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Missing Persons
319.1   PURPOSE AND SCOPE

(a) This policy provides guidance for missing person investigations.

(b) Reports of missing, abducted, abandoned, or endangered persons will be investigated
promptly and thoroughly, using established resources, in an attempt to attain
successful outcomes. (41.2.6a)

319.1.1   DEFINITIONS

(a) At risk - Includes persons who:

1. Are 13 years of age or younger.

2. Regardless of age, are believed or determined to be experiencing one or more
of the following circumstances:

i. Physically or mentally disabled to the degree that they are dependent upon
an agency or another individual (§ 43.400, RSMo).

ii. Drug dependent, including prescribed medication or illegal substances,
and the dependency is potentially life-threatening.

iii. Absent from home for more than 24 hours before being reported to law
enforcement as missing.

iv. In a life-threatening situation or missing under circumstances indicating
that the person's safety may be in danger (§ 43.400, RSMo).

v. In the company of others who could endanger their welfare.

vi. Absent in a way that is inconsistent with established patterns of behavior
and cannot be readily explained. Most children have an established and
reasonably predictable routine.

vii. A child missing under circumstances indicating that they are in the
presence of, or under the control of, a person who is in violation of a
permanent or temporary court order and either:

A. 14 or more days have elapsed without the person seeking
modification of the court order.

B. There are reasonable grounds to believe that the child may be taken
outside of the United States (§ 43.400, RSMo).

viii. Involved in a situation that would cause a reasonable person to conclude
the person should be considered at risk.

(b) Missing person - Any person who is reported missing to law enforcement when that
person's location is unknown.

(c) Missing person networks - Databases or computer networks that are available
to law enforcement and are suitable for obtaining information related to missing
person investigations. This includes the National Crime Information Center (NCIC),
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the National Center for Missing and Exploited Children, as appropriate, the Combined
DNA Index System (CODIS), and the Missouri Uniform Law Enforcement System
(MULES).

319.2   REQUIRED FORMS AND BIOLOGICAL SAMPLE COLLECTION KITS

(a) The Investigation Unit supervisor shall ensure the following forms and kits are
developed and available: (41.2.6e)

1. Missing person report form

2. Missing person investigation checklist that provides investigation guidelines
and resources that could be helpful in the early hours of a missing person
investigation

3. Missing person school notification form

4. Medical records release form

5. Biological sample collection kits

319.3   ACCEPTANCE OF REPORTS

(a) Any member encountering a person who wishes to report a missing person or runaway
shall render assistance without delay. This can be accomplished by accepting the
report via telephone or in-person and initiating the investigation. All personnel shall
give priority to the handling of these reports over the handling of reports relating to
crimes involving property. Those members who do not take such reports or who are
unable to give immediate assistance shall promptly dispatch or alert a member who
can take the report. (41.2.5a)

(b) A report shall be accepted in all cases and regardless of where the person was last
seen, where the person resides or any question of jurisdiction.

319.3.1   REPORT REQUIREMENTS

(a) The missing person report shall contain at a minimum (§ 43.401(1), RSMo):

1. The name of the reporting person.

2. The name, address, and phone number of the guardian, if any, of the missing
person.

3. The relationship of the reporting person to the missing person.

4. The name, age, address and all identifying characteristics of the missing person.

5. The length of time the person has been missing.

6. Other information deemed relevant.

(b) If the missing person is under the age of 17, as soon as practicable, a standardized
missing child report shall be prepared (§ 43.401.1(3), RSMo). The missing child report
shall be maintained as a record by the Office during the course of the investigation.
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(c) For all reports involving a missing child, office personnel shall request that a member
of the family or next of kin authorize the release of the medical and dental records
of the missing child for analysis by the Missouri State Highway Patrol (§ 43.410.4,
RSMo; § 43.410.5, RSMo).

319.3.2   INVESTIGATION OF ENDANGERED MISSING PERSONS (41.2.5G)

(a) If it is determined the person is missing and endangered, the handling deputy shall
immediately: (41.2.5b)

1. Ensure that identifying and descriptive information about the person and
involved suspects and vehicles is broadcast regionally, statewide, and
nationally. (41.2.6c)

i. Such descriptive information about involved persons should include name,
date of birth, age, sex, race, height, weight, hair and eye color, scars,
marks, tattoos, and clothing description.

ii. Other such information about involved vehicles should include vehicle
make, color, and model, accomplices, possible destination, or possible
route to be traveled.

2. Consult with the Missouri State Highway Patrol, and request assistance as
necessary.

3. Secure the crime scene or last known position of the missing person and, if not
already completed, attempt to identify and interview persons in the area at the
time of the incident.

