01/16, (4) 01/11/17, (5) 06/05/2020 
09/30/04 
 
All BFP Staff and Contract Providers 

PURPOSE: 
This operating procedure describes uniform policy for ensuring that 
prompt and comprehensive actions are taken when children are missing 
for any reason.  This operating procedure identifies the steps to be taken 
to prevent runaways, locate missing child(ren), prevent further incidents 
and provide needed services. 

 

PROCEDURE: 

 
References:  OP1144 - Incident Reporting and Client Risk Prevention 
 
Florida Statutes: 937.021, Chapter 39.0141 
FAC: 65C-30.019,  
CBCB OP 1144, 
 
1. Definitions  

Abducted: an individual who does not have care and custody of a child under the jurisdiction 
of a dependency court has taken the child and left the jurisdiction of the court or in some 
manner is avoiding the supervision ordered by the dependency court. 

Absconded: an individual who has care and custody of a child under the jurisdiction of a 
dependency court has taken the child and left the jurisdiction of the court or in some manner 
is avoiding the supervision ordered by the dependency court. 

Child: any unmarried person under the age of 18 years who has not been emancipated by 
order of the court. 

Designee: a person, contractual provider or other agency or entity named by CBC of 
Brevard. 

Exigent Circumstances: situations that require immediate actions, such as the child is under 
the age of thirteen, believed to be out of the zone of safety for their age and development, 
mentally incapacitated, in a life threatening situation, in the company of others who could 
endanger their welfare or is absent under circumstance inconsistent with established 
behaviors. 
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Missing Child: a person who is under the age of 18 years; whose location has not been 
determined; and who has been or will be reported as missing to a law enforcement agency. 

Runaway: a child who has left a relative placement, non-relative placement, shelter home, 
foster home, residential group home, any other placement alternative or their in-home 
placement without permission of the caregiver and who is determined to be missing.  A child 
who has run away three or more times for the purposes of this operating procedure is 
considered a “Habitual Runaway”. 

Care Manager: a professional position responsible for case management for children and 
families.   

2.  General Requirements 

a. A care manager must be alert to changes in the child’s behavior, emotional, and physical 
status, such as school problems, drug usage, depression, withdrawal and agitation.  The 
care manager must be prepared to act quickly when a child runs away or whose location 
is otherwise undetermined and must know the procedures to report a child as missing.  
Care managers must ensure that all caregivers are made aware of how to detect 
behaviors that may precipitate a child running away, as well as the procedure to follow if 
a child runs away or is otherwise missing. 

b. Each District/Region Family Safety Office must appoint a Florida Department of Law 
Enforcement (FDLE) Missing Endangered Persons Information Clearinghouse 
(MEPIC)/Local Law Enforcement contact person.  The responsibilities of the contact 
person will include: 

(1) To act as a liaison between the District/Region or designee’s staff and FDLE-
MEPIC/Local Law Enforcement to ensure that all necessary information on 
each child is obtained.  

(2) To review the electronic Missing Child Report (MCR) completed by the care 
manager or to complete the electronic MCR based on the information submitted 
by the care manager to assure completeness and accuracy prior to its 
transmission to FDLE.  The review should focus on the information outlined in 
paragraph 4c (1) of this operating procedure. 

c. Brevard Family Partnership or its designee will identify and support foster homes and 
other licensed facilities which have good skills and specific training in providing care for 
teenagers.  Brevard Family Partnership ensures that Intake Specialists have all current 
placement information available to them, including information on licensed homes and 
facilities that may not be appropriate for runaways. 

d. Brevard Family Partnership ensures that all caregivers are informed of potential warning 
signs and understand the reporting activities expected when children run away or are 
determined to be missing. 

e. If age appropriate, immediately upon placement of every child in out of home care, the 
care manager, jointly with the relative or non-relative caregiver, foster parent, or a staff 
member if placement is in a group home, informs the child that his/her safety and well-
being is a major concern.  Children will be informed of their rights and responsibilities as 
recommended by the statewide teen advisory board (refer to “Know the Facts, Foster 
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Care through the Eyes of the Teen,” 1996 edition, pages 4 and 5).  All children will be 
given the Florida Abuse Hotline number (1-800-962-2873) to call if they have concerns 
about their safety.  In addition, they shall be provided with the name and office number 
of their care manager, their Guardian ad Litem, and the District/Region Local Advocacy 
Committee. 

