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Contra Costa County Library
Policy for Responding to Immigration Enforcement Officers

The following is a summary of the steps to be taken if Library staff encounter a U.S. 
Immigration and Customs Enforcement (ICE) agent while working at a library (in person or on 
the phone).

Request for Access to Documents or Non-Public Areas of Library Facility

1. Calmly inform the officer that all law enforcement inquiries must be handled by Library 
Leadership and that you must first notify and receive direction from Library Leadership
before granting access to non-public areas of the library facility or documents.

2. Immediately notify someone in Library Leadership of any request (including subpoenas, 
petitions, complaints, warrants, or court orders) by an ICE agent to access non-public areas 
of a library facility, or any requests for the review of Library documents.

3. Ask to see, and make a copy of or note, a requesting officer’s credentials (name and badge 
number).

4. Ask the officer to explain the purpose of their visit and note the response.

5. Ask the officer for any documentation that authorizes access to non-public areas of the 
library facility.

6. Make copies of all documents provided by the officer.

7. Decline to answer questions and direct the officer to speak to Library Leadership.

8. State that the County does not consent to entry into non-public areas of its facilities.

Types of Documents Requesting Officer May Present

9. The County’s obligations will depend on the type of documentation presented by the officer 
making the request. Without expressing consent, respond according to the requirements of 
the documentation presented. (See attached sample documentation.) If the officer has:

a. A federal judicial warrant (either a search-and-seizure warrant or an arrest warrant),
prompt compliance usually is required, but, where feasible, staff should consult with 
Library Leadership before responding.

b. An ICE administrative “warrant,” immediate compliance is not required. Inform the 
officer that the Library cannot respond to the warrant until after it has been reviewed 
by Library Leadership. Provide a copy of the warrant to Library Leadership as soon 
as possible.
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c. A subpoena for the production of documents or other evidence, immediate 
compliance is not required. Inform the officer that the Library cannot respond to the 
subpoena until after it has been reviewed by Library Leadership. Give your copy of 
the subpoena to Library Leadership as soon as possible.

d. A notice to appear, is a document that is not directed at the library facility. Library 
staff is under no obligation to deliver or facilitate service of this document to the 
person named in the document. If you get a copy of the document, give it to Library 
Leadership as soon as possible.

Keep Records; Stay Safe

10. Document the officer’s actions in as much detail as possible when he or she enters the 
premises, but without interfering with the officer’s movements.

11. If the officer orders you to provide immediate access to non-public areas of facilities, you
should comply with the officer’s order and immediately contact Library Leadership. Staff
also should not attempt to physically interfere with the officer, even if the officer appears to 
be acting without consent or appears to be exceeding the purported authority given by a 
warrant or other document. If an officer enters non-public areas of the premises without 
authority, staff should simply document the officer’s actions while at the facility.

12. Complete an incident report that includes the information gathered as described above and 
the officer’s statements and actions.
















