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Reiteration of Standard Operating Procedure Regarding School Protocol in the Event of Requests for Student Information:  
1. Purpose
To provide guidance to District staff regarding protocol for responding to a request for student access or information during the school day.  This reiteration is specific to requests related to immigration or citizenship inquiries in light of recent events. 
2. Scope
All MCSD Employees. This information should be disseminated to all MCSD personnel who do or may interact with students during the school day or at school events / activities. 
Note: Administrators or Building Leaders who will be out of the building for any period of time are required to designate by name an individual to take their place as related to this Procedure. 

This procedure may be updated as District personnel are monitoring legal guidance from federal and state authorities and communicating with counsel.  If this procedure is updated, personnel will be notified; please utilize these steps unless / until this procedure is modified. 
3. Procedure
1. School receptionists, clerks, and administrators should remain pleasant and professional in all interactions with law enforcement agents / officers.  

2. If an individual identifies themselves as a law enforcement agent or officer, the receptionist, clerk, or other individual should immediately alert the school Administrator or Building Leader
.  The receptionist, clerk, or other individual should indicate that the Administrator or Building Leader has been notified, and should ask the law enforcement personnel to please pause any further action or discussion until that individual is available. 
3. School personnel should not provide further information at this stage. Communication and interaction should be limited to connecting the law enforcement personnel with the relevant Administrator.   
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4. Administrators / Building Leaders, upon becoming aware of the situation, should: 

A. Request and document the name, organization name, title, contact information, and badge number or identification of the individual; 

B. Request and document the name and contact information of the individual’s supervisor; 

C. Request and document the stated purpose of the visit; 
D. Contact your Region Chief and provide the details and documentation obtained from the officer.  Region Chiefs will advise as to next steps.  

Region Chiefs may involve other appropriate District personnel for advice regarding next steps, including but not limited to Chief Arp, Sarah Sillitto, the Superintendent’s office, and where appropriate, outside counsel. 

Do not take further action until you obtain further instructions from Region Chief.  

Next steps will be determined in collaboration with above-listed personnel.  
� If the MCSD personnel who is approached works with transportation, please notify the Director of Transportation Mr. Godfrey  in place of the Administrator and follow his advice regarding next steps.  
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