3.  Initial Response by a Caregiver to a Child Who Is Believed to be a Missing Child.   

Staff of Brevard Family Partnership or its designee must instruct caregivers to immediately do the 
following, as applicable, and document their attempts upon discovering a child under their care is 
missing: 

1.  If exigent circumstances exist, the caregiver will call local law enforcement as soon as 
the determination is made that the child is missing and ask the officer to: 

(1) Take a report of the missing child. 

(2) Assign a case number and provide the number back to the caregiver or person 
reporting the child missing. 

(3) Provide a copy of the law enforcement case report, when it is available. 

(4) If the responding law enforcement officer refuses to take a missing child report, 
for any reason, the caregiver will request to speak to the appropriate Watch 
Commander and document the officer’s name and specific local law 
enforcement agency name.  If the Watch Commander refuses to take a missing 
child report, the caregiver will immediately contact the care manager or on-call 
staff to report this information.  The care manager can refer to the  Child Welfare 
Site at http://www.centerforchildwelfare.org, which has a step by step guide for 
care managers.  If necessary, the care manager should contact their local child 
location point of contact for assistance.  If the local child location point of contact 
requires further assistance in getting a child reported as missing to local law 
enforcement, they should contact the Central Region DCF Criminal Justice 
Services Unit. 

(5) The caregiver will notify the child’s care manager or Case Management Agency 
(CMA) emergency on-call staff and share all pertinent information listed above 
with emphasis on providing the law enforcement agency name, case number 
and if available a copy of the law enforcement report.  The care manager will 
follow the procedures outlined in paragraph 4 of this operating procedure. 

2.  If exigent circumstances do not exist, the caregiver will (within the first hour) check to see 
what, if any, of the child’s personal belongings are missing or if the child left a note; and, 

a. Call the following persons as appropriate to ascertain if the child has been seen, 
or has given any indications that may explain the child’s missing status: 

1. School/child’s teachers and school resource officer; 

2. The child’s relatives/parents, both local and non-local, if appropriate and 
the caregiver has the means for such contact; 

http://www.centerforchildwelfare.org/
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3. Any friends or places that the child generally frequents, the local runaway 
shelter (if there is one in the community); and, 

4. The child’s employer, if applicable. 

b. Write down any information gathered that might help locate the child. 

c. Provide telephone numbers and ask for the individuals above to call back and 
share information if they have further information or see the child. 

d. Write down what the child was wearing the last time the child was seen and obtain 
a recent photo. 

e. Notify the child’s care manager or emergency on-call staff and share all pertinent 
information listed above with emphasis on providing the law enforcement agency 
name and case number if available.  The care manager will gather the information 
outlined in paragraph 4(1) below in preparation for reporting the child as missing. 

3.  If at any time the child returns to the caregiver home, all law enforcement agencies and 
other agencies notified that the child was missing must be contacted immediately.  If at any 
time new information is obtained on the child’s location, all law enforcement agencies and 
other agencies notified that the child was missing must be contacted immediately and 
appropriate efforts taken to return the child to the caregiver’s home. 

4.  Care Manager 

1.  The care manager will attempt to locate the child by checking with Economic Services, 
Medicaid, and other information sources and systems available to Brevard Family 
Partnership or its designee.  The following information will be gathered in preparation for the 
reporting of a child as a Missing Child: 

▪ Name and contact numbers of the care manager 

▪ The address from where the child is missing 

▪ The last time the child was visited by the care manager at that address 

▪ Name(s) and contact information of any sibling and children of the missing child 

▪ If the missing child has a child of their own, whether or not they took the child 
with them 

▪ Name, date of birth and Social Security number of any adult known to be 
involved 

▪ If the adult’s address is different from the child’s, the address of the adult 

▪ Information obtained from other Brevard Family Partnership information 
sources 

▪ Information obtained by the caregiver in their efforts to locate the child 

▪ The most recent court order and or court order indicating custody 

▪ If available, a current photograph and brief description of the child 

▪ If available, a fingerprint card for the missing child 
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▪ A list of any known medical or psychological problems 

▪ If available, the dental records of the child 

▪ Any other information that may assist law enforcement in locating the child 

2.  The child’s hard copy case file will be maintained in the local office in a centralized location 
and available at all times for review by local law enforcement and for the provision of updated 
information. 