4. Implement multijurisdictional coordination and mutual aid plans when
necessary. Factors to consider include:

i. Inadequate sheriff's office resources.

ii. The investigation crosses jurisdictional lines.

iii. Existence of pre-established task forces or investigative teams.

5. Obtain and protect uncontaminated missing person scent articles for possible
use by search canines.

6. The reporting deputy will be responsible for ensuring that pertinent information is
relayed to the Communications Unit for entry in the National Crime Information
Center (NCIC) computer system. Missing or abducted children must be entered
in the system within two (2) hours of being reported missing or abducted.
(41.2.5c)

7. Activate protocols for working with the media including AMBER Alert and
Endangered Person Advisory. (41.2.5d)

i. The Communications Unit will assist with AMBER Alerts by: (41.2.6e)

A. Ensuring that the required NCIC entry is completed when requested;

B. Completing notifications to other law enforcement agencies as
directed;
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C. Forwarding pertinent information to an on-duty supervisor for
appropriate staff notifications; and, (41.2.6b)

D. Canceling the NCIC entry at the direction of the Public Relations
Manager or a supervisor. (41.2.5c)

319.3.3   INVESTIGATION DUTY MISSING CHILD

(a) Upon receiving and verifying a report of a missing child, the Clay County Sheriff's
Office shall enter the information within two hours into the Missouri Uniform Law
Enforcement System (MULES)/National Crime Information Center (NCIC) missing
person databases (42 USC 5780(3)). (41.2.5c)

(b) In conducting an investigation of a missing child, the Clay County Sheriff's Office shall:

1. Conduct a preliminary investigation and classify the cause of the disappearance
of the child as "runaway," "abducted by parent," "abducted by a stranger," or
"cause of disappearance unknown," and shall:

i. Immediately notify such persons and make such inquiries concerning the
missing child as necessary.

ii. Utilize a family liaison to maintain communication with the family of the
missing child.

iii. Fully comply with the requirements of the National Child Search
Assistance Act of 1990, Title XXXVII of Public Law 101-647, 104 Stat.
4966.

A. Verify and update original MULES/NCIC entries with any additional
information within 30-60 days of entry.

iv. Enter into the MULES/NCIC Missing Person File database, as
miscellaneous information, any person reasonably believed to have
unlawfully abducted or detained the missing child, or aided or abetted the
unlawful abduction or detention.

v. Enter into the MULES/NCIC Wanted Person File any warrant information
for the arrest of a person suspected in the child's disappearance or
concealment, including identifying and descriptive information concerning:

A. The suspect.

B. As miscellaneous information, the missing child.

vi. Determine whether the circumstances regarding the missing child meet
the criteria for an AMBER Alert activation (see Public Alerts Policy).

vii. Notify and direct the on-call detective and Public Relations Manager to
respond to the scene or other designated location. (41.2.6e)

2. Cross-reference and integrate all information into the MULES/NCIC Missing
Person File.

3. Coordinate with the Missouri State Highway Patrol to notify, as soon as
appropriate, the school in which the missing child is or was most recently enrolled
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or the county school superintendent if the child was being instructed at home,
that the child is the subject of a missing child report, and that the child's school
records are to be flagged in case the child reappears within the state.

4. Coordinate with the Missouri State Highway Patrol to contact the state registrar
in the state of the child's birth to flag the child as missing on their birth certificate.

5. When a missing child has not been located within 30 days after a report is filed,
the assigned investigator shall:

i. Confirm authorization for consent to obtain dental and medical records.

ii. Send to the child's parent or guardian a request for certain identifying
information regarding the child that the NCIC recommends to be provided.

iii. Request the child's parent or guardian to provide such identifying
information regarding the child.

iv. Upon receipt of the medical or dental records, enter the information into
the MULES and NCIC database.

6. Upon notice by a parent or guardian that a child reported as missing has
been found or returned, a deputy should conduct a recovery interview to verify
that the child has returned and provide referrals to minimize the potential for
reoccurrence. The Sheriff's Office shall enter the updated information into the
MULES and NCIC database and shall inform any school that was notified that
the minor is no longer a missing child. (41.2.5c)

319.3.4   CRIME AND SCENE INVESTIGATION/MANAGEMENT

(a) If a crime scene is identified, it should be secured and a command post or operation
base placed into operation a reasonable distance from the crime scene. Staff and
assign the responsibilities for Command Post Supervisor, Media Relations Deputy,
Search Coordinator, Investigative Coordinator, Communication Officer, and Support
Unit Coordinator. Provide two liaison deputies (one at the command post and one
at the home). The role of the liaison at the home will include facilitating support and
advocacy for the family. (41.2.6e)

(b) The investigation of the crime should consider various elements, including:

1. Establishing the ability to "trap and trace" all incoming calls. Consider setting
up a separate telephone line or cellular telephone for Sheriff's Office use and
follow up on all leads.

