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Not Legal Advice: This guide contains general information and is not intended to be legal advice for your
specific situation. If you have questions about your specific situation, please consult an attorney. The Asian
Law Caucus does not intend for anything in this guide to establish any attorney/client relationship with the
reader.

WHO IS THIS GUIDE FOR?

The Trump administration has threatened mass deportations, and communities throughout the U.S. have
reported an increase in U.S. Customs and Immigration Enforcement (ICE) enforcement actions.

Housing providers, their staff, and residents have rights. When staff and residents are empowered to
assert their rights, they can protect the privacy and safety of themselves and others. This guide offers
information for housing providers, both private and subsidized, to help them be prepared to address and
respond to immigration enforcement with a goal of fostering inclusive and safe resident communities. Use
this resource to learn about what housing providers can do to create safety for all residents and staff.

To ensure safety throughout our communities, we must all be prepared. As such, we hope that staff
throughout your organization, including but not limited to front desk staff, maintenance staff, and other
onsite support services staff are able to read and access this guide.

Thank you to staff at the National Immigration Law Center, the National Housing Law Project, Greater Boston
Legal Services, and Chinatown Community Development Center for their contributions and feedback
regarding this guide.

HOW DOES FEDERAL IMMIGRATION ENFORCEMENT INTERACT WITH HOUSING

PROVIDERS?

Itis important for housing providers to know what to expect if ICE agents arrive to perform an immigration
enforcement action. What an immigration enforcement action looks like can vary widely. Therefore, housing
providers should be aware of how ICE often operates.

1. ICE agents may come at odd hours.

ICE agents do not adhere to regular business hours. They may show up at odd hours, such as very early in the
morning or very late at night.

2. ICE agents are usually vague about who they are.

ICE agents often identify themselves as “police” or “federal officers.” ICE agents may also engage in “ruses”
designed to distract or confuse. They may not be in uniform, but rather in plain clothes. Often, they are
masked. They may carry a box, clipboard, or ladder, giving themselves the appearance of being a delivery
person or worker. ICE’s methods can be disorienting and can make it difficult for housing providers,
residents, and staff to take stock of the situation and figure out who is at the door.

Which federal agencies engage in immigration enforcement?

This guide generally refers to “ICE agents.” However, immigration enforcement may also be done in the
name of ICE’s parent agency, the Department of Homeland Security (DHS) or by Customs and Border
Protection (CBP), another agency under DHS. In addition, under the Trump administration, other federal
law enforcement officers like Drug Enforcement Administration (DEA), Bureau of Alcohol, Tobacco,



Firearms and Explosives (ATF), and Federal Bureau of Investigations (FBI) agents and local law
enforcement are sometimes authorized to make immigration arrests.

Housing providers and staff should be aware that any time a federal or local law enforcement officer
shows up, they may be authorized to make immigration arrests. Some jurisdictions have sanctuary
policies that aim to prevent local law enforcement from using local resources to enforce federal
immigration law. However, the safest course of action that housing providers can take is to train staff to
follow practiced policies whenever any law enforcement unexpectedly arrives at the building.

3. ICE agents are usually vague when asked what they want or what they are doing.
ICE agents will allude to their purpose vaguely. Some common statements include:

e “Is[Insert Name of Resident] here? We just need to step into the hallway and talk to him.”

o  “We are with the Department of Homeland Security and are doing an investigation.”

e “Canlcomeinandlook around?”

o  “We are with the police and just want to ask you a few questions. Can we come in?”

e “We are doing an investigation, and [Insert Name of Resident] is a suspect. Can we come in?”

How We Can Protect Ourselves: Ask for identification.
Ask any person at the door to identify themselves and show an ID or badge before opening the door.

If they say “police,” ask if they are from the Department of Homeland Security (DHS) or ICE or working with
DHS or ICE. Local law enforcement often wear a local uniform and carry a badge that indicates their
agency.

Always ask for some form of identification to verify that any officer is who they say they are.

Later sections of this guide provide detail about what to do if an ICE or other federal officer is at the door.

4. Evenif ICE agents come to a property looking for a specific person (rather than for the purpose
of a large-scale “raid”), they may arrest other people or bystanders that they encounter.

It has become increasingly common for ICE to arrest and detain people who they happen to encounter. ICE’s
use of indiscriminate arrest practices underscores the importance of thoroughly training staff and
disseminating know your rights information. To most effectively uphold community safety, all community
members — staff and residents — should be prepared in the event they are stopped or interviewed by ICE.

5. ICE agents may raise their voices or otherwise be intimidating or threatening.

ICE agents may try to intimidate people who try to exercise their rights. They may raise their voice, say that
you are wrong to stop them from comingin, or threaten that you will be arrested. Conversely, they may also
be casual or even friendly. Regardless of how an ICE agent presents, housing provider staff should remember
that their job is to follow your policy. Staff should stay calm and contact designated supervisors for support.

How We Can Protect Ourselves: Practice and preparation will help staff stay calm.

Housing providers can help their staff stay calm and assert their rights in interactions with law
enforcement and immigration enforcement agents. Use skits and scripts to help your staff practice
asserting their rights and following your company or organizational protocols during different potential



interactions with law enforcement or immigration enforcement. When it comes to asserting our rights,
preparation must include practice.

See Appendix F for sample skit scripts.

BEFORE AN IMMIGRATION ENFORCEMENT ACTION

There are several proactive steps that housing providers can and should take now to respond appropriately
and effectively during a potential immigration enforcement action.

DEFINE PUBLIC AND PRIVATE SPACES IN YOUR BUILDING

Housing providers should take inventory of all areas within their building or property and designate public
and private areas. If an area is open to the public (an unlocked lobby, for example), it is also open to ICE. ICE
agents may enter public spaces without a judicial warrant; however, ICE must have a valid judicial search
and/ or arrest warrant to access any non-public space. Thus, defining public and private spaces is an
essential first step.

1. How to designate non-public spaces.

Housing providers should consider designating all non-public spaces as “private” spaces. This could mean
placing signs that read “Private” or “Staff and Residents Only” on doors and hallways leading to non-public
areas. An entire building may be private. The idea is to avoid a situation where an ICE agent claims they
“didn’t know” that an area was private and that they needed a warrant to enter.

Staff should clearly explain to residents that they are posting such signs to create safety and not to restrict
the movement of the residents themselves or their guests.

