[