Lutheran Immigration

and Refugee Service ACCGSS Toolkit October 2011

How to Use the New Access Procedures for ICE Detention Facilities

Lutheran Immigration and Refugee Service (LIRS) is pleased to provide the new procedures
released from Immigration and Customs Enforcement (ICE). The new procedures represent a
great victory for LIRS and colleague organizations who advocated for increased access.

The new procedures create a national standardized request process for tours and visitation at
any ICE detention facility. Facilities will now post sign-up sheets provided by visitation groups,
enabling individuals in detention to request a visit more easily and frequently.

Compassionate visits by volunteers, legal service providers and other stakeholders make a
tremendous difference in the well-being of people detained. A listening ear brings humanity into
one of the most isolating circumstances a person can face.

In this toolkit:

o Guidance on Procedures

¢ |ICE Document: Stakeholder Procedures for Requesting a Detention Facility Tour
and/or Visitation

o |CE Form 71-031: Stakeholder Visitor Tour/Visit Flyer

o |CE Form 71-032: Stakeholder Visitor Code of Conduct

o |CE Office of Enforcement and Removal Operations most recent list of NGO
Points of Contact

o Sample request letter

o Sample consent form

Helpful Sources and Contacts

www.lirs.org/dignity
e Find the nearest ICE detention facility, extensive resources and information:

visitation@lirs.org
o Connect with other visitation volunteers and advocacy opportunities;
¢ Find the most recent Enforcement and Removal Operations (ERO) Field Office
Director (FOD) and Office of State, Local and Tribal Coordination (OSLTC)
contact information;
o Share how the procedures are working, report concerns, and help advocacy
efforts.

Lindsey.Cole@dhs.gov or 202 732 3921
The current ICE Office of State, Local, and Tribal Coordination (OSLTC) division of
Public Engagement contact information.
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Guidance on Access Procedures

Allow Plenty of Time

If you are requesting a tour or visit in the near future, it is advised to send a letter well before the
14-day guideline. Err on the side of caution and be patient as the new procedures are
implemented.

Be Thorough

Write a thorough access request letter and properly complete all attachments. Use the
letterhead of your organization if available. Include every detail required and send all pieces of
the request at once. Do not send parts separately.

Follow up
Confirm your initial request has been received. If you do not get a notice of receipt within one

week of submission, follow up to ask if the request was received.

Share Your Experience

Tell LIRS how the new procedures are working. Let us know your successes, as well as any
concerns. Your experience will encourage and inform other visitors. Your feedback is extremely
helpful for ongoing advocacy.

Anna Campbell visitation@lirs.org
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Stakeholder Procedures for Requesting a Detention Facility Tour and/or Visitation

When requesting a Detention Facility Tour, Visitation, or Tour with Visitation, you should
provide a written request to the Enforcement and Removal Operations (ERO) Field Office
Director (FOD) or his or her designee, or the ICE Office of State, Local, and Tribal Coordination
(OSLTC), division of Public Engagement, at least_fourteen (14) days in advance of the requested
tour/visit,

The written request on your organization’s letterhead may be received and responded to by
electronic mail or regular mail. The request should include:

(a) the type of request;
(i) Detention facility tour (tour);
(i) Stakeholder visitation with detainees; or
(iif)Detention facility tour and visitation with detainees.

(b} the purpose of the stakeholder: tour, visit, or tour and visitation;

(c) at least three (3) proposed dates and desired times for the tour/visit;

(d) the background information required by the ICE detention standards governing the
facility;

(e) a completed ICE Stakeholder Tour/Visit Notification Flyer;

(f) an ICE Sign Up Sheet;

(g) a signed ICE Stakeholder Visitor Code of Conduct form for each stakeholder participant;
and

(h) a copy of the stakeholder consent form for review by the field office (Note: Tt is your
responsibility, not the facility or field office, to provide consent forms to detainees to
inform them about how you may use or share information he/she provides.)

When requesting visitation or a tour with visitation, you may pre-identify any detainee with
whom you may wish to speak by providing ICE with a list of specific detainees in advance. This
pre-identification shall include: a) the detainee’s full name and b) the last three (3) digits of the
A-number (when available).

Please note you are not required to pre-identify a detainee(s) with whom you may wish to
meet during your tour and/or visit.

In order to meet with detainees who have not been pre-identified, you must provide a sign-up
sheet to the field office, which will be posted alongside the Stakeholder Visitation Notification
Flyer at least 48 hours in advance of the visit.