Common Residential Building Areas
Area Potential Ways to Help Define as “Non-Public”

Parking Lot e Ifthe parking lot is enclosed, require a key/keycard to enter the
lot.
e Post prominent signs reading “Private: Residents Only.”

Lobby e Require a key/keycard to access.
e Require mail or package delivery people to buzz in.

Manager’s Office e Require a key/keycard to access.
e Place a sign reading “Private Office.”

Trash Room, Laundry Room, e Require a key/keycard to access.

other resident amenities (e.g., e Hang a sign reading “Residents Only.”
lounge, fitness room)

Courtyard/ BBQ area/ pool e |[fthe outdoor space is enclosed, require a key/keycard to enter.
e Hanga sign reading “Residents Only” or “Non-Public Area.”

Public sidewalk outside of Itis not possible to define this area as “non-public.”
front entrance to building



2. Residents’ units are private spaces.

Housing providers should affirm that residents are safe in their homes. Housing providers may not consent to
warrantless entries or searches by law enforcement officers of their residents’ units.’

Staff at all levels should understand that while housing providers can access resident units for specific,
lawful purposes, residential rental units are residents’ private homes. In a landlord-tenant relationship,
residents are given exclusive possession and control of their homes. In general, housing providers may only
enter units with proper advance written notice and for a proper purpose (e.g., to complete necessary
repairs).?

Staff should not allow law enforcement to tag-along or “tailgate” into units. Staff should not grant access to
residents’ units to ICE agents or other law enforcement in the absence of a valid judicial warrant with that
resident’s name and address correctly written on it.

PROTECT RESIDENT DATA

1. Collect only necessary resident information.

Housing providers should collect only the personalinformation that is necessary to provide housing or
otherwise required by law.

In general, immigration status is not considered necessary to provide housing. Housing providers who
provide private housing are not required to verify residents’ or prospective residents’ immigration statuses.
They should not inquire into or maintain documentation concerning their tenants’ immigration statuses.
(Limited data collection in the context of subsidized housing, as required to verify eligibility for federal
assistance, is discussed in the box below.)

A clear policy of collecting only necessary data not only respects and protects resident privacy but can also
help to protect housing providers as a growing number of states and localities directly prohibit the collection
of certain information. 3

Subsidized Housing: Limits on Verification of Immigration Status
Federally Subsidized Housing

In most housing programs assisted under HUD, including public housing, Housing Choice Voucher, and
Section 8 project-based rental assistance, only citizens and non-citizens with qualifying, eligible status
can receive assistance.* However, temporary and/or unauthorized immigrants may still live in federally
subsidized housing if at least one member of their family is eligible for assistance. The eligible member
may be a minor.

Households with both eligible member(s) and member(s) who have not contended eligibility are known as
“mixed-status households.” These households receive prorated, or partial, housing assistance that covers
only family members with eligible immigration status.

Housing providers should understand that contending eligibility is a choice that each prospective
occupant or resident has the right to make. As long as at least one person in a household has contended
eligibility, other household members have the right to choose whether or not to contend eligibility.

e What this means: Housing authorities and owners collect and verify immigration status
information from residents who are receiving assistance. However, they are not required to
collect or verify immigration status from household members who do not contend that they are



eligible for housing assistance. Indeed, housing providers should avoid such practices, which may
run afoul of state privacy protections.®

e Note on housing providers who rent to Section 8 Housing Choice Voucher households:
Private owners who rent to families with Section 8 Housing Choice Vouchers are not required to
collect information concerning tenants’ immigration status. Whether a household member
contending eligibility has an eligible immigration status or not was already verified by the housing
authority who issued the voucher.

Tax Credit Housing

The federal government makes tax credits available to states to distribute to developers of low-cost
housing and provides mortgage insurance or guarantees to lenders that make certain types of mortgages
to eligible homebuyers or developers of multifamily housing. In the case of such units, federal regulations
do not require the verification of recipients’ immigration status. However, tax credit buildings may also be
supported by federal funding which may separately require the provider to collect immigration status data.

2. Ensureresidents and staff are familiar with the provider’s privacy policy.

Make sure residents and staff are familiar with the housing provider’s privacy policy. The privacy policy
should detail what type of records the provider will maintain and when the provider will delete or destroy
residents’ personal information.

3. Develop a policy around responding to requests for information.

Designate a person to respond to data requests. Housing providers should designate an administrator or a
supervisor as the sole person authorized to respond to information requests from ICE. No one other than the
designated person should provide any information related to a resident’s immigration status. Staff should
inform ICE officers or anyone requesting such information that they are not authorized to answer any
questions or accept service of documents without first consulting with the designated supervisor or
administrator.

P Staff can state: “l am not authorized to release any resident information. Please leave your
contact information, and | will provide it to my supervisor.”

Require a valid subpoena or judicial warrant before responding to any data requests. Housing providers
should not provide any documents or information absent a valid subpoena or judicial warrant. Staff should
document, but not respond to, any verbal or written requests for information by immigration authorities that
are not supported by a valid subpoena or judicial warrant.

A subpoena is a written request for documents or information, issued by a court, that requires the
recipient to provide the specified documents or information. Subpoenas do not require immediate
compliance, and therefore housing providers who receive subpoenas should prioritize immediate review
by legal counsel.

A judicial warrant is a written court order that authorizes law enforcement to make an arrest or enter a
private area and perform a search and seizure. A valid judicial warrant requires immediate compliance,
and therefore housing providers should prepare staff to recognize them and immediately call for
supervisorial support if one is received.

Subpoenas and warrants are discussed in full on pages 9-11 of this guide.



TRAIN STAFF AND RESIDENTS ON YOUR POLICIES AND THEIR RIGHTS

1. Train staff ahead of time on how to respond during an immigration enforcement action.

Housing providers should train staff on their rights and responsibilities during an enforcement action.
Thorough training is essential to ensure that staff are confident and able to respond appropriately in the event
of an ICE encounter, which may involve tense interactions. Ensure that all staff are fully trained on and
understand the instructions outlined below on how to respond if ICE agents attempt to enter the building or
its facilities and/or if ICE requests access to documents, records, or personal information regarding any
residents or staff.

Additionally, housing providers should designate one or more administrators or supervisors who can be
immediately available to support staff in the event of an immigration enforcement action or related issues.

2. Inform residents of their rights and community resources.

Consider also conducting or hosting a training or information session to inform residents of their rights and
how to respond to an enforcement action. At a minimum, display a know-your-rights poster in a place where
residents can see it. Make sure the know-your-rights poster (as well as all important information) is
accessible and translated into all languages spoken by residents.