2. Compilation of a list of known sex offenders in the region.

3. In cases of infant abduction, investigate claims of home births made in the area.

4. In cases involving children, obtain child protective agency records for reports of
child abuse.

5. Review of records for previous incidents related to the missing person and prior
police activity in the area, including prowlers, indecent exposure, attempted
abductions, etc.
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6. Obtaining the missing person's medical and dental records, fingerprints, and
DNA when practicable or within 30 days.

7. Creating a missing person profile with detailed information obtained from
interviews of family and friends, and records describing the missing person's
heath, relationships, personality, problems, life experiences, plans, and
equipment.

8. Update the MULES/NCIC file, as necessary, with any additional information,
regarding the missing person, suspect and vehicle.

9. Interview of delivery personnel, employees of gas, water, electric, and cable
companies, taxi drivers, post office personnel, sanitation workers, and others.

10. For persons under the age of 21, contacting the National Center for Missing and
Exploited Children (NCMEC) for photo dissemination and other case assistance.

11. Determining whether outside help is needed and the merits of utilizing local,
state and federal resources related to specialized investigative needs, including
the following:

i. Available search and rescue resources

ii. Investigative resources

iii. Interpretive services

iv. Telephone services, such as traps, traces and triangulation

v. Media assistance from local and national sources

12. Use of secure electronic communication information, such as the missing
person's cellular telephone number, e-mail address, and social networking site
information.

13. Appointing a deputy who shall be responsible to communicate with the family/
reporting party or their designee and who will be the primary point of contact
for the family/reporting party or the designee. Provide contact information and
the family information packet (if available) to the family/reporting party or the
designee.

319.4   INITIAL INVESTIGATION (41.2.6E)

(a) Deputies or other members conducting the initial investigation of a missing person
should take the following investigative actions, as applicable:

1. Respond to a dispatched call as soon as practicable.

2. Interview the reporting party and any witnesses to determine whether the person
qualifies as a missing person and, if so, whether the person may be at risk.

3. Notify a supervisor immediately if there is evidence that a missing person is
either at risk or may qualify for a public alert, or both (see the Public Alerts
Policy). (41.2.6b)



Clay County Sheriff's Office
Clay County SO Policy Manual

Missing Persons

Copyright Lexipol, LLC 2022/12/20, All Rights Reserved.
Published with permission by Clay County Sheriff's Office

Missing Persons - 7

4. Broadcast a "Be on the Look-Out" (BOLO) bulletin if the person is under 17
or there is evidence that the missing person is at risk. The BOLO should be
broadcast as soon as practicable but in no event more than one hour after
determining the missing person is under 17 years of age or may be at risk.
(41.2.6d)

5. Ensure that entries are made into the appropriate missing person networks, as
follows:

i. Immediately, when the missing person is at risk.

ii. In all other cases, as soon as practicable, but not later than two hours from
the time of the initial report.

6. Complete the appropriate report forms accurately and completely and initiate a
search as applicable under the facts.

7. Collect and review:

i. A photograph and fingerprint card of the missing person, if available.

ii. A voluntarily provided biological sample of the missing person, if available
(e.g., toothbrush, hairbrush).

iii. Any documents that may assist in the investigation, such as court orders
regarding custody.

iv. Any other evidence that may assist in the investigation, including personal
electronic devices (e.g., cell phones, computers).

8. When circumstances permit and if appropriate, attempt to determine the missing
person's location through their telecommunications carrier (§ 392.415, RSMo).

9. Contact the appropriate agency if the report relates to a missing person report
previously made to another agency and that agency is actively investigating the
report. When this is not practicable, the information should be documented in an
appropriate report for transmission to the appropriate agency. If the information
relates to an at-risk missing person, the member should notify a supervisor and
proceed with reasonable steps to locate the missing person. (41.2.6b)

319.4.1   TRANSMITTING REPORTS TO OTHER JURISDICTIONS

(a) Missing person reports should be disseminated to other law enforcement agencies
who may become involved in the investigation (§ 43.401.1(2), RSMo). When the Clay
County Sheriff's Office takes a missing person report on a person who lives outside
of this jurisdiction, the Records Center shall promptly notify and forward a copy of
the report to the agencies having jurisdiction over the missing person's residence and
where the missing person was last seen. (41.2.5b)

319.4.2   ELECTRONIC NOTIFICATIONS (41.2.6D)

(a) When a missing person is under the age of 21, Records Center personnel shall send
electronic notification to the NCIC within two (2) hours after accepting the report (42
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USC § 5779(a); 42 USC § 5780(3)). The electronic notification must note if the case
involves a person whose safety appears to be endangered.