Stakeholder Procedures for Requesting a Detention Facility Tour and/or Visitation




DEPARTMENT OF HOMELAND SECURITY
U.S. Immigration and Customs Enforcement

STAKEHOLDER TOUR/VISIT NOTIFICATION FLYER

Please be advised that:

will be visiting the facility and they may wish to speak with immigration detainees during their time at
the facility. The visiting group is not a representative of the U.S. government and the group’s visit is
not to solicit legal representation. Specific details about the group are below.

Please put your name on the sign up sheet if you wish to speak and meet with the group. If you do
not sign up ahead of time the facility cannot guarantee your ability to meet with the visiting
group.

Please Note:

* Talking with the visiting group is voluntary; no visitor can force you to speak with them if
you do not want to, or if you are uncomfortable by any question asked.

* Facility staff may keep a physical presence in the meeting room to maintain safety and
security.

« |CE and the facility staff may not retaliate against you for speaking with the group.

* If you are represented by an attorney, you may wish to talk to your attorney before
talking to the group.

* The visiting group will provide you with a consent form for your signature prior to any
conversation.

* Please let ICE or facility know if you have any additional guestions.

DETAILS ABOUT DETENTION FACILITY VISITORS

1. Name of organization:

2. Brief description of organization or group:

3. Purpose of tour or visit;

4. Issues to be discussed with detainees:

5. Languages spoken by group:

DATE AND TiME OF VISIT:

LOCATION OF MEETING:

ICE Form 71-031 {1/11) Page 1 of 2




DEPARTMENT OF HOMELAND SECURITY
U.S. Immigration and Customs Enforcement

SIGN UP SHEET

Piease include your information below if you would like to meet with the individuals described
above who will be touring the facility.

1. Name: Alien Number {last three digits onfy)}.
2. Name: Alien Number {last three digits only}).
3. Name: Alien Number (last three digits onfy):
4. Name: Alien Number (fast three digits only).
5. Name: Alien Number (last three digits only):
8. Name: Alien Number (last three digits only):
7. Name: Alien Number (last three digits only):
8. Name: Alien Number (fast three digits only).
8. Name: Alien Number (fast three digits only).
10. Name: Alien Number (last three digits only):
11. Name: Alien Number (last three digits only):
12. Name: Alien Number (fast three digits only).
13, Name: Alien Number (fast three digits only):
14. Name; Alien Number (last three digits only).
15. Name: Alien Number (fasf three digits only).
16. Name: Alien Number {lfasf three digits only);
17. Name; Alien Number (fast three digits only).
18. Name: Alien Number (fast three digits onlfy).
19. Name: Alien Number (last three digits only):
20. Name: Alien Number (las! three digits onfy).
21. Name: Alien Number (fast three digits only):
22, Name; Alien Number (fast three digits only).
23. Name: Alien Number (last three digits oniy):
24. Name: Alien Number (last three digits only).
25. Name: Alien Number (last three digits only):.
26. Name: Alien Number (last three digits only);
27. Name; Alien Number {last three digits only).
28. Name: Alien Number (last three digits only}.
29. Name: Alien Number (last three digits only):
30. Name: Alien Number (fast three digits only).
31. Name: Alien Number (fast three digits only):
32, Name: Alien Number (last three digits only).
33. Name: Alien Number {lasf three digits only).
34, Name; Alien Number (last three digits only).
35. Name: Alien Number (lasf three digits only}.
36. Name: Alien Number (last three digits only}:
37. Name: Alien Number (last three digits only):
38. Name: Alien Number (fast three digits only):

If additional space is needed, please attach additional pages to this form.

ICE Form 71-031 {1/11)




DEPARTMENT OF HOMELAND SECURITY
U.S. Immigration and Customs Enforcement

STAKEHOLDER VISITOR
CODE OF CONDUCT

LS. iImmigration and Customs Enforcement (ICE) is commitled to maintaining safe and secure delention
facilities. To ensure security and avoid any disruptions in daily operations, afl agency stakehoiders'
touring andfor conducting visitation with detainees shall maintain proper and appropriate decorum,
adhere to applicable ICE and facility standards, and abide by this Stakeholder Visitor Code of Conduct
(Code).

Any person or group that violates any part of the Code set forth below may be subject to immediate
removal from the facility and may be denied future access to ICE detention facilities.

Stakeholders entering the facility to participate in a tour or conduct a visit with an ICE detainee(s) are
subject to a standard search of their person and belongings for security reasons. ICE or the Facility
Administrator have the discretion to cancel, reschedule or terminate a tour or visit if. 1) an emergency
arises; 2) the safety, security, and orderly operations of the facility are potentially jeopardized; or 3} any
violations of this Code or ICE and facility standards are observed.

