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Purpose 

These procedures provide step-by-step guidance for school staff in the event of a visit from U.S. 
Immigration and Customs Enforcement (ICE) or other law enforcement agencies seeking information 
about or access to a student, family member, or staff member. The goal is to protect student privacy, 
ensure legal compliance, and minimize disruption. 

Staff should follow the “ICE Encounter Checklist” (below) to ensure a legally sound and consistent 
response. Remain calm and do not provide information or access until the verification process is 
complete. 

Law firm Fischer Philips can be contacted through their 24/7 Active Raid Emergency Hotline 
(877-483-7781) to advise on dealing with the immigration enforcement officials at the time of their 
visit. 

Procedures 

1. Law Enforcement Encounters at the School 

A. If an ICE agent or other law enforcement officer arrives at the school entrance:  

●​ Before allowing campus access to anybody, visually verify that they are individuals who 
can be allowed access. 

●​ Stay calm and do not provide information or access without following proper procedures. 

●​ The officer(s) should be informed that the school follows a designated verification process 
before granting access to the campus.   
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●​ Notify the officer that the administrator on duty will be notified and ask the officer to wait 
outside the gate while the administrator is notified as there are no public areas available 
on campus.  

●​ Notify a Director or other designated administrator on duty immediately. 

B. Administrator Verification Responsibilities: 

●​ Inform the officer that the school follows a designated verification process before 
responding to law enforcement inquiries. 

●​ Politely ask the officer for the following and record the information, making copies of any 
documents provided:  

o​ Name and badge number of the officer. Ask to see the officer’s badge. 

o​ Agency affiliation (e.g., ICE, DHS, local police). 

o​ Reason for the visit and any supporting legal documents (e.g., judicial warrant), 
which should be slipped through the gate. 

●​ Review the warrant carefully and make a copy of the warrant. The warrant must: 

o​ Be an official judicial warrant signed by a judge. It should have the US District 
Court or a state court name on it. Documents that do not authorize school access 
include: ICE administrative warrants, I-200 form, I-205 form, I-247 form, and any 
other document from the Department of Homeland Security (DHS). 

o​ Specifically name the individual(s) being sought. A valid judicial warrant should 
specify the individuals ICE is seeking, along with details such as addresses or 
locations that relate directly to those individuals. This means ICE cannot use a 
general or vague warrant to request broad access to the school or conduct 
random checks.  

o​ List an accurate school address. 

●​ Note any limitations in the warrant about where the officer may search and communicate 
your understanding of the limitations of the search to the officer.  

●​ If the warrant is too broad and does not specify names of individuals being sought, 
consult legal counsel before allowing access. 

●​ Contact the local field office of the officer’s agency to confirm their identity and the validity 
of the warrant. 

●​ Inform the officer that the school does not collect information regarding the immigration 
status of students or families. 

C. Once Verification is Complete 

●​ If the warrant is not valid, the school will deny access and ask the officers to leave. If the 
officers claim exigent circumstances, school employees should not interfere with their 
attempts to gain access to non-public areas (however, you are not required to consent to 
the entry). Note that obstructing or otherwise interfering with certain ICE activity can be a 
crime subject to prosecution. 

●​ If their identity and warrant are verified, the administrator will: 

o​ Comply professionally and truthfully while documenting the process. 
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o​ Accompany the officer at all times that they are on campus and record the 
interaction either via written notes or video. 

o​ Protect student and family information per the Family Educational Rights and 
Privacy Act (FERPA) guidelines. 

o​ If the individual being sought is absent, inform the officer of the student or staff 
member’s absence but avoid sharing additional details. 

o​ If ICE agents ask for student records, remember that FERPA only permits school 
officials to disclose educational records without prior written consent pursuant to a 
court order or subpoena or a health or safety emergency. If the agents do not 
have a court order or subpoena, then FERPA prohibits you from disclosing these 
records without prior written consent from the student’s parents (or, if over 18 
years old, the student). 

o​ Do not hide or assist employees, students, or families in leaving school premises, 
provide false or misleading information, or discard any important documents or 
information. 

●​ If a student or family member is affected by an enforcement action: 
o​ Before admitting the officer, the administrator will request staff to contact the 

student’s emergency contacts. 

o​ The school will not disclose any information about a student’s immigration status 
and the administrator will inform the officer that the school does not collect such 
information. 

