[bookmark: _GoBack]PUBLIC RECORDS ACT REQUEST TEMPLATE – AB 699

Re: 	Public Records Act Request – Assembly Bill 699
Dear Superintendent [_______________]: 
The [name of organization] is assessing the degree to which school districts are implementing the provisions of Assembly Bill 699, which address the educational rights of immigrant students enrolled in California schools. Pursuant to the California Public Records Act (Gov. Code § 6250 et seq.), we are requesting the following public records from [school district] ([short name]).    
Definitions Used in this Request
For purposes of this request, the terms “records” or “writings” include, but are not limited to, all reports, data, evaluations, memoranda, correspondence, electronic information, charts, graphs, flyers, brochures, handbooks, notices, meeting agendas and minutes, diagrams, forms, DVD/CDs, audio or video recordings, notes or other similar materials.
Records Requested
Please provide the following: 
A.	Discrimination, Harassment, Intimidation, and Bullying
1. Any writings that reflect policies adopted by the district as required by AB 699 that prohibit unlawful discrimination, harassment, intimidation, and bullying based on protected characteristics, including immigration status (Educ. Code § 234.1(a));
2. [bookmark: _Hlk519594428]Any writings that reflect directives, trainings and materials provided to teachers, administrators, or other staff, during the 2016-17 and 2017-18 school years, addressing the prevention of or response to incidents of unlawful discrimination, harassment, intimidation, and bullying based on protected characteristics, including immigration status; 
3. Any writings that reflect the steps, if any, taken by the district to publicize in English and all other languages, the current anti-discrimination, anti-harassment, anti-intimidation, and anti-bullying policies adopted by the district (including information on filing a complaint) to students, parents, employees, agents of the governing board, and the general public (Educ. Code § 234.1(c));
4. Any writings that reflect current processes, timelines, and forms adopted by the district pertaining to the receipt and investigation of complaints for discrimination, harassment, intimidation, and bullying based on actual or perceived disability, gender identity, nationality, race, ethnicity, religion, sexual orientation, and immigration status; 
5. Any writings that reflect the steps, if any, taken by the district to educate students about the negative impact of bullying other students based on their actual or perceived immigration status or religious beliefs and customs (Educ. Code § 234.7(d)(2));
B.	Parent Notification
1. Any writings that reflect the extent to which the district has provided information to parents and guardians in English and any other language regarding their children’s right to a free public education, regardless of immigration status or religious beliefs (Educ. Code § 234.7(d)(1));
2. If not already included in the response to Request No. B1, writings that reflect to what extent parents have been provided information in English and any other language related to “know your rights” immigration enforcement policy established by the California Attorney General (Educ. Code § 234.7(d)(1));
C.	Immigrant Students and Families and Immigration Enforcement
1. Any writings that reflect any policies or procedures adopted by the district concerning contact with and notice to parents or guardians before a law enforcement officer questions or removes a student for immigration enforcement purposes;
2. Any writings that reflect any policies or procedures adopted to ensure that school personnel first comply with any parental instructions related to a student’s care in the district’s emergency contact information should a parent or guardian become unavailable due to immigration enforcement activity (Educ. Code § 234.7(c));
3. Any writings that reflect to what extent the district has adopted the “model policies” published by the California Attorney General in April 2018 that limit assistance with immigration enforcement at public schools (Educ. Code § 234.7(f)(1)); 
4. If the district did not adopt the policies published by the Attorney General, any writings that reflect policies adopted by the district that are equivalent to the Attorney General’s policies (Educ. Code § 234.7(g)); 

D.	Enrollment – Registration 
1. Any writings that reflect all forms, templates, and instructions provided to parents or guardians in English and any other language regarding the enrollment or registrations of students into the district during the 2017-18 school year; 
2. If the district uses an on-line enrollment process, such as Aeries, please provide all questions asked of parents or guardian and any instructions provided to parents or guardians when enrolling  a student through the online process; 
3. Any writings that reflect all current policies and administrative regulations adopted by the district concerning the enrollment, registration  and/or admission of students into the district;
4. Any writings that reflect directives, trainings and materials provided to teachers, administrators, or other staff, concerning enrollment, registration and/or admission of students into the district during the 2017-18 school year.
5. If not already provided in response to Request No. D3, all writings that reflect all current policies and administrative regulations concerning a student’s proof of age when enrolling in the district; 
6. If not already provided in response to Request No. D3, all writing that reflect all current policies and administrative regulations concerning proof of residency when a student enrolls in the district. 
Gov. Code § 6253(c) requires you send a response within ten days to my attention at ___________________________________________________________________.  
As a not-for-profit legal services organization that does not charge our clients for services, we kindly request you waive any copying charges. To the extent that you can share documents electronically or on flash drive, we request that you do so. If a document requested is available on the District or a school site website, it is sufficient to send a link to the document. 
Thank you in advance for your prompt attention to this request. If you have any questions or concerns regarding this request, please do not hesitate to contact me at (__   )      -          or by email at ______________.

Sincerely, 
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