3.  The child’s care manager will notify, as applicable, the following persons (if the caregiver 
has not already done so) once it has been determined that the child is missing and share 
the information identified in paragraph 4(1): 

4.  Local law enforcement must be notified within four hours in all cases of missing children 
whose location is not determined.  The responding officer must be asked to: 

a. Take a report of the missing child; and, 

b. Assign a case number/case report to record in the child’s case record and provide 
the number to the caregiver or person reporting the child missing. 

c. If the responding law enforcement officer refuses to take a missing child report, 
for any reason, the care manager will request to speak to the appropriate Watch 
Commander and document the officer’s name and specific local law enforcement 
agency name.  The care manager can refer to the DCF Criminal Justice web site 
at http://eww.dcf.state.fl.us/cjs/ for additional resources such as the update to FS 
937.021 which requires law enforcement agencies to take missing child reports 
from DCF and its contractors.  If the Watch Commander refuses to take a missing 
child report, the care manager will report this information to the local child location 
point of contact for assistance.  If the local child location point of contact requires 
further assistance in getting a child reported as missing local law enforcement, 
they should contact the Central Region DCF Criminal Justice Services Unit. 

5.  The child’s parents, legal custodian, relatives or foster parent. 

6.  His or her immediate supervisor. 

7.  The child’s Guardian ad Litem. 

8.  The child’s therapist. 

9.  Any other person the care manager deems essential. 

10.  In addition to notifying local law enforcement, the process for reporting a missing child 
is as follows: 

a. The care manager must immediately complete the electronic version of the 
Missing Child Report (MCR) in the Florida Safe Families Network (FSFN) and 
submit for approval to the local child location point of contact.  Completion of the 

http://eww.dcf.state.fl.us/cjs/
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electronic MCR will initiate notification of the child as missing to FDLE/MEPIC 
and the National Center for Missing and Exploited Children (NCMEC).  All 
contacts with FDLE and other follow up actions must be clearly documented in 
the child’s FSFN chronological notes. 

b. An original or scanned photo of the child, if available, must be mailed or e-mailed 
to the MEPIC immediately.  A photocopy of the child’s picture is not acceptable. 

c. If exigent circumstances exist, the MEPIC can be contacted directly to assist in 
initiating emergency procedures with law enforcement. 

d. The local child location point of contact must check the MEPIC web page at 
www.fdle.state.fl.us/missing_children/ within seven days of the MCRF being sent 
to MEPIC to ensure that the child has been entered into the missing child 
database.  If the child is not entered, the contact person must call MEPIC at 1-
888-356-4774 to find out if there is any additional information needed in order to 
have the child placed in the system. 

e. The care manager must document efforts to locate the child in the FSFN 
chronological notes, explicitly indicating all contacts made and attempted.   Due 
to the critical need for timely information, all FSFN information related to a 
Missing Child must be input immediately and not to exceed 24 hours. 

11.  If the child is residing in another state or nation the following actions must be taken: 

a. For children placed pursuant to the conditions of the Interstate Compact on the 
Placement of Children (ICPC), the care manager will immediately contact the 
social service worker providing supervision to request their assistance in the 
reporting of the child as missing to law enforcement in the jurisdiction where the 
child was residing.  For children not placed pursuant to ICPC, the care manager 
will contact the caregiver with whom the child was residing and request their 
assistance in reporting the child as missing. 

b. The care manager will contact any parents and/or relatives who reside locally to 
see if they have any information on the location of the child.  This information 
and the information outlined in e(1) should be shared with the social service 
worker providing supervision or caregiver to assist law enforcement in the 
jurisdiction where the child was residing. 

c. When the care manager is notified by the social service worker providing 
supervision or the caregiver that the child has been reported as missing, the 
electronic MCR will be completed indicating that the child was residing out of the 
state of Florida and has been reported as missing in the jurisdiction where he 
was located. 

d. All information and actions taken must be clearly documented in the child’s FSFN 
chronological notes. 

e. The care manager will notify the ICPC Office as soon as possible that the child 
has been reported as missing and of the efforts to locate the child. 

12.  As soon as possible, the child’s care manager shall, with the assistance of Child Legal 
Services, file notice with the court that the child has been reported as a missing child. 
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13.  An Incident Report must be completed as outlined in BFP OP1144, “Incident Reporting 
and Client Risk Prevention”, paragraph 4, Procedures. 

14.  The care manager will follow FSFN instructions for updating and entering specific child 
information for children who are on runaway status or whose location has not been 
determined into FSFN.  The care manager will also inform the BFP intake and placement 
unit that the child has run away.  A complete data records check will be conducted 
immediately by the child’s care manager to locate any service providers that may be active 
with the child.  Should there be an active service provider; the care manager shall contact 
the service provider immediately regarding the last time the child was seen and to notify the 
service provider the child is missing. 