2. Law Enforcement Encounters Off-Campus 

When school staff and students are away from campus for any school-related activity 
(including walks, park visits, and field trips), the following applies: 

Lead Teacher Role 

●​ The designated lead teacher or supervising staff member is responsible for making 
decisions and communicating with the school in the event of a law enforcement 
encounter.​
 

●​ At least one staff member must carry a mobile phone with school contact information, 
and walkie talkies should be used if available.​
 

●​ A current roster of participating students and emergency contact information must be 
available (hard copy or secure digital form). 

If You Become Aware of ICE activity in the immediate area: 

●​ Phone school administration to alert them to the activity.  

●​ Immediately and calmly accompany your class back to the school. 

If Approached by Law Enforcement 

●​ Stay calm and keep students together in a safe, visible, public location. 
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●​ Contact school administration by phone or walkie talkie as soon as feasible with the 
following information: Location; Agency name (ICE, police, etc.); Nature of the 
encounter. The school will activate its on-campus response protocol, including legal 
consultation and family notification. 

●​ Do not consent to any student interviews or provide information. 

●​ Record the date, time, location, officer names/badge numbers, and a brief account of 
the interaction. Provide this report to school administration upon return to campus.​
 

●​ Request to see a warrant if officers seek to question or detain a student. However, if 
you are in a public space, be aware that a warrant is not required. If a warrant is 
provided, review it to make sure that the conditions of the warrant are being followed. ​
 

●​ Do not physically interfere with officers but maintain observation and document the 
encounter. 

3. If ICE visits the school, even without detaining anyone or being allowed onto campus: 

●​ The Director of School Life may notify families that an enforcement action was attempted, 
without sharing private details. 

●​ Staff will be briefed on the situation and provided guidance on how to support students. 
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ICE ENCOUNTER CHECKLIST 
When a uniformed officer arrives at the school front gate, do not allow immediate access to the 
officer. Instead follow these instructions: 

□    Proceed to the front gate and inform the officer that the school follows a designated verification 
process before granting access to the campus. Tell them that you will notify the administrator on duty 
and they will be available shortly. 

□    Notify a Director immediately. If neither is available, notify the administrator on duty. 

The Administrator shall verify the identity of the officer and their authority to enter the campus as 
follows: 

□    Politely ask the officer for the following information: 

○​ Name and badge number. Make sure to ask to see their badge and write down their name 
and badge number.  

○​ Agency affiliation (e.g., ICE, DHS, local police). Write down the information.  

○​ Reason for the visit and any supporting legal documents (e.g., judicial warrant). Ask the 
officer to slip the documents through the front gate rather than opening the gate for them.  

□    Explain that the school follows a designated verification process before responding to law 
enforcement inquiries and ask them to wait outside the gate while the verification process is 
completed.  You may offer to supply a copy of the school policy if desired. 

□    Review the warrant carefully to ensure that it is an official judicial warrant issued by the US 
District Court or a state court. Do not allow access for internal DHS warrants, including I-200, 
I-205, and I-247 forms.  

○​ Make a copy of the warrant.  

○​ Ensure that the warrant lists an accurate school address. 

○​ Check to see whether the warrant limits that the search may only include specific areas 
rather than allowing access to the full school. If access is limited, inform the officer of your 
understanding of those limitations. 

○​ Check whether the warrant identifies specific individuals to be retained. A valid judicial 
warrant should specify the individuals ICE is seeking, along with details such as 
addresses or locations that relate to those individuals. If the warrant does not specify 
individuals, contact the 24/7 Active Raid Emergency Hotline (877-483-7781) before 
allowing access. Request administrative staff to notify parents, guardians or emergency 
contacts of the enforcement activity. 

□    Contact the local field office of the officer’s agency to confirm their identify and the validity of the 
warrant.  The Los Angeles field office phone number is 213-830-7911.  

Once the officer’s identity and judicial warrant are verified (or earlier, if advice is needed), contact the 
24/7 Active Raid Emergency Hotline (877-483-7781). This hotline is provided by immigration law firm 
Fischer Philips, referred to us by AWSNA. If the officer is allowed access, accompany the officer to 
only those areas allowed by the warrant. Record either by video or in writing the entire encounter, 
including all requests made by the officer. Comply professionally and truthfully while documenting 
the process in detail. 
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