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POLICY

Immigrationand Customs Enforcement (ICE) often transfersdetaineesfrom one facility
to another for avariety of reasons. This standard prescribesthe proceduresand
notificationrequirementsto befollowed when transferring adetainee.

ICE will makedl necessary notificationswhen adetainee(s) istransferred. If the
detainee(s) is baing transported by Justice Prisoner Alien Transportation System
(JPATYS), ICE will adhereto JPATS protocols. In deciding whether to transfer a
detainee, ICE will take into consideration whether the detaineei s represented before the
immigration court. 1n such cases, Field Office Directorswill consider the detainee's
stage within the removal process, whether the attorney of record islocated within
reasonable driving distance of the detention facility and whereimmigration court
proceedings are taking place.

‘APPLICABILITY

The standards provided in this Detention Standard shall apply to d | field officesand sub-
offices making custody determinationsand of the followingfacilities:

1. Service Processing Centers(SPCs);
2. Contract Detention Facilities(CDFs); ad

3. Stateor loca government facilitiesused by |1CE through Intergovernmental Service
Agreements(IGSAs) to hold detaineesfor morethan 72 hours;, referred to as"IGSA
facilities."

See the separate "' Definitions” Standard for the meaning of certain termsused in this

document.

STANDARDS AND PROCEDURES

A. Notification Procedure

1. Attorney: When lega counse represents a detainee, and a G-28 has beenfiled,
ICE sndl notify the detainee's representative of recordthat the detaineeis being
transferred from one detention location to another. This notification shall be
recorded in the detainee's A-file, if available, or work file and the notification
shdll be notated in the commentsscreenin DACS. For security purposes, the
attorney shdl not be notified of thetransfer until the detaineeis en routeto the
new detention location. The notificationwill includethe reason for the transfer
and the name, address, and tel ephone number of the recelvingfacility. Inthe
interest of safety and security, the notification will not include specific travel
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details, {(e.g., the day of travel, mode of travel, etc). Where specia security
concernsexist (e.g., the detainee has a serious crimina history) |CE has discretion
to delay the notification, but only for a period of timethat isjustified by security
concerns.

2. Family: It will be theresponsbility of the attorney of record or the detaineeto
notify any family members, if so desired.

3. Detainee: For security purposes, specific plansand time schedulesshall never be
discussed with the detaineeinvolved. The detaineeshall not be notified of the
transfer until immediately prior to leaving thefacility. At that time, the detainee
shall be notified that he/she is being moved to anew facility within the United
States, and not being deported. Reasonableefforts should be madeto makethis
communicationin alanguagethe detainee understands. Following transfer
notification, the detainee shal normally not be permitted to make or receive any
telephonecalls or have contact with any detaineein the genera population until
the detainee reachesthe destination facility. In certain cases, the detainee may be
housed in Administrative Segregation 24 hoursprior to being transferred. (Note:
if thedetaineeis under eighteen years of age, specia notification procedures may
apply. Please check with thejuvenilecoordinator for your field office.)

At thetime of the transfer, ICE will provide the detainee, in writing, with the -
name, address and telephone number of the facility he/she is being transferred to.
The attached Detainee Transfer Notification Sheet shal be used for this purpose.
The detainee will dso beinstructed that it ishis/her responsibility to notify family
members. A copy of the transfer notification sheet will be placed in the
detainee's detentionfile.

B. Types of Tranders

Thefollowing are examplesof situationsin which atransfer may occur:

Medical - TheDivisionof Immigration Health Services (DIHS) hastheauthority
to recommend that a detaineein need of specialized or long-term medica care be
transferred to afacility that can meet those needs. The DIHS Medical Director or
designeemust approvetransfersfor medical reasonsin advance. Medica transfers
will be coordinated through the local | CE office of jurisdiction using established
procedures.

Changeof Venue- A changein venue by the Executive Office of Immigration
Review from onejurisdictionto another.

Recr eation —When the required recreationis not available, a detainee will have
the option of transferringto afacility that offersthe required recreation. For
specific policy and procedures, seethe Recreation Standard.

Security = Security transfersar e conducted, for example, whenthe detainee
becomesathreat to the security of thefacility, e.g., the detaineeisviolent or has
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caused amgjor disturbanceor isthreateningto causeone, or astuation existsthat
isthreatening to staff or other detaineesand cannot be controlled through the use
of segregationhousing. In these cases, detainees may be transferred to a higher-
leve facility.

Other Needs of | CE- Detaineesmay be transferred to other facilitiesfor various
reasons, such asto eliminate overcrowdingor to meet special detainee needs, etc.

