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RUNAWAY AND CHILD ABDUCTION PROCEDURES

This is to remind staff of what are the responsibilities of CSWs when a child is a runaway or is abducted.

It is departmental policy that when a child runs away from a placement, the case-carrying CSW will make all diligent efforts to locate the child on an ongoing basis until the child is located or court jurisdiction is terminated.  

When a CSW learns that a child is missing or has runaway from placement or from the home of a 

parent CSWs shall follow all procedures set forth in Procedural Guide 0100-570.11, Runaways.  The 

following are the key steps that CSWs shall take:

1. Direct the out-of-home caregiver to immediately make a Missing Person’s Report to the law enforcement agency that has jurisdiction.  In no circumstances shall contact with law enforcement be delayed more than 24 hours.

2. Instruct the out-of-home caregiver to make inquiries appropriate to the situation, e.g., to neighbors, peers, school, etc and to immediately report back any information regarding the missing child.

3. Contact the caregiver no later than the next business day and verify that the Missing Person’s Report was filed with law enforcement.  Obtain the report number and document the information in the Contact Notebook.  If the caregiver has not filed the Missing Person’s Report, immediately contact law enforcement and file the report.
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If you have any questions regarding this release please 


e-mail your question to:


Policy@dcfs.co.la.ca.us

Clerical Handbook: http://198.51.213.151/Policy/Hndbook%20Clerical/Default.htm
Child Welfare Services Handbook: http://198.51.213.151/Policy/Hndbook%20CWS/default.htm
FYI’s: http://dcfs.co.la.ca.us/Policy/FYI/TOCFYI.HTM
4. Immediately inform the child’s parent or legal guardian by telephone that his or her child has runaway if (s)he is available and his/her own situation does not preclude this, e.g., hospitalized with serious mental illness, court order to the contrary, etc. 

5. If the parent’s whereabouts is known and the parent has no phone, make a home call as soon as possible but no later than the next business day from the date of learning about the child running away to advise him or her of that the child has runaway and advise the parent to contact the department immediately if (s)he obtains any information regarding the child’s whereabouts.  Request that the parent give the department a phone number where they can be reached. 

6. Make inquiries appropriate to the situation, e.g., to the parents, non-relative extended family members, siblings, former out-of-home caregivers, relatives, child’s friends, former CSWs, law enforcement, the child’s former and/ or current school, or any other persons who might have any knowledge regarding the child’s whereabouts.  Request that they contact the department immediately if they obtain any information regarding the child’s whereabouts.  In addition, conduct searches on CWS/CMS, Single-Index and JAI. 

7. Continue to make inquires with the above noted parties (except law enforcement, see #9 below) on a weekly basis until the child is found.  Follow all leads as new information is received regarding the location of the child.  Conduct searches on the above-noted sites on a weekly basis.
8. Contact law enforcement every other day for the first two weeks and weekly thereafter to locate the child.

9. Notify the child’s attorney via the Child’s Attorney Notification Specialists (CANS) within 48 hours, but no later than 72 hours, if the child has runaway.  See Procedural Guide 300-506.08, Communications With a Child’s Attorney.

10. As soon as possible but no later than one business day of learning that the child has runaway, complete the Abducted and Runaway Kids System (ARKS) Information Sheet, on-line and e-mail it to the Office Designee responsible for entering data on to the Abducted and Runaway Kids System (ARKS) web-site.

CSWs are required to complete the Abducted and Runaway Kids System (ARKS) Information Sheet, for all run-away episodes including those of short duration (24 hours or less).
12. Within 48 hours (2 business days) of being notified that the child has run away, submit the following information to the Juvenile Court Services Liaison Office:

a) A request for a protective custody warrant as outlined in Procedural Guide 0300-503.55, Protective Custody Warrants:  Requesting, Recalling or Renewing.  Attach or paste a current photograph of the child to the warrant report.  Indicate the date of the photograph, if known. 

b) A separate color photograph of the child (black and white photos accepted if color is not available).  Indicate the date of the photograph, if known, in order to have Juvenile Court Services post the child’s photograph on the Abducted And Runaway Kids System (ARKS) website. 
13 Record all contacts and efforts to locate the child in the Contact Notebook.
14 Record all contacts and efforts to locate the child in the Contact Notebook.
15. Forward the completed Information Sheet to the Office Designee responsible for inputting data into ARKS.

16. Thoroughly document all efforts to locate the child in the next status review report.

Whenever a child under DCFS supervision is abducted, CSWs shall follow the procedures set forth in Procedural Guide 1200-501.20, Child Abduction.  The following are some key elements of that Procedural Guide:

In the event that any child under juvenile court supervision, including those under a home of parent order, is abducted by a parent, legal guardian, relative or non-related individual (this is considered a kidnapping), it is the responsibility of the CSW to notify the court of the child’s abduction and to initiate the process of locating and returning the child.  If the child is not yet before the juvenile court it is the responsibility of the CSW to immediately notify the DCFS Child Abduction Liaison so the procedures can be followed and a non-detained petition filed requesting protective custody warrants.