We recommend know-your-rights resources and materials from the following organizations:

¢ Immigrant Defense Project (IDP): Among other resources, the IDP has multilingual one-page KYR
posters available here:
o https://www.immigrantdefenseproject.org/know-your-rights-with-ice
o Immigrant Legal Resource Center (ILRC): Among other resources, the ILRC has red cards, a short
KYR handout, a Family Preparedness Plan, and tutorial videos, available here:
o https://www.ilrc.org/resources/community/know-your-rights-toolkit

If your city or county has a local rapid response hotline, consider displaying this number.

3. Train staff on how to identify and differentiate between administrative warrants, judicial
warrants, and subpoenas.

The ability of ICE agents (and police in general) to lawfully access a person or enter into and search private
spaces depends on the kind of documentation they have. Therefore, staff should know how to review and
verify documents that may be provided by ICE agents. At a minimum, staff should know how to identify and
verify a properly executed judicial warrant and what a judicial warrant allows ICE agents to do.

Judicial Warrants

Only a valid judicial warrant authorizes ICE or other immigration agents to conduct a search or make an
arrest in non-public spaces.

e Ajudicial search warrant allows ICE agents (and police in general) to enter the address listed in
the warrant, but only to search the specific areas and for the specific items listed in the warrant.
See Appendix A for a sample judicial search warrant.
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e Ajudicial arrest warrant allows ICE agents (and police) to detain a particular person for a
particular crime. See Appendix B for a sample judicial arrest warrant.

Ajudicial warrant can be either a search warrant or an arrest warrant. It must be:

e Signed by a judge or magistrate judge;

o Describe the specific place to be searched and thing(s) to be seized or the particular person
to be arrested; and

e Have been issued within the past 14 days.

If the warrant is missing any one of these requirements, it is invalid and does not need to be complied with.

Without a judicial warrant or consent, ICE agents may only enter and search a private area if “exigent
circumstances” exist. Exigent circumstances can include, for example, the hot pursuit of a person who
poses arisk to public safety or a situation where there is an imminent risk of death, violence, or physical
harm to a person.

ICE Administrative Warrants

ICE agents will often say that they have a “warrant.” However, ICE agents rarely have judicial warrants.
Typically, ICE agents only have an ICE administrative warrant. An ICE administrative warrant is signed by an
immigration officer, not a judge or magistrate judge. An ICE administrative warrant allows ICE agents to
arrest non-citizens suspected of committing immigration violations, but it does not give ICE agents the right
to enter or search any non-public spaces. See Appendix C for sample ICE administrative warrants.

Subpoenas

A subpoena is a written request for documents or information, issued by a court, that requires the recipient
to provide the specified documents or information. It does not require immediate compliance but usually
gives the recipient several days or weeks to provide the requested information. This is the case whether the
subpoena is an “administrative subpoena” or a “judicial subpoena.” See Appendix D for sample subpoenas.

Handling subpoenas. Since subpoenas do not require immediate compliance, housing providers who
receive subpoenas should prioritize having the subpoena immediately reviewed by an attorney.

Designate a supervisor or administrator to handle subpoenas. Staff should be instructed to immediately
notify the designated person if any type of subpoena is received. The designated person should facilitate
getting the subpoena reviewed by legal counsel. For example, if someone hand delivers a subpoena to the
front desk at a property, the front desk staff should immediately pass it on to the designated person.®

Upon receipt of a subpoena, immediately consulting with legal counselis critical to protecting resident
privacy. Housing providers may be able to formally object to the subpoena’s requests and/or move to quash
a subpoena. Examples of defects that may give rise to a motion to quash include:

o Improper service. The subpoena was not properly delivered. For example, a subpoena sent by email
or fax, absent any agreement to receive service by these means, has likely not been properly served.

e Form. The subpoena has technical defects. For example, it omits required information (e.g., where
and when to produce documents).



e Time to comply. The subpoena does not provide the recipient with a reasonable amount of time to
comply.

e Privilege. The subpoena requires the disclosure of privileged matter (e.g., attorney-client
communications, physician-patient communications).

e Privacy. The subpoena seeks documents protected by a constitutional (either state or federal) right
to privacy.

e Undue burden. Cumulative, time-consuming, overbroad requests may give rise to an undue burden.

If, after consulting with counsel, the housing provider determines that there are no bases for objections or a
motion to quash, the housing provider should provide only the specific documents or information thatis
requested. Take care to ensure that documents protected from disclosure by a legal privilege are not
inadvertently produced.

Obtaining legal counsel and consulting with them immediately if a subpoena is served will help ensure that
housing providers handle subpoenas in a way that complies with law and upholds resident privacy.

How to Find Legal Counsel

Housing providers looking for legal counsel to support with subpoenas can consider the following
resources:

e Local barassociations, especially affinity bar associations. The American Bar Association
maintains a national list of affinity bar associations:

e Local lawyer referral services, which are often maintained by county bar associations.
e Exponentum, a national network of pro bono business law providers. Information is available
here:
Notify resident of any requests. If a resident’s data has been requested pursuant to a subpoena, the
housing provider should notify that resident whenever possible.

DURING AN IMMIGRATION ENFORCEMENT ACTION

If an enforcement action does occur, or if ICE or other law enforcement shows up at the door, the most
important thing staff and residents can do is remain calm. Staff members should remember that they and
their residents have rights and that the responsibility before them is to carry out the housing provider’s
policy.

This section outlines a suggested policy that housing providers can implement so that staff have a clear,
step-by-step understanding of what to do if an immigration enforcement action occurs. See Appendix E for
English, Chinese, and Spanish sample one-pagers of these instructions that can be distributed to staff.

INSTRUCTIONS FOR RESPONDING TO AN ENFORCEMENT ACTION

Important: If the building requires a key or buzzer permission to enter, do not immediately let the agents in.
Follow the steps below. Use the intercom or speak to the agents through the locked door. Ask the agents to
slip any paperwork that they have under the locked door.

P Staff can say: “I’'m sorry, but this is a private property and it is our policy that you are not allowed to enter
non-public areas of the property without a valid judicial warrant.”

10
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1. Tell the designated supervisor immediately.

Every housing provider should designate one or more administrators or supervisors who are thoroughly
trained and will be able to support staff in the event of an immigration enforcement action.