C Reauest for Bed/Designation

Field officesthat routinely transfer cases between each other should set up a
means of communicationso that the*'receiving field offices™ will providethe
""sending field offices” with information regarding available bed spaceon a daily
bass. Inaddition, these field officesshould provide the names and contact
numbersfor the staff responsiblefor handlingthe transfer of cases. Field offices
are encouraged to communicate directly with each other to ascertain bed space
availability. HQ Detentionand Remova Operations(DRO) areavailableto assist
afidd officethat has attempted to independently locate beds with no success.

Field offices seeking bed space in other field offices should phoneor E-mail a
request (with afollow up phone call) with sufficient detail sof the casetothe, .
designated field office contact. Qe an offidehas preliminarily agreed to accept .
a case from another office, the following proceduresshould befollowed:

1. Prepare And Fax Form 1-216 To The Recelving Field Office

Form I-216 should be prepared, ensuring all boxes are completed. Please notethe
following with regard to completionof theI-216:

a. If thereisaquestion of whether or not adetaineeisajuvenile, acopy of
the age verification documentationshall be attached.

b. Please clearly annotate criminal or aggravated felon status, any
medical/mental problemsor security risks. If there are medical/mental
problems or medications, either the JPATS Form USM-553 or an I-754
(In-Processing Health Screening Form) should accompany the1-216 asan
attachment. Security concernsmust be outlined in detail on a separate
page and be attached to theI-216.

No other forms (other than those mentioned) will be accepted for recording the
persons/property transferred.

If an IGSA within thereceivingfield office requiresthat their medica unit review
medica historiesof transfer casesprior to acceptance, then amethod of providing
that documentationto the IGSA must be arranged between the receivingfield
office and sending field office.
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2. Receiving Office Confirms Acceptanceof the Case

Thereceivingfield officewill review the1-216 to insurethe case(s) being
accepted is consistent with what was previoudly discussed/e-mailed. |f thereare
any issuesthat werenot previoudy relayedto the receivingfield office by the
sending field office, the receivingfield office will notify the sending field office
that it may declinethe transfer(s) unlessthe issue(s) are resolved.

Oncethe receiving field office has finaly accepted the transfer, a mutualy
agreeableestimated time of arriva will be providedto thereceivingfield office
either viatelephoneor e-mail.

Thesendingfield officesWILL NOT SUBSTITUTE any detaineesontheI-216
unless prior approval from the receivingfield office has been obtained.

D. Preparation and Transfer of Records

Thefollowing recordswill be completed prior toany field officetransferring adetainee
to another field office, and the recordswill accompany the detainee to the receiving
facility. The attached Detainee Transfer Checklist shall befilled out in order toinsure
that all proceduresare completed, and shall be placed in the detainee's A-fileor work
“folder.: i any-procedurs cannot be completed prior to the transfer of the detaines, that .
transfer will not take place unlessthe authorized official at the receivingfield office has
expressly agreedto waivethat portion of the procedure. Thiswaiver should be noted on
the checklist.

1. Alien File

Prior to transfer, the A-filewill be obtained and put in good order. File
consolidationswill be completed prior to transfer. The sendingfield officewill
complete any necessary file jacket repairs. All documentsand formswill be
attached on the proper side of the A-file. If the sendingfield office has been
unableto obtain the A-file, that detainee should not betransferredto another field
officeuntil suchtimeasthefileislocated. Exception: If therecelvingfield
office, beforethe transfer takes place, acceptsa proper work folder.

Thework folder should include, at nm ni num certified copies of convictions,
printoutsof the Central Index System (CIS), Deportable Alien Control System
(DACYS), the FBI's National Crime Information Center (NCIC) database, copies
of the EOIR's record of proceedingsas well as new photographsand fingerprints.
Copiesof thefollowinginformationshould also be included if applicable: Non-
Immigrant Information System (NI1S), Computer Linked Application Information
Management System (CLAIMS), National Automated I|mmigration Lookout
System (NAILS), Reengineered Naturalization Application Casework System
(RNACYS), and Refugee Asylum Processing System (RAPS).
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Any other obtai nable documentsrequested by the recelving field office.

The A file/work folder will include copies of thefollowing properly executed
documentswhich will be fastened to the top right side of thefile:

1-216 (appropriate copies of 1-77 and G-589 attached)

USM-553 or locd transfer summary form

Origina or photocopy of 1-203/203A

Check list (Attached)

Age verificationdocuments(if applicable)

A 35" disk with al previous Post Order Custody Reviews (POCRs) and
travel document requestswill be placed in aproperty envelopethat is
fastenedto thefile.

g. Classification Sheet

SN NS

The A-file or work folder will accompany the transfer. Under certain

circumstancesthe receivingfield office may request that the A-file or work folder

be shipped overnight expressto a particular location. If requested, the sending

field office will overnight it no later than the businessday following the transfer.

