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I. Purpose
The purpose of the policy is to provide Tarry House, Inc. staff members with guidelines for determining when a person served should be considered AWON (absent without notice) and the actions to be taken to maximize the safety of the person served.

II. Policy
It is the policy of Tarry House, Inc. to have an expected return time for all people living in the Tarry House Recovery Home and The Respite Home who are away form the facility for whatever reason.  For those persons on pass from a hospital to either the Tarry House Recovery Home or the Respite Home, will be asked to remain on-grounds during the pass unless the person, in conjunction with his/her multidisciplinary team, present a valid reason why leaving grounds positively contributes to the person’s recovery plan.   The expected return time, developed with the safety of those served in mind is: 11:00p.m. Sunday thru Thursday, and 12:00a.m. on Fridays and Saturdays.  Any person who has not returned to the facility at the expected return time shall be considered AWON. 
III. Procedure
The following procedure is to be followed whenever a person served has not returned to the facility by the expected return time:
Person who have officially moved in:             

· Immediately call the person served Community Rehabilitation Specialist via that Community Living Specialist’s voice mail phone number.
· The staffs on duty are to document the person’s status in the clinical record.

· The Staffs on duty shall complete a Tarry House Minor Incident Report and forward to his/her supervisor.

· The supervisor, on the next business day, will contact the referring agency to ensure the voice-mail message was received and document on the Minor MUI.

Persons who are on pass from a hospital: 
· If the person served is on pass or trial visit, the referring agency’s after hours “on-call” number will be called as well as the Program Manager at Respite and the Recovery Specialist at Tarry House Recovery Home.  
· The hospital will be notified immediately.
· The staff person will complete a Tarry House Minor Incident Report and forward to his/her supervisor.

· The supervisor, on the next business day, will contact the referring agency to offer assistance to the referring agency in locating the missing person and document on the Minor MUI.

Tarry House Recovery Home - Persons who are missing more than 24 hours:

· The referring agency will be notified.

· While coordinating efforts with the person served’ CRS, area hospitals and the psychiatric emergency services unit are to be called to attempt to ascertain the whereabouts of the person served.  Information to complete a “clinical alert” form should be phoned to the ADM Crisis Center.
· The local police department is to be notified. Staffs are to complete a missing persons report with the police.

· The staffs on duty are to document the person’s status in the medical record.  The program manager, team leader or recovery specialist should add any new information to the follow-up section located on the back of the Minor Incident Report Form.
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