To ensure that someone is actually available, consider selecting and training multiple people to be
“designated supervisors.” Identify the best ways to urgently reach designated supervisors if an
enforcement action occurs at a non-business hour and clearly communicate this information to all staff.
Consider also identifying a designated supervisor’s phone number that can be disseminated to staff that
can be given to law enforcement. The goal is to ensure that frontline staff are not required to field law
enforcement requests alone.

P Staff can say: “l need a moment to inform my supervisor that you are here. Thank you for your patience.”

While waiting for their supervisor or if there is no supervisor or administrator available, staff should continue
taking the steps noted below.

2. Do not answer questions.

Staff should not answer any questions posed by the agents at this point and should continue to direct them
to speak to the designated administrator or supervisor — even if that person has not yet responded or is not
yet available.

P Staff can say: “l am not authorized to answer questions,” or “l am not authorized to provide you with
information regarding our residents.”

3. Askthe agents for identification.

Staff should ask for each agent’s name and to see their badges. Be sure to write down the names and badge
numbers. If you cannot get this information for every agent, try to get as many as possible with a focus on
getting the name and badge number of the person who seems to be in charge.

P Staff can say: “Officer, please give me your name and badge number.”
4. Askwhy the agents are at the building. Write down their response.
» Staff can say: “Officer, may | ask why you are here today?”
5. Tell the agents that you do not give consent for the agents to enter any private areas.

Staff should inform ICE agents that they do not have consent to enter the non-public areas of the property
without a valid judicial warrant. It is important that staff clearly and calmly communicate this.

P Staff can say: “If you do not have a warrant, it is our policy that you are not allowed to enter the non-public
portions of the property.”

6. Askto see awarrant.

If the agents claim that they have a warrant, staff should ask for a copy. (If the agents have a warrant, they
must show it.) Make a copy of the warrant or other documents. Use a phone to take photos if a photocopier is
not available.

11



P Staff can say: “Please provide me with any warrant that you have today.” If the agents are still outside the
building, staff can say: “Please slip any warrant that you have under the door.”

If ICE agents have a warrant, staff should send it to the designated supervisor, who should review it to ensure
that:

e |tissigned by ajudge or magistrate,

e |tdescribesthe correct address as the place to be searched, or names the person to be
arrested; and

e [twasissued within the past 14 days.

If the ICE agents have a valid judicial warrant: In the rare circumstance that the ICE agents do have a valid
judicial search warrant, the designated administrator or supervisor should ensure the ICE agents’ search is
limited to only the areas specified in the warrant. The designated administrator or supervisor should also
immediately contact legal counsel.

If the ICE agents do not have a valid judicial warrant: Tell the agent that you do not give consent and ask
them to leave.

» Staff can say:

e “This does not appear to be a valid judicial search warrant. | am not allowed to give you private
information or access to any private areas. Please leave.”

e “ldonotwishto answer questions, and | do not consent to any searching. Please leave.”
e “Ifyou leave your contact information, | will provide it to my supervisor. | must ask you to leave.”

Staff should otherwise remain silent. Housing providers and their staff are not required to assist with the
apprehension of people identified in ICE administrative warrants; nor are they required to allow warrantless
searches of their buildings.

7. Calmly advise residents of their rights, but do not interfere with agents.

Staff can remind residents that they have the right to remain silent and to ask for an attorney. Staff should
remain calm and not run. Itis important not to panic or run because ICE may treat running as cause sufficient
to justify arrest.

Staff should not interfere. They should not try to help residents hide nor encourage them to run. They should
not tell residents to interfere with ICE actions.

P Staff can say: “You have the right to remain silent. You have the right to ask for an attorney.”

If ICE Refuses to Follow Requests or to Leave

Staff should not physically interfere with ICE agents, even if they are exceeding their authority. To be clear,
asserting your rights and following the protocols detailed in this guide do not constitute interference.

If ICE agents disregard staff requests, refuse to show a warrant, force their way into private-designated
spaces, or otherwise exceed their authority, staff should not physically touch or interfere with an agent’s
movements, but should document everything, as discussed below.
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P Staff can say: “l do not have authority [and/or] do not consent. But because | have no other choice at
this time, | will not interfere with your order.”

8. Document everything.

Staff may video or audio record any interactions with ICE agents, but they must announce that they are doing
so. Staff should keep a reasonable distance from the agents and their actions to avoid interfering or even
creating a perception of interference. The following information should be documented:

e The date of the action, and the time the action began and ended;

e The number of agents present, and their names and badge numbers;

e How theyidentified themselves (i.e., ICE or police), and what their uniforms looked like;

e Whether they presented a judicial warrant (and make a copy, if possible);

e Allof the agents’ actions, including to whom they spoke, what was said, where they searched,
what they took (if anything), etc.;

e Anythreatening behavior (i.e., touching or drawing their weapons);

e The names of anyone else who was present and witnessed the action.

If any arrests are made, staff may ask individuals being arrested for their names and write this information
down. While it is possible to ask ICE agents for information (for example, where arrested individuals are going
to be taken and held), staff should understand that they are unlikely to receive responses. Housing provider
staff should share all documentation with the designated supervisor. Housing providers and their staff
should also be prepared to offer support to the impacted household, including by providing local resources
(e.g., any local rapid response hotline number).

IF ICE REQUESTS ACCESS TO RECORDS/DOCUMENTS

If ICE agents request access to records or documents, staff should refer them to the designated
administrator or supervisor who should:

o Inform agents that the housing provider’s policy is to not release information without a
resident’s consent, unless disclosure is required by a valid judicial warrant or subpoena;

e Askfora copy of the warrant or subpoena, and ask for the agents’ contact information;

e If such information is requested or a subpoena is provided, the designated supervisor should
immediately contact legal counsel.

P Staff can say: “l am not authorized to release any resident information. Please leave your contact
information, and | will provide it to my supervisor.”

BEST PRACTICES FOR SAFE AND INCLUSIVE HOUSING

In preparing to respond to potential immigration enforcement actions, housing providers should also review
their day-to-day policies and assess what changes or improvements they can make to foster stronger,
trusting relationships with immigrant resident communities.