Any significant delayS| nthearriva time of the detainees or their files should be

comminicated to the reoewmg fiel d ofﬁce as soon as possible. :
v LRI - i '

2. Charmnz Documents/Record of Proceedl ng

Beforethetransfer al charging documents will be issued and signed by the
authorized individual having signatory authority for the sending field office. The
charging documentswill be served (if applicable) onthe detaineeprior to transfer.
Thisincludes, but is not limited to, the Noticeto Appear (I-862), Warrant of
Arrest (1-200), Warrant of Remova (1-205), Notificationof Custody Decision (I-
286) and Noticeof Rights(I-826). Copiesof these documentswill be provided to
the detainee who should be encouraged to keep them on his/her person, unlessthis
would otherwise present asecurity problem. Originalsand/er copieswill be
included, indicating proper service, in the A-fileor work folder.

Sending Officesmust ensurethat an I-286 has been served on aliensprior to
transfer, with notationinfile of document service.

3. Certified Copies of Convictions

For all aiensunder removal proceedings based on their criminal convictions
stated on the 1-862, the certified copy of convictionwill beincludedin the A-file
prior to transfer. A detaineewill not betransferred if the certified copies of
conviction relating to the charging document are not included in the A-file,

Exception: If thereceivingfield officeisnotified, prior to acceptance, that the
certified copiesof conviction have not yet been obtained, and they elect to accept
the case. In these instances, the sending field office will providea point of
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contact, including the nameand phone number of theindividud at their field
office responsiblefor obtaining the convictionrecord.

The sendingfield office will further providea point of contact, including name
and phone number, of an individua at the appropriatecourt or clerk's office for
which therecordislocated. Bothof these points of contact will be noted onthe
Check List and attached to the A-file prior to transfer.

Fingerprint Cards

The sending field office will take the appropriate (three plus R-84) setsof
fingerprints. The cards will be signed by both the alien and the official taking the
prints. The cardswill be completely filled out except for the address block
requestinga disposition from the FBI.

The completed cardswill be left in the A-filefor thereceivingfield officetofill

in the response address block and submit to the FBI and Biometries Support

Center (when gppropriate), unlessthe caseisaroom and board. For Room and

Board detainees, the sending field office can submit the printsto the FBI and

Biometrics Support Center. One set of fingerprint card should remainin the A-file
‘atalltimes. . - 2 1

Photograpﬂs

The sending field office will take four (4) new standard booking-size photographs
(1 sheet of 4 photos) and include those photos not used for thetransfer inthefile.

M edical Proceduresand Information Reauired for Transfer

1. Notification of Transfers. Releases. and Removals

Thefacility health care provider will be given advance noticeprior to the
release, transfer, or removal of adetainee, so that medical staff may
determine and providefor any medical needs associated with thetransfer
or releaseof adetainee.

2. Transfer of Health Records

When a detaineeistransferred withinthe Detainee ImmigrationHealth
Service(DIHS) System, a Transfer Summary and the detainee's officia
health recordswill accompany the detainee. The officia health records
will be placed in asedled envelopeor other container labeled with the
detainee'sname and A-number and marked "MEDICAL
CONFIDENTIAL." Officersare not permitted to read the officia health
record.

When adetaineeistransferred to an IGSA detention facility, only the
transfer summary will accompany the detainee.
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Transfer Summary

A transfer summary sheet, prepared by the sending facility's medical staff,
must accompany thetransferee. Either the USM 553 Form or a facility-
specific form may be used, provided it shows:

a TB clearance, including PPD and Chest x-ray results, including test
dates,

b. Current menta and physical health status, including all significant
health issues;

c. Current medications, with specificinstructionsfor medicationsthat
must be administereden route; and

d. The name and.contact information of thetransferring medical officid.

Thetransfer summary sheet is essential for detainee safety whilein trangt:
and must be in: the escorting officer’s possession during that time. The
detainee cannot be moved without the required information from the
releasing ingtitution. Thetransferring officer will review the information
for completenessand to ensurehe/she hasthe suppliesrequiredto provide
care asindicated during the transfer process.

| CE officersmust understand that medica informationis on a need-to-
know bads. Any officer who reviewsthetransfer summary shall protect
the privacy of the detainee's medical informationto the greatest extent
possible. Such informationshall not be shared with other detainees, and
shall not be shared with other officersunless appropriateto fulfill program
responsibilities. Seethe Medical Care" standard section entitled
"Confidentidity and Release of Medicd Records'" Thetransferring
officer isresponsiblefor delivering the transfer summary materialsto
medical personnel at the receiving fecility.