1. Upon the determination that a child abduction has occurred, immediately notify:  
a) the Child Protection Hotline (CPH) of the child’s abduction, in order for the CPH to initiate a Serious Incident Report;

b) your SCSW, ARA and RA of the child’s abduction.

2. Immediately but no later than one business day from the date the CSW determines that an abduction has occurred, contact the DCFS Child Abduction Liaison at (323) 881-1303 for instructions on how to file relevant reports and to request that law enforcement enter the child’s name into the National Crime Information Center (NCIC).  The CSW shall provide the Child Abduction Liaison with all details regarding the abduction, all requested court reports, documents and photographs of the child.

The DCFS Child Abduction Liaison, will advise you on the proper procedure for filing both the 

Child Abduction Report and Missing Persons Report.

3. File a Penal Code 278, “Child Abduction Report” and a Missing Person Report immediately but no later than one business day from the time the CSW determined that abduction has occurred with the law enforcement agency and/or division with jurisdiction in the area where the abduction took place.  The CSW should also obtain the “DR Numbers” for both reports along with copies of both reports.  In addition, CSWs should inquire from law enforcement as to the date the reports will be ready.  Once the reports have been obtained retain a copy in the case file and forward the originals to the Child Abduction Liaison at (323) 881-1303.  If local law enforcement refuses to take a Missing Persons Report and Child Abduction Report, contact the DCFS Child Abduction Liaison.  The liaison will assist the CSW in pursuing the matter until a case has been opened by law enforcement.  During non-business hours, notify the CPH immediately of law enforcement’s refusal to take a Missing Persons Report and Child Abduction Report and follow-up the following business day with the Child Abduction Liaison.

4. Upon notification of a child’s abduction, the ARA and RA will follow existing protocol for the reporting of Serious Incidents.  The RA or his/her designee will provide the following information regarding a child’s abduction to their Bureau Chief and the Executive Office:  The name, age and race of the child; supervisorial district, region/SPA/RA; circumstances of abduction, name and relation of the abductor, if known; CSW/SCSW names with contact numbers; a brief sentence on prior history of case; risk category; law enforcement jurisdiction; whether or not a photo is available, type of case; name and location of caregiver and their relationship to the child.  In addition, immediately notify your Bureau Chief and Executive Office when the child is located.
5. Notify the child’s attorney as directed in Procedural Guide 0300-506.08, Communications With a Child’s Attorney.

6. Immediately but no later than one business day from the date the CSW determines that an abduction has occurred, complete an Ex Parte Application and Order as directed by Procedural Guide 0300-503.55, Protective Custody Warrants and fax it to the Juvenile Court Services’(JCS) Liaison (this step also ensures that the court is notified of the abduction).  The JCS liaison will calendar the matter within 48 judicial hours for a hearing.

7. Be prepared to provide your RA and/or ARA with relevant case information such as name, age and race of the child; circumstances of abduction, name of and relation of the abductor, if known; a brief sentence on prior history of case; risk category; law enforcement jurisdiction; whether or not a photo is available, type of case; name and location of caregiver and their relationship to the child.

8. Contact either the County Counsel listed below or the County Counsel assigned to the case to assist you in requesting that a 3130 order and/or Hague Petition be filed on behalf of the abducted child(ren).

Alyssa Skolnick
(323) 526-6213

9. Document the child abduction facts on CWS/CMS on the Client Services Page (ID page, Case Alerts).  Copy the information onto the Case Notes and Cross-Report Notebook. 

10 Keep the Child Abduction Liaison informed of any and all changes regarding the child’s status. 

In addition, to the above procedures, effective immediately for all new instances of children who run away or have been abducted, 

CSWs shall make a referral to the Permanency Partners Program (P3) via e-mail using the following e-mail address missingchildren@dcfs.co.la.ca.us (which can be found in the e-mail address book).  In the e-mail to P3 provide the following information:

Child’s name; date of birth; your office location; CSW’s and SCSW’s names and telephone numbers; the date the child ran away or was abducted; and the number of times the child previously ran away.

In the very near future a referral form for P3 will be developed and available on LA Kids for your use.

Any questions regarding this referral process can be addressed to the P3 manager, at 

(562) 903-5142,

Also, CSW shall contact the P3 program via the same e-mail address to report all children who have been located.  In that e-mail provide the child’s name, date of birth, current whereabouts and the date of the child’s return.
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