LANGUAGE ACCESS
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Housing providers should survey the language preferences of their resident populations and take steps to
ensure that they are able to clearly and effectively communicate with residents. Such steps could include
translating day-to-day notices to residents and ensuring that onsite managers or staff are able and available
to speak with tenants. Housing providers should strive to translate all notices — not just know-your-rights
notices or information. Providing translated notices and employing bilingual staff not only increases trust and
feelings of safety and security among residents, but also benefits housing providers. Residents who are able
to effectively communicate with staff are more likely to be able to alert housing providers to urgent issues
involving their units or the building.

FAIR HOUSING

The Federal Fair Housing Act (FHA) prohibits discrimination in housing based on race, color, religion, sex,
national origin, familial status, and disability. In addition, forty-nine out of 50 states also have state-level
laws that prohibit discrimination in housing on the basis of either race and/or national origin.’

Housing providers should ensure that staff understand their obligations under the FHA and applicable state
laws. Even comments or actions that may not be overtly “threatening” can still violate housing providers’
duty not to discriminate. Examples include:

o A staff member complains about smells caused by cooking food associated with a resident’s
national origin such as fermented foods, curries, etc.

e A property manager notices that a resident has purchased a new television. The property manager
comments “l don’t understand how you were able to afford that, since you just moved here from
[another country].”

e  Staff prioritizing responding to maintenance requests made by English-speakers while taking much
longer to respond to requests from non-English speakers.

More importantly, such actions or comments alienate residents and can create feelings of distrust. In such
situations, residents often do not feel empowered to speak freely with staff; nor do residents feel safer when
around staff. In taking steps to foster safety forimmigrant residents, it is imperative that housing providers
first build a foundation of trust and mutual respect with their residents. Only in doing so can housing
providers, their staff, and residents effectively work together to create safer communities.

GET HELP

For questions concerning this guide, please contact the Asian Law Caucus at (415) 896-1701.

If you are seeking immigration legal services, please consult the National Immigration Legal Services
Directory: https://www.immigrationadvocates.org/legaldirectory/.

APPENDIX

e Appendix A: Sample Judicial Search Warrant

e Appendix B: Sample Judicial Arrest Warrant

e Appendix C: Sample ICE Administrative Warrants

e Appendix D: Sample Subpoenas (Administrative and Judicial)

e Appendix E: Sample One-Pager for Staff: Instructions for Responding to an Enforcement Action
(English, Chinese, Spanish)



1 Chapman v. United States, 81 S.Ct. 776 (1961). See also, e.g., People v. Superior Court (Walker), 143
Cal.App.4th 1183, 1207-1208 (Cal. 2006) [“[A] landlord may not give valid third party consent to a police
search of a house rented to another”]; People v. Stadtmore, 52 A.D.2d 853, 854, 382 N.Y.S.2d 807, 809 (N.Y.
1976) [“Itis similarly well established that a landlord does not possess the authority to consent to the search
of a tenant's apartment”]; Garcia v. State, 887 S.W.2d 846, 851 (Tex. Crim. App. 1994) [“[A] landlord cannot
generally give effective consent to allow a search of a tenant's premises”].

2 See, e.g., California Civil Code § 1954; Alaska Stat. § 34.03.140(c); Kansas Stat. Ann. § 58-2557; Oregon Rev.
Stat. Ann. § 90.322; Ohio Rev. Code Ann. § 5321.04(A)(8).

SCalifornia, for example, has explicit protections around resident information: housing providers may not
inquire about the immigration or citizenship status of current or prospective tenants or occupants. (Civil
Code § 1940.3(b).) Colorado and Oregon law similarly prohibit landlords from inquiring about or requiring that
tenants (or applicants) provide information about citizenship or immigration status. (Colo. Rev. Stat. § 38-12-
1203(1)(b); 2025 Oregon Laws Ch. 226 (S.B. 599) (signed into law on May 28, 2025).)

442 U.S.C.A. § 1436a(b) (West 2023); 24 C.F.R. § 5.500 (2023).

5See supra, footnote 3.

8 There are rules that govern service of subpoenas and improper service may be a basis to quash the
subpoena. However, housing providers’ staff should focus on getting the subpoena to the designated
supervisor or administrator who will then present the subpoena, including facts about how it was received, to
counsel who can thoroughly assess the validity of the subpoena and its service.

7 See Temple University Center for Public Health Law Research (2019, August). State Fair Housing
Protections. LawAtlas.org. Lawatlas.org/datasets/state-fair-housing-protections-1498143743.
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Appendix A: Sample Judicial Search Warrant (blank, first page only)

AO 93 (Rev. 11/13) Search and Seizure Warrant

UNITED STATES DISTRICT COURT

for the
In the Matter of the Search of )
(Briefly describe the property to be searched )
or identify the person by name and address) ) Case No.
)
)
)
SEARCH AND SEIZURE WARRANT

To: Any authorized law enforcement officer

An application by a federal law enforcement officer or an attorney for the government requests the search
of the following person or property located in the District of
(identify the person or describe the property to be searched and give its location):

I find that the affidavit(s), or any recorded testimony, establish probable cause to search and seize the person or property
described above, and that such search will reveal (identify the person or describe the property to be seized):

YOU ARE COMMANDED to execute this warrant on or before (not to exceed 14 days)
[ in the daytime 6:00 a.m. to 10:00 p.m.  (J at any time in the day or night because good cause has been established.

Unless delayed notice is authorized below, you must give a copy of the warrant and a receipt for the property taken to the
person from whom, or from whose premises, the property was taken, or leave the copy and receipt at the place where the
property was taken.

The officer executing this warrant, or an officer present during the execution of the warrant, must prepare an inventory
as required by law and promptly return this warrant and inventory to

(United States Magistrate Judge)

[ Pursuant to 18 U.S.C. § 3103a(b), I find that immediate notification may have an adverse result listed in 18 U.S.C.
§ 2705 (except for delay of trial), and authorize the officer executing this warrant to delay notice to the person who, or whose
property, will be searched or seized (check the appropriate box)

a for days (not to exceed 30) (1 until, the facts justifying, the later specific date of

Date and time issued:

Judge'’s signature

City and state:

Printed name and title
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Appendix B: Sample Judicial Arrest Warrant (blank, first page only)

AO 442 (Rev.11/11) Arrest Warrant

UNITED STATES DISTRICT COURT

for the
United States of America

V. )
) Case No.

)

)

)

)

Defendant
ARREST WARRANT
To: Any authorized law enforcement officer

YOU ARE COMMANDED to arrest and bring before a United States magistrate judge without unnecessary delay

(name of person to be arrested)

who is accused of an offense or violation based on the following document filed with the court:

O Indictment O Superseding Indictment O Information O Superseding Information [0 Complaint
O Probation Violation Petition O Supervised Release Violation Petition Violation Notice [ Order of the Court

This offense is briefly described as follows:

Date:

Issuing officer’s signature

City and state:

Printed name and title

Return

This warrant was received on (date) , and the person was arrested on (date)
at (city and state)

Date:

Arresting officer’s signature

Printed name and title

17



Appendix C: Sample ICE Administrative Warrants (blanks, first pages only)

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

WARRANT OF REMOVAL/DEPORTATION

File No:
Date:
To any immigration officer of the United States Department of Homeland Security:
(Full name of alien)
who entered the United States at on
(Place of entry) (Date of entry)

is subject to removal/deportation from the United States, based upon a final order by:

[ ] animmigration judge in exclusion, deportation, or removal procegdings
[] a designated official : '
[ ] the Board of Immigration Appeals

[ ] a United States District or Magistrate Court Judge

and pursuant to the following provisions of the Immigration and Nationality Act:

I, the undersigned officer of the United States, by virtue ofthe power and authority vested in the Secretary of Homeland
Security under the laws of the United States andby hisior her direction, command you to take into custody and remove
from the United States the above-namied alien, pursuant to law, at the expense of:

(Signature of immigration officer)

(Title of immigration officer)

(Date and office location)

ICE Form 1-205 (8/07) Page 1 of 2
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U.S. DEPARTMENT OF HOMELAND SECURITY Warrant for Arrest of Alien

File No.

Date:

To: Any immigration officer authorized pursuant to sections 236 and 287 of the
Immigration and Nationality Act and part 287 of title 8, Code of Federal
Regulations, to serve warrants of arrest for immigration violations

I have determined that there is probable cause to believe that
is removable from the United States. This determination is based upon:

[ the execution of a charging document to initiate removal proceedings against the subject;
[0 the pendency of ongoing removal proceedings against the subjget;
O the failure to establish admissibility subsequent to deferred inspeefion;

O biometric confirmation of the subject’s identity anda records check of federal
databases that affirmatively indicate, by themfiselves or ihaddition to other reliable
information, that the subject either lacks ifamigration status or notwithstanding such status
is removable under U.S. immigration ldw; and/or

O statements made voluntarily by the subjeebto an immigration officer and/or other
reliable evidence that affirmatively indicate the subject either lacks immigration status or
notwithstanding such status is removable under U.S. immigration law.

YOU ARE COMMANDED to arrest and téike into custody for removal proceedings under the
Immigration and Nationality Act, the above-named alien.

(Signature of Authorized Immigration Officer)

(Printed Name and Title of Authorized Immigration Officer)

Certificate of Service

I hereby certify that the Warrant for Arrest of Alien was served by me at

(Location)
on on , and the contents of this
(Name of Alien) (Date of Service)
notice were read to him or her in the language.
(Language)
Name and Signature of Officer Name or Number of Interpreter (if applicable)

Form I-200 (Rev. 09/16)
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Appendix D: Sample Subpoenas (Administrative and Judicial (blanks, first pages only))

ADMINISTRATIVE SUBPOENA

1. To (Name, Address, City, State, Zip Code) DEPARTMENT OF HOMELAND SECURITY

IMMIGRATION ENFORCEMENT
SUBPOENA
to Appear and/or Produce Records
8 U.8.C. § 1225(d), 8 C.F.R. § 287.4

Subpoena Number

2. In Reference To

(Tllle of Proceeding) (Flle Number, if Applicable)
By the service of this subpoena upon you, YOU ARE HEREBY SUMMONED AND REQUIRED TO:

(A) I APPEAR before the U.S. Customs and Border Protection (CBP), U.&, Immigration and Customs
Enforcement (ICE), or U.8. Citizenship and Immigration Services £ 3CIS) Official named in Block 3
at the place, date, and time specified, to testify and give inform=".on relat’ag to the matter indicated in
Black 2. S y 4 _

B) PRODUCE the records (books, papers, ar other documents) indice. :'1\ in Bletk 4, to the CBP, ICE, or
USCIS Official named in Block 3 at the place, date, apd time specifiec

Your testimeny and/or production of the indicated records is reauirec  connectan with an investigation or
inquiry relating to the enforcement of U.S. immigration laws< -aii e to xmp!* with this subpoena may subject
you to an order of contempt by a federal District Court, ag’ rovide by 8 U ..C. § 1225(d)}(4)(B}.

3.{A) CBP, ICE or USCIS Official before whom you are r' wire (B) Date
Name X .
Title 8
Address " N A (C) Time Ham Cpm.
Telephone Number
4. Records required to be produriu \inspeci m
5. Authorized Official
(Signature)
(Printed Nama)
If you have any questions regarding fTiie)
this subpoena, contact the CBP, ICE,
or USCIS Official identified in Block 3. (Date)

DHS Fom 1-138 (6/09)




JUDICIAL SUBPOENA

AO 88B (Rev. 02/14) Subpoena to Produce Documents, Information, or Objects or to Permit Inspection of Premises in a Civil Action

UNITED STATES DISTRICT COURT

for the
)
Plaintiff )
V. ) Civil Action No.
)
)
Defendant )

SUBPOENA TO PRODUCE DOCUMENTS, INFORMATION, OR OBJECTS
OR TO PERMIT INSPECTION OF PREMISES IN A CIVIL ACTION

(Name of person to whom this subpoena is directed)

O Production: YOU ARE COMMANDED to produce at the time, date, and place set forth below the following
documents, electronically stored information, or objects, and to permit inspection, copying, testing, or sampling of the
material:

Place: Date and Time:

O Inspection of Premises: YOU ARE COMMANDED to permit entry onto the designated premises, land, or
other property possessed or controlled by you at the time, date, and location set forth below, so that the requesting party
may inspect, measure, survey, photograph, test, or sample the property or any designated object or operation on it.

Place: Date and Time:

The following provisions of Fed. R. Civ. P. 45 are attached — Rule 45(c), relating to the place of compliance;
Rule 45(d), relating to your protection as a person subject to a subpoena; and Rule 45(¢) and (g), relating to your duty to
respond to this subpoena and the potential consequences of not doing so.