Stakeholders shall:
+  Follow all applicable facility rules, standards, and policies.

+  Behave in a respectful and courteous manner towards detainees, staff, and other visitors at
all times.

«  Comply with instructions glven by facility and |CE staff.
+ Follow the facility's Dress Code.

+  Signh a waiver of liability, if required.

Stakeholders shall not;

+  Bring any electronic/recording devicas, cell phones, laptops, or smart phone/wireless
communication devices inlo the secure areas of the facility.

» Engage in any activity for the purpose of financial gain.
+  Solicit legal clisnts in violation of applicable attorney Rules of Professional Conduct.

+ Distribute legal solicitation materials, o include business cards and/or marketing materials, in
victation of applicable attorney Rules of Professional Conduct,

« Coerce or intimidate any ICE detainee.

* “Stakeholders” shall include, but are not limited to, non-governmental organizations, community service organizations,
intergovernmental entities {e.g. United Nations High Commissioner for Refugees), faith-based organizations, members
of academia, and legal representative/associations/groups {e.g. pro bono legal service provider groups). This guidance
does not apply to (1) Legal Orientation Program or Know Your Rights presentation providers; (2) law firms,
organizations, or sole attorney practitioners providing or sesking to provide legal representation; (3) family members or
friends of detaineses; {4) religious service providers and, (5) physicians with a request from a detainee's counsel to
conduct an examination refevant to the detaines's case.

ICE Form 71-032 (2/11) Page 10of 2




Have any physical contact with ICE detainess.
Counsel or assist any ICE detainee(s) in conduct that
o is illegal, criminal or fraudulent;
o disrupts the daily and orderly operations of the facifity; or

o appears to endanger the security and safety of the detainee, other detainees, staff, and
visitors.

Distribute any item to an ICE detainee unless the item has been pre-approved by ICE or the
Facility Administrator. ICE will seize as contraband any unapproved items provided to an ICE
detainee.

Distribute material that depicts, describes, encourages, or promotes activities that could lead to
physical violence or group disruptions.2

Enter, move about the facility or leave without being properly escorted by ICE or facilily staff,

| acknowledge and accept responsibifity for adhering to this Code and | understand that any violation or

suspected

viclation may result in immadiate termination of the scheduted tour or visit or tour, removal of

visitor{s) from the facility, and the denial of future tour or visitation requests.

PRINTED NAME: SIGNATURE: DATE:

ORGANIZATION: CONTACT NUMBER AND EMAIL:

2 Reports andfor materials that have been pre-approved by the faciity administrator or ICE staff are acceptable for

distribution.

ICE Form 71-032 (2/11) Page 2 of 2
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Lutheran Immigration and Refugee Service  www.lirs.org

Sample Request Letter

Fietd Officer or Contact Name
Facility Name

Address

City, State Zip

Date

Dear [contact] OR To Whom It May Concern,

[Chureh, organization] respectfully requests a facility tour and visitation meeting with immigrant detainees
housed in [facility name].

A friendly visitor can help detained immigrants cope with the anxiety and isolation of being separated from
family members and their community. Visitation can to be beneficial for facility officers as well. Morale and
communication improve among individuals detained. Time with attorneys and detention center employees
is made more efficient. These improvements may also assist local sheriffs in meeting ICE detention
standards in their facility.

Ideally, we would like to visit on [plug in at least 3 proposed dates and times]. We do not have any
identifying information for parsons currently detained in this facility, but would like the opportunity to talk
with anyone willing to meet with us.

Below is the personal information for the proposed visitors, as required by this facility. Afso attached are
copies of each individual's driver's license.

Name Date of Birth | Affiliation Driver's License Immigration Status

Last name, First name | MM/DD/YYYY | Churchiorganization | # LPR, citizen, etc

Attached you will find a signed/completed copy of:

1) |CE Standard Stakeholder Tour/Visit Notification Flyer and Sign-Up Sheet;
2) |ICE Standard Stakeholder Visitor Code of Conduct for each participant;
3) Our detainee consent form for review by the field office.

If you need any additional information, or have questions or concerns regarding this reguest please feel
free to contact [person /org] at [email] or [phone].

Sincerely,
Name

Title




Lutheran immigration and Refugee Service  www.lirs.org

Sample Visitation Consent Form

Visitation Consent Form

I grant [insert name of individual visitor or organization] to visit with me in ICE detention. |
understand that my personally identifying information will not be shared with anyone beyond the
authorized visitor(s) and kept confidential, including no inclusion in any print, electronic or video media,
current and future educational, editorial or pramotional publications.

Print Name

Signature




