

[image: Logo

Description automatically generated]NON-CONFIDENTIAL
5.08 Missing Participant Policy & Procedure
Date Adopted: July 2023 Next Review Date: July 2025 Version: 1


[bookmark: _Toc119403965]5.08 Missing Participant Policy & Procedure
[bookmark: _Toc119404438]
[bookmark: _Toc119404458]Purpose and Scope 
The Missing Participant Policy and Procedure is implemented throughout Amwrelle Cleaning & Home Care Services to ensure the correct protocols are taken if a participant was deemed missing, or in suspicion of absence.
This extends to all employees and meets relevant laws, regulations, and standards. 
[bookmark: _dwplxmkyrr61][bookmark: _Toc119404459]Policy
Amwrelle Cleaning & Home Care Services is committed to providing 24/7 care and services for participants. The Missing Participant Policy and Procedure outline the actions that are required to take if a participant is missing. It is the responsibility of Amwrelle Cleaning & Home Care Services to effectively respond and maintain assistance and support to all personnel, to ensure their health and safety is accounted for. 
[bookmark: _lni47dkaj26s][bookmark: _Toc119404460]Worker Responsibilities
· Immediately report and notify key personnel if it is noticed or suspected they are missing.
· To maintain a watchful eye and continuously monitor participants.
· Report to Health Care Manager.
[bookmark: _6gn62ui1h857][bookmark: _Toc119404461]Management Responsibilities
· To ensure the safety of all personnel.
· To contact participants related personnel in the event a participant is missing.
· Report to Health Care Manager or emergency services.
[bookmark: _nikfxf2t4utd][bookmark: _Toc119404462]Procedure
The Missing Participant Procedure is utilised throughout Amwrelle Cleaning & Home Care Services to ensure the safety of all participants. It is the responsibility of Amwrelle Cleaning & Home Care Services’ personnel to monitor all whereabouts of the participant. In the exceptional circumstances, a participant is in suspicion or is deemed missing. Immediate action will take place, and related personnel to that individual will be made aware of the situation. 
[bookmark: _o8lho5rzugjy][bookmark: _Toc119404463]Principles of Missing Participants
It is the responsibility of Amwrelle Cleaning & Home Care Services and its personnel to provide 24/7 care to their required participants. It is extremely crucial that all key personnel are aware and have developed the understanding of their participant’s behaviour patterns and should determine if they require extra monitoring. Personnel must not perform and deliver nursing or medical assistance if they are not professionally trained in the area. The 24/7 care workers 

must clearly communicate to participants the actions and measurements that will be utilised to meet Amwrelle Cleaning & Home Care Services’ duty of care concerning participants.
All care workers, or in the circumstance that a sub-contractor is responsible for caring for a participant are to act upon any incidents promptly; however, they must ensure the initial safety of themselves.
Personnel are to ensure frequent communication to the Health Care Manager, and especially make them notified if an emergency were to occur. The Owner/Director and/or Health Care Manager may endeavour skilled external organisations and interact with experts/consultants or experts in the place a participant is suspected missing.
[bookmark: _1mliveca0fqf][bookmark: _Toc119404464]Missing Participant
In the event a participant is deemed missing, it is essential that Amwrelle Cleaning & Home Care Services’ personnel and HC Manager follow the below specifications:
· Communicate to the participants’ mobile phone frequently (if they possess one).
· Enquire with all persons who were in contact or seen the participant that current day. Also, ask the surrounding neighbours if they have seen the missing participant.
· Conduct a thorough and careful search of the home and surrounding areas.
· Ensure to contact both Owner/Director, Health Care Manager and/or emergency services to report the situation.
Once authorised personnel have been contacted; they are then to notify the HC Manager to inform them of the incident, and to verify if they have had recent contact with the individual. If for any reason, the workers are unable to contact the HC Manager, then it is their responsibility that they contact emergency services immediately. They must follow all instructions given to them by police or the HC Manager.
If a participant is found, all personnel must be made aware of the positive outcome. Family members should also be immediately informed.
It is essential that all events are recorded and documented, via the incident form and then placed in the participant's personal file.
The incident must be investigated thoroughly to ensure the elimination of potential future occurrences.
[bookmark: _9gggxdrp46b1][bookmark: _Toc119404465]Supporting Documents
Relevant documents relating to this Policy and Procedure:
· Incident Management - Incident Report 
· Incident Management - Incident Register
· Incident Management - Incident Investigation Form
· Incident Management - NDIS - Reportable incident - 5 day notification
[bookmark: _omxuac568uwv][bookmark: _Toc119404466]
Policy Review
Amwrelle Cleaning & Home Care Services may change this policy and procedures from time to time to improve the effectiveness of its operation.  Generally, this entire policy will be reviewed in consultation with people using the service, their families and carers and workers every year.
[bookmark: _dils9fi41j3f]All service planning, delivery, and evaluation activities will include workers, participants, and other stakeholders, and their feedback.
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