Date:

CLERK OF COURT
OR

Signature of Clerk or Deputy Clerk Attorney’s signature

The name, address, e-mail address, and telephone number of the attorney representing (name of party)
, who issues or requests this subpoena, are:

Notice to the person who issues or requests this subpoena
If this subpoena commands the production of documents, electronically stored information, or tangible things or the
inspection of premises before trial, a notice and a copy of the subpoena must be served on each party in this case before
it is served on the person to whom it is directed. Fed. R. Civ. P. 45(a)(4).

21



WHAT TO DO IF ICE (OR OTHER IMMIGRATION ENFORCEMENT) IS AT THE BUILDING

REMINDERS:

o Document: Take notes and document as much as you can. You may video or audio record any interactions with agents but
must announce that you are doing so. Remain at a reasonable distance from the agents to avoid interfering.

o Do not interfere: Do not run or create panic. Do not tell residents not to respond to questions from ICE. Instead, remind
them “you have the right to remain silent.” Do not help residents escape or hide.

IMPORTANT: If the building requires a key/buzzer to enter, do NOT immediately let the agents in. Stay calm and follow the
steps on this sheet. Use the intercom or speak to the agents through the door. B> SAY: “This is a private property and it is our policy
that you are not allowed to enter without a valid judicial warrant.”

e Immediately contact

(Include name, title, direct line of designated supervisor(s).)
P SAY: “I need a moment to tell my supervisor that you are here.”
e Do not answer questions posed by the agent. Tell them they will have to speak with your supervisor.
P SAY: “l am not authorized to answer questions,” or “I am not authorized to provide you with information regarding our
residents.”
While waiting for the supervisor or if there is no supervisor available, continue taking the following steps:

e Ask for name and badge numbers. Write them down.

P SAY: “Officers, please give me your names and badge numbers.”

e Ask why the agents are at the building. Write down their response.

P SAY: “May | ask why you are here today?”

e Tell the agent that you do not give consent for the agent to enter any private areas.

» SAY: “If you do not have a valid judicial warrant, it is our policy that you are not allowed to enter the non-public portions
of the property.”

e If they say they have a warrant, ask to see the warrant. Make a copy of the warrant or other documents. Use a phone to take
photos if a photo copier is not available. Send a copy of the warrant to the above-named supervisor.

P SAY: “Please provide me with any warrant that you have today.” (Ask them to slip it under the door.)

e Look at the warrant and determine if it is a valid judicial warrant. To be valid, it must have ALL three of the following:
1. Signed by a JUDGE or a MAGISTRATE JUDGE (NOT an Immigration Officer).
2. Issued within the past 14 days.
3. Includes the correct address as the place to be searched; or names the person to be arrested.

e If VALID: Provide access only to the areas described in the warrant.
e |f NOT VALID: Tell the agent that you do not give consent and ask them to leave.

P SAY: “This does not appear to be a valid judicial warrant. | am not allowed to give you private information or access to
any private areas. If you leave your contact information, | will provide it to my supervisor. | must ask you to leave.”

e If ICE refuses to leave or follow your requests: P SAY: “I do not have authority [and/or] do not consent. But because |
have no other choice at this time, | will not interfere with your order.”
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QUE HACER SI HAY PRESENCIA DE OFICIALES de ICE O AGENTES DE INMIGRACION EN EL EDIFICIO

RECORDATORIO:

Documente: Tome notas y documente todo lo que pueda. Usted puede grabar en video o audio cualquier
interaccion con los agentes, pero debe notificarles que lo esta haciendo. Manténgase a una distancia
razonable de los agentes para evitar interferir.

No interferir: No corra ni provoque panico. No diga a los residentes que no respondan a las preguntas de
ICE. En vez, recuérdeles: “Usted tiene derecho a permanecer callado.” No ayude a los residentes a escapar ni
a esconderse.

IMPORTANTE: Si el edificio requiere una llave o un timbre para ingresar, NO deje entrar a los agentes inmediatamente.
Mantenga la calma y siga los pasos en esta guia. Utilice el intercomunicador o hable con los agentes a través de la
puerta. » DIGA: “Esta es una propiedad privada y nuestra politica es que no se le permite ingresar sin una orden judicial
valida”.

Comuniquese inmediatamente con

(Incluya el nombre, cargo y nimero de la linea directa del supervisor designado).
» DIGA: “Necesito un momento para notificarle a mi supervisor que usted esta aqui”.
No responda preguntas hechas por el agente. Digales que tendran que hablar con su supervisor.

» DIGA: “No estoy autorizado(a) a responder preguntas” o “No estoy autorizado(a) a dar informacion sobre
nuestros residentes”.

Mientras espera al supervisor o si no hay ningun supervisor disponible, contintie con los siguientes pasos:

Solicite nombre y numero de placalidentificacion. Escribalos.

» DIGA: “Oficiales, por favor denme sus nombres y nimeros de placa/identificacion”.
Pregunte el por qué los agentes estan en el edificio. Escriba la respuesta.

» DIGA: “; Puedo preguntarle por qué esta aqui hoy?”
Digale al agente que usted no da su consentimiento para que el agente ingrese a areas privadas.

» DIGA: “Si no tiene una orden judicial valida, nuestra politica es que no se le permite ingresar a las partes no
publicas de la propiedad”.

Si dicen que tienen una orden judicial, pida verla. Haga una copia de la orden u otros documentos. Utilice un
teléfono para tomar fotografias si no hay una fotocopiadora disponible. Envié una copia o fotografia de la orden
judicial all supervisor indicando en la parte superior.

» DIGA: “Por favor, presente cualquier orden judicial que tenga el dia de hoy”. (Pidales que la deslicen debajo
de la puerta si todavia estan afuera).

Revise la orden y determine si es una orden judicial valida. Para ser valida, debera tener TODOS los tres puntos
siguientes:

1. Firmada por un JUEZ o un JUEZ MAGISTRADO (NO un oficial/agente de inmigracion).

2. Emitida dentro de los ultimos 14 dias.

3. Incluye la direccion correcta del lugar a ser registrado o nombra a la persona a ser arrestada.
Si es VALIDA: Proporcione acceso Unicamente a las areas escritas en la orden.
Si NO ES VALIDA: Digale al agente que no da su consentimiento y pidale que se vaya.

» DIGA: “Esta no parece ser una orden judicial valida. No tengo permitido brindarle informacién privada ni
acceso a areas privadas. Si deja su informacion de contacto, se la proporcionaré a mi supervisor. Debo pedirle
que se vaya’.