15.  The child’s care manager or caregivers will ensure that every effort is made to encourage 
a child to return if they are contacted by the child who is affected by this operating procedure.   

16.  If at any time the child returns to the caregivers’ home, all agencies notified that the child 
was missing must be contacted immediately.  If at any time new information is obtained on 
the child’s location, all agencies notified that the child was missing must be contacted 
immediately and appropriate efforts taken to return the child to the caregivers’ home. 

17.  The child’s care manager will offer and arrange safe transportation for the child’s return 
if the child makes contacts. If the child is out-of-state or in another district/region 
transportation arrangements with adult traveling supervision will be made. 

5.  Care Management Services While a Child is Missing 

1.  Efforts to locate the child will occur at minimum, weekly for the first three months a child 
is missing and monthly for every additional month thereafter (for example, contacting the 
family, legal custodian, relatives, Guardian ad Litem, provider agencies, friends, the Missing 
Children Information Clearing House, the National Center of Missing and Exploited Children 
and law enforcement).  Contacts must be documented explicitly in the child’s FSFN record 
using the missing child – efforts to locate note type which the child attached as a subject of 
the note and in all judicial review reports. 

2.  Prior to each judicial review of a child in out-of-home care whose location is not 
determined, the care manager will: 

a. Complete a data system records check to locate service providers who may be 
active with the child. 

b. Contact any provider listed as having been an active service provider to the child 
during the dates that the child’s location was unknown.  Should there be an active 
service provider, notify the service provider the child is missing and document the 
last time the child was provided a service. 

c. Include in the judicial review reports specific efforts and results related to locating 
the child. 

3.  The care manager must interview the child’s caregivers to determine whether or not the 
child will be placed with them upon return. 
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4. The child’s care manager will explore other placement options in the event the caregivers 
do not wish for the child to return or the child expressed a strong aversion to returning to the 
previous placement or return to the placement is otherwise determined not to be in the child’s 
best interest. 

5. The BFP child location point will ensure that the FSFN Runaway and Absconded Alert 
report and the Runaway and Absconded Exceptions report are being tracked and reviewed 
on a monthly basis. 

6.  If a child becomes eighteen years old while reported as missing, all agencies notified that 
the child was missing will be contacted and notified that the child has become eighteen years 
old.  A copy of the case file will be offered to local law enforcement for their continuing efforts 
to locate the missing person. 

7.  Compliance with efforts to locate will be tracked by FSFN and the child location point of 
contact. 

8. Children missing over 30 days will require a staffing to include the Criminal Justice 
Services unit, law enforcement if available, as well as the case worker and the CBC Missing 
Child Point of Contact. 

6.  Response and Interventions for Children Who Return 

1.  When the child returns, the child must hear and see statements of concern regarding the 
child’s safety and well-being from the adults who have significant relations with the child. 

2.  Relatives, non-relatives, foster parents and other caregivers shall be instructed to take 
care of the child’s immediate needs upon return, such as food, bathing, medical attention, 
rest, etc.  In cases when children return from runaway status, appropriate discipline or 
consequences can be delayed until after the immediate needs, including psychotherapeutic 
and behavioral interventions, of the child are met and the caregiver and the child are ready 
to calmly discuss the incident and clarification of behavioral expectations. 

3.  When the child is located and/or returned, the care manager shall immediately notify the 
child location point of contact, the child’s parents, legal custodian, relatives, caregivers, the 
Guardian ad Litem, law enforcement, the court, the Missing Children Information Clearing 
House, and the National Center for Missing and Exploited Children, as well as any other 
agency or people who were contacted regarding the missing child and complete either a 
standard or rapid recovery in FSFN.   

4.  If age appropriate, the child will be interviewed privately by the care manager upon 
notification of the child’s return within one business day to determine the child’s need for 
further services and/or change in placement.  The care manager will complete the Runaway 
Risk Assessment and Debriefing form with the child upon notification of the child’s return 
within one business day.  The Runaway Risk Assessment and Debriefing form (see 
attached) will be sent to the CBC Missing Child Point of Contact once competed. 
Additionally, the care manager will work with the child to try to determine the circumstances 
surrounding the episode.  In situations where the care manager determines the child ran 
away, a referral for a mental health evaluation must be made.  For the child who is 
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considered a Habitual Runaway (3 or more runs), a referral will be made to a behavior 
analyst for a behavioral review or comprehensive behavioral assessment by a Certified 
Behavior Analyst or Certified Associate Behavioral Analyst.  After the review or assessment, 
the Analyst will provide assistance in the development of an individualized plan for the 
prevention of continued run away behavior.  

5.  The care manager will consult with a supervisor and the caregiver to determine the need 
for a staffing, to discuss service needs, and need for a case plan update, placement changes, 
etc. for the child.  The staffing should include caregivers, Child Legal Services Staff, clinical 
staff, the Guardian ad Litem and teachers, if applicable. 

6.  The child’s care manager will ensure that FSFN is updated upon the child’s return to 
reflect that the child has returned.  

7.  Should a child returning from runaway status express a desire to live with a person or 
family member who wishes to be considered as a placement for the child, a home study and 
background check shall be conducted to determine if the home is an appropriate option. 

8.  The child’s care manager will review the child’s wraparound/case plan each time a child 
returns and will request a Family Team Conference to update the plan, if necessary, and 
submit the update to the court (review the case plan to ensure that it includes appropriate 
services).  The FTC will include appropriate services and tasks. The caregiver will be 
included in the FTC. 

9.  Additional training or consultation to caregivers will be identified and provided, if 
necessary, to assist them to provide appropriate care to the child who has returned. 

10.  All intervention actions taken when a child has returned will be documented in the FSFN 
chronological notes. 
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Runaway Risk Assessment & Debriefing (OP1085) 
 

Date of Interview: _______________________ 
 

Demographic Information: 

Child’s Name: Child DOB: 

Care Mgr./Agency/Unit: Supervisor: 

Date Missing: Date of Recovery: 

# Days Missing: Location of Recovery: 

# of Runaway Episodes: Law Enforcement Agency:  

Last School Attending/Grade level: Nicknames/Alias:  

Screen Names and social media accounts: Relatives and contact information 
 
 
 
 

DJJ Probation:     Yes or     No JPO Name: 

Gang Involvement:     Yes or     No JPO Phone #: 

Gang Affiliations: 

Placement Information: 

Name of Placement: Date of Placement: 

Length of Stay in home/facility: # of placements: 

Name of Foster/Group Home: Permanency Goal: 

Date of Removal:  

Questions to the child: 

1. What caused you to run?  

2. What could have been done to change what caused you to run? 

3. Where did you go when you ran? 

4. Did you run away with another youth or by yourself? 

5. Where do you want to live? This may include out-of-county and out-of-state. 

a. Name: 

b. Address: 

c. Contact Number: 

d. Relationship: 
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6. If that is not possible, who is your second choice? 

a. Name: 

b. Address: 

c. Contact Number: 

d. Relationship: 

 

7. What happened to you when you ran? 

8. Did anyone help you while you were on runaway (give you food, clothes, rides)? 

9. Where did you eat while you were on runaway? 

10. Have you used any drugs and/or alcohol while on runaway?   

11. If yes, do you feel you need treatment and are you willing to get treatment?  

12. Do you feel safe in your current placement?  If not, why?  

13. Who are the people that you feel that you can trust? 

14. If you could change anything about your life, what would you change? 

15. Do you understand why Brevard Family Partnership is involved in your life right now? 

16. What else can you tell me that you think would help you and other children who have 
runaway? 

17.  How do you feel in your current placement? 

18. Were you given plenty of food in the foster home/facility? 

19. Do you have a girlfriend or a boyfriend? 

20. Are you sexually active? 

21. Have you been abused/neglected while in the home or on runaway status?  

22. What did you like best or least about this foster home or facility?  

23. Did you feel safe living with others in this foster home or facility? 
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24. What can we do to help improve the situation, so that you don’t feel like you need to run in the 

future? 

25. Who would you like to have more contact with? 

 

If you asked to call people on your approved phone list, were you ever told no?   
 Y N Y N 

Case Manager    Therapist   

GAL   Relative   

Friend   Parents   

AAL   

 

 

Please feel free to list any other issues or concerns that will help you now and in the future.   
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________ 

Case Manager to note observations of child (emotional state, affect, appearance, clothing, bruises or injuries) 

________________________________________________________________________________
________________________________________________________________________________ 
 
 
 
 
 
 
 
 
 
___________________________________ _____________________________________ 
Child’s Signature Signature of Interviewer 