319.4.3   MISSING MORE THAN 45 DAYS

(a) If a person is still missing after 45 days, the handling investigator must check with the
appropriate medical examiner and send to the U.S. Department of Justice (DOJ) a
photograph and dental records, and verify and update the record with any additional
information as warranted.

(b) If dental records are unobtainable, the appropriate update to the record should be
made. The assigned detective should verify and update the required missing person
databases within 60 days of the original entry of the missing person into the systems
and within 45 days thereafter until the missing person is located. The initial follow-up
entry shall not exceed 60 days from the date of original entry. The assigned detective
must also make reasonable efforts to locate the missing person and document these
efforts with a supplemental report at least every 45 days. These reasonable efforts
will include, if the missing person is under the age of 21, maintaining a close liaison
with the National Center for Missing and Exploited Children (42 USC § 5780(4)(a)).
Deputies investigating missing person cases may also consider the National Missing
and Unidentified Persons System (NamUs), www.findthemissing.org, as an additional
resource.

319.5   REPORT PROCEDURES AND ROUTING

(a) Members should complete all missing person reports and forms promptly and advise
the appropriate supervisor as soon as a missing person report is ready for review.

319.5.1   SUPERVISOR RESPONSIBILITIES (41.2.6E)

(a) The responsibilities of the supervisor shall include, but are not limited to:

1. Reviewing and approving missing person reports upon receipt.

i. The reports should be promptly sent to the Records Center.

2. Ensuring resources are deployed as appropriate.

3. Initiating a command post as needed.

4. Ensuring applicable notifications and public alerts are made and documented.

5. Ensuring that records have been entered into the appropriate missing persons
networks.

6. Taking reasonable steps to identify and address any jurisdictional issues to
ensure cooperation among agencies.

i. If the case falls within the jurisdiction of another agency, the supervisor
should facilitate transfer of the case to the agency of jurisdiction.

319.5.2   RECORDS UNIT RESPONSIBILITIES (41.2.6E)

(a) The responsibilities of the Records Center receiving member shall include, but are
not limited to:

www.findthemissing.org,
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1. As soon as reasonable under the circumstances, notify and forward a copy of the
report to the agency of jurisdiction for the missing person's residence in cases
where the missing person is a resident of another jurisdiction.

2. Notify and forward a copy of the report to the agency of jurisdiction where the
missing person was last seen.

3. Notify and forward a copy of the report to the agency of jurisdiction for the missing
person's intended or possible destination, if known.

4. Forward a copy of the report to the Investigation Unit.

5. Coordinate with the NCIC Terminal Contractor for Missouri to have the
missing person record in the NCIC computer networks updated with additional
information obtained from missing person investigations (34 USC § 41308).
(41.2.5c)

319.6   INVESTIGATIONS UNIT FOLLOW-UP (41.2.5F)

(a) In addition to completing or continuing any actions listed above, the investigator
assigned to a missing person investigation:

1. Should ensure that the missing person's school is notified within 10 days if the
missing person is a juvenile.

i. The notice shall be in writing and should also include a photograph.

ii. The investigator should meet with school officials as appropriate to stress
the importance of including the notice in the child's student file, along
with the investigator's contact information if the school receives a call
requesting the transfer of the missing child's files to another school.

2. Should recontact the reporting person and other witnesses within 30 days of
the initial report and within 30 days thereafter to determine if any additional
information has become available. (41.2.5e)

3. Should consider contacting other agencies involved in the case to determine if
any additional information is available.

4. Shall verify and update MULES, NCIC and any other applicable missing person
networks within 30 days of the original entry into the networks and every 30 days
thereafter until the missing person is located (34 USC § 41308).

5. Should continue to make reasonable efforts to locate the missing person and
document these efforts at least every 30 days.

6. Shall maintain a close liaison with state and local child welfare systems and
the National Center for Missing and Exploited Children (NCMEC) if the missing
person is under the age of 21 and shall promptly notify NCMEC when the person
is missing from a foster care family home or childcare institution (34 USC §
41308).

7. Should make appropriate inquiry with the medical examiner.
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8. Should obtain and forward medical and dental records, photos, X-rays and
biological samples, as applicable.

9. Shall attempt to obtain the most recent photograph for persons under 18 years
of age if it has not been obtained previously and forward the photograph to the
Missouri State Highway Patrol Missing Persons Unit and enter the photograph
into applicable missing person networks (34 USC § 41308).

10. Should consider making appropriate entries and searches in the National
Missing and Unidentified Persons System (NamUs).

11. In the case of an at-risk missing person,a person who has been missing for
an extended time, or if there is any indication the person has been transported
over state lines, should consult with a supervisor regarding seeking federal
assistance from the FBI and the U.S. Marshals Service (28 USC § 566).

12. Coordinate to have NCIC entries updated or removed when persons are located.
(41.2.5c)