Si ICE se niega a retirarse o a seguir su peticion: » DIGA: “No tengo autoridad [y/o] no doy mi consentimiento. Pero,
dado que en este momento no tengo otra opcion, no interferiré con su orden.”
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Appendix F: Skit Scripts

The following skits can be used to practice and illustrate the importance of being prepared to implement your
policy.

Skit No. 1is an example of a negative outcome that could arise if staff are not trained on the housing
provider’s policy.

Skit No. 2 is an example of an outcome where a supervisorial staff member has been trained on the housing
provider’s policy and successfully implements it.
Skit No. 3 re-imagines Skit No. 1, demonstrating that all staff — not only supervisorial staff —should be

prepared to exercise the policy.

Skit 1:

Narrator: This is our first skit. [Insert Name] is a front desk worker. They do not know what the policy is for
responding to ICE agents or law enforcement who come to their building.

Front Desk Staff: It looks like there are some people at the door. Looks like it’s the police. Wonder what they
want? Let me just buzz them in.

ICE Officer: Good morning.
Front Desk: Good morning!

ICE Officer: I’'m with federal law enforcement. Thanks for buzzing us in. We’re looking for a resident that lives
here. His name is Jerry Smith. Would you be able to let us know which unit he is in?

Front Desk: (alarmed) Why are you looking for Mr. Smith?

ICE Officer: We already told you. We’re federal law enforcement. We need to speak with Mr. Smith and ask
him some questions. If you continue to interfere with our investigation, you will have problems. Now please
tellus which unit he isin.

Front Desk: (panicked) Sorry, | didn’t mean to interfere. Mr. Smith lives in Unit 210.
ICE Officer: Thank you — how do we get up there?
Front Desk: (shaken) You can use this elevator.

Narrator: The ICE agents enter the elevator and go upstairs to Mr. Smith’s unit. Mr. Smith isn’t home, but the
ICE agents spend 15 minutes loudly banging on his door and asking to be letin.

Skit 2:

Narrator: This is our second skit. [Insert Name] is the property manager and has received training about what
to do if law enforcement comes to her building. [Insert Name] happens to be standing near the entrance of
the building when she notices a couple of law enforcement officers standing near the entrance.

Property manager: Hi, can | help you guys?
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ICE Officer: Yes. Do you know anything about this building?

Property manager: Yes. In fact, | am the property manager — | noticed you have been standing in front of my
building for a while. What can | help you with?

ICE Officer: We’re the police. We have reason to believe that a suspect is hiding in this building. We’d like to
come in and look around.

Property manager: Well, | don’t have reason to believe that there is a suspect in this building. This is a senior
housing building, and | know my residents very well. Do you have any specific information about who you are
looking for?

ICE Officer: [Sir/ma’am], we’re sure you have a good sense of who your residents are. However, as | said,
we’re law enforcement. We received reports that there is a suspect in your building, and we have a duty to
investigate. Could you please open the door so that we can take a look?

Property manager: | don’t think | need to do that for you.

ICE Officer: We have a legal warrant. We’ve asked you nicely, but if you continue to cause problems, we’ll
have to enforce our warrant.

Property manager: Well, let me see it.
ICE Officer: Here you go. (gives the property manager a piece of paper)

Narrator: The property manager takes the warrant from the ICE officer. It looks official and is signed by
someone. However, on closer examination, the property manager realizes that the warrant is only signed by
an “Immigration Officer,” NOT a judge.

Property manager: This is not a valid judicial warrant. If you do not have a valid judicial warrant, it is our
policy that you are not allowed to enter this building. This is a private residential building. Please leave.

Skit 3:

Narrator: This is our final skit. [Insert Name] is once again a front desk worker, except now they know their
rights and the policy.

Front Desk Staff: There are some people at the door. Looks like maybe it’s the police. Wonder what they
want? Wait - it has been very quiet at the front desk, and | did NOT call the police. It’s possible that the
people are the door are not the police. Let me ask who they are through the intercom. (presses intercom
button) Hi—can | help you?

ICE Officer: Good morning. I’'m with federal law enforcement. Could you buzz us in? We’d just like to come in
and ask a few questions. We don’t want to have to yell through the door.

Narrator: [Insert Name], the front desk worker, is alarmed. She realizes that this might be an immigration
related situation. She did not expect that this would happen during one of her shifts. However, she
remembers that there is a policy that she learned about. A summary of the policy is written on a piece of
paper that she keeps at her desk.
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Front Desk: Could you please wait a second? | need a moment to tell my supervisor that you are here.
ICE Officer: In the meantime, please buzz us in.
Front Desk: Please wait while | contact my supervisor. Thank you for your patience.

Narrator: [Insert Name] contacts their supervisor. Luckily, their supervisor picks up the phone and says that
they are 10 minutes away and coming to assistimmediately. In the meantime, [Insert Name] follows the
instructions on the written policy.

ICE Officer: Please buzz us in now. We just have a few questions about one of your residents.

Front Desk: | am not authorized to answer questions. However, can you give me your names and badge
numbers?

ICE Officer: Of course. I’'m Officer Jilland my badge number is 1234.
Front Desk: Thank you. May | ask why you’re here today?

ICE Officer: | don’t know why you’re asking. | already told you. We just have a few questions about one of
your residents. Buzz us in so we can talk.

Front Desk: If you do not have a valid judicial warrant, it is our policy that you are not allowed to enter the
non-public portions of the property.

ICE Officer: The building lobby is a public area. | just have a few questions. If you do not buzz us in, you will
have problems.

Front Desk: Please provide me with any warrant that you have today.
ICE Officer: We have a warrant. If you buzz us in, | can provide you with the warrant.
Front Desk: Please slip the warrant under the door.

ICE Officer: We don’t have a warrant, and this is ICE. You need to open the door now, or we will take further
action.

Front Desk: It is our policy not to allow you to enter if you do not have a valid judicial warrant.
ICE Officer: Well, we will come back with a warrant ordered by a court. We’ll probably be back tomorrow.
Front Desk: That is fine. If you leave your contact information, | can provide it to my supervisor.

Narrator: The ICE agents leave. The designated supervisor, Property Manager [Insert Name], arrives shortly
after, but because [Insert Name] had practiced following the housing provider’s policy and was ready to
implement it, Property Manager [Insert Name] does not have to interact with the ICE officers because they
already left. Property Manager [Insert Name] sets up a time to debrief the incident with [Insert Name] and
reports the incident to administration.
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