Medical/Psvchiatric Alert

Whenthe medicad staff determinesthat a detainee’'s medica or psychiatric
condition requireseither clearance by themedica gaff prior to releaseor
transfer, or requiresmedica escort during deportation or transfer, the OIC
will be so notifiedin writing.

M edications

Prior to transfer, medical personnel will providethe transporting officers
with instructionsand, if applicable, medication(s) for the detainee's carein
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trangit. Medicationswill be placed in a property envelopewiththe
detainee'sname and A-number onit. Medicationswill accompany the
transfer and be turned over to an officer a the receivingfield office.

7. Othe Trandfer Paperwork

A properly executed I-203/1-203 A, G-391 and 1-216 will accompany thetransfer.
TheI-203 will includethe detainee'sdetention category onit. It will further
indicateif the detainee has acriminal conviction, a history of violence, isan
escaperisk or has specid medica problemsthat may require attentionduringthe
transfer. TheI-203 will be annotated if the detaineeis on prescription medication.

The1-203 should also indicatethetime of arrival as estimated by the sending field
office. Thereceavingfidd officemay request that copies of the1-203/1-203A be
faxed directly from the sending field office to the IGA/IGSA that will be
detainingthedien.

8.  G-391, “Official Detail”

No detainee shall be removed from afacility, including field office detention
aress, unless;:a Form G-391i sfurnished, authorizingthe movement. TheG-391

. et be propetly signedand shall clearly indicatethe name of the detainee(s), the
placeor placesto be escorted, the purpose of the trip and other information
necessary to efficiently carry out thedetail. 1GSA facilitiesmay usealocal form
aslong as the form providesthe required information.

In SPCs/CDFs, it isthe responsibility of the Supervisory Immigration
Enforcement Agent (SIE4) or Detention Operations Supervisor (DOS) to check
recordsand ascertain if the alien hasa criminal history, is dangerous, hasan
escape record or medical condition. Any information of an adverse nature shall
be clearlyindicated on the G-391 and the escorting officers shall be warned to
ingtitute the necessary precautions. Before beginning the detail, the escorting and
transportation officers shall read their instructionsand clearly under stand the
purpose the detaineeis being removed from the facility. The officers will also
discussemergency and alternate planswith the SEA arnd/or DOS beforehand.

All completed G-391's shdll befiled in order (monthly) and the formsfor the
previousmonth shall be readily availablefor review. All G-391's shall be
retained for aminimum of 3 years.

E. Property
1. Checkout of Fundsand Small Valuables.

Thefollowing items shall dwaysaccompany adetaineeto the receiving SPC, CDF, or
IGSA facility: cash, and small valuables such asjewelry, address books, phonelists,
correspondence, dentures, prescription glasses, smdl religiousitems, pictures, etc.
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A detainee's legal material relating to Immigration proceedings shall aways
accompany them to the receiving SPC, CDF, or IGSA facility. Thisincludesitems
such as Noticeto Appear, hearing evidenceand hearing transcripts.

The detainee should ordinarily have theseitemsin his/her possession during transport.
Itemsthat might present a security risk or are particularly bulky shall be separated from
the detainee during transport.

Before adetaineeistransferred, the sending facility shall return all funds and small
valuablesto the detainee. All G-589sor loca IGSA fundsand valuablereceiptsshall be
closed in accordance with the" Funds and Persond Property™ standard (sectionIIL.G.)
Thereceivingfacility shall createanew G-589 or local funds and valuable receipts
during in processing according to procedures established in the ' Funds and Persond
Property" standard (section ITILD.).

2. L arge Valuables, Excess L uggage, and Other Bulky Items.

All items stored at the sending facility will accompany the transferee to the receiving
SPC, CDF, or, in most cases, the receiving IGSA fecility. If the IGSA facility will not
accept detainees’ excess, oversized, or bulky belongings (including, but not limited to,
suitcases, cartons, televisions, etc.), the sendingfacility will retainit, arrangeto storeit
elsewhetre, oF may follow the proceduresfor disposing of excessgproperty specified in the _
""Funds and Personal Property™ detention standard (Section II1.A.). Thisretention should
not apply to materia spertainingto the alien's immigration proceedings. Under these
procedures, the facility may send excess property to an address of the detainee's
choosing. However, the detaineeshall not be asked for thisaddressinformation until
after the detainee has been notified of the impending transfer. The sending facility will
make shipping arrangementsand, if the detainee cannot afford postage, pay for shipping.

If the detaineerefusesto cooperateby providingan appropriatemailing address, or is
financialy able but unwillingto pay for shipping, the OIC may disposeof the property
after providing the detainee with written notice in accordancewith the** Control and
Disposition of Contraband™ standard. If, however, the detainee's faillureto specify a
shipping addressis because an appropriate mailing address does not exist, thefacility will
store the property for the detainee.

In cases where the sending facility continuesto store the transferee's property, the
transferee will keegp in his/her possessionthe property receiptsfor theseitems. The

sending facility will notify the receiving facility, in writing, that it is holding property for
the detainee, and that it requiresnotice beforethe detainee's releaseor transfer. This
communicationwill ensure the detainee's receipt of the stored property at the appropriate
time.

Detainee accessto largeitems of persona property shal be prohibited during
trangportation.
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3. Checkout of L uggage, L arge Valuables, and Other Bulky Items

If the property accompaniesthe detainee, the sending facility shall closeout the existing
G-589, or local fundsand valuablereceipts, in accordance with the'* Funds and Personal
Property" standard (section III.G.). Thereceiving facility shall create anew 1-77 or local
funds and valuable receiptsduring in processing according to procedures established in
the " Funds and Personal Property™ standard (section II1.D.).

Room and Board Cases

A complete work folder shall accompany or be sent in advance of dl Room and Board
Cases. Thework folder should include new photographs (four) and fingerprints(three
plus R-84) of the detainee. 1t should also include a copy of the entirerecord of
proceeding, aswell asall pertinent case documentation. The items mentioned above,
under Section D.1. " Alien File" will be attached to theright side of the work folder.

Interviewsconducted by the receiving field office under the Post Order Custody Review
processwill be saved on the computer disk and attached to thefile. If theR&B is
accepted for short term, staging only, the receiving and sending field officesmay agreeto
reduceor modify documentation requirements.

‘PheneCalls & =~ - eonoto U SRR

Indigent detainees being transferred will be authorized a single domestic phone call at
the Gover nment's expense upon arrival at their final destination. Generally the PCS
Emergency card will be utilized to makethese calls. Local field officeswill make
necessary arrangementsfor these callswithfacilitiesthat have not been provided a
PCS Emergency Card. Non-indigent detaineesshall have accessto make callsat their
own expense pursuant to the Telephone Access Detention Standard.

M iscellaneous

1 DACS

The sendingfield office shall ensurethat al screensin DACS are completely updated and
accurate. The appropriate database transferswill be made immediately
(DACS/DETS/CIS) by the sending field office and accepted by thereceiving field office
oncethe detainee reaches his/her destination.

2. Food During Transfer

During transfers, food shall be provided to detaineesin accordancewith the “Meals™
section of the Detention Standard "' Transportation (Land Transportation).” This standard
requires, among other things, that the transporting officerswill provide meals and snacks
during any long-distancetransfer that exceedssix hours. In addition, if thetransfer takes
place over normally scheduled meal times, detainees shall not forgo meals during
transfer. It isthe responsibility of the transporting officersto ensurethat a sufficient
number of sack or box lunches are availablefor consumption during the planned transfer.
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In field officesand/or IGSA facilities, the sending facility or field officeisresponsible
for the delivery of proper mealsprior to the departure.

In SPCs/CDFs, the Food Service Administrator isresponsible for the preparation
of sack or box lunchesaccordingto the Food Service Standard.

V.  AMERICAN CORRECTIONAL ASSOCIATION STANDARDSREFERENCED

American Correctional Association 3rd Edition, Standards for Adult Detention Facilities:
3-ALDF-1E-02, 3A-16, 4E-30, 4E-31, 4E-38, 4E-48

Approval of Standard

i%ﬁ%?%fp q(alod

Victor X. Cerda Date
Acting Director
Officeof Detentionand Remova
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U.S. Immigration
and Cugoms
Enforcement

DETAINEE TRANSFER NOTIFICATION

This Form To Be Completed And Given To The Detainee

DETAINEE NAME: A#

NATIONALITY:

TRANSFER INFORMATION

NAME CF NEW FACILITY: o ; Foav o om

ADDRESS OF NEW FACILITY:

TELEPHONE NUMBER
OF NEW FACILITY:

| hereby acknowledge that I have received the transferinformation. | have also
been notified that it is my responsibility to notify family members or others, if I so
desire.

Detainee Signature: A# Date:

Officer Signature: Date:

Revised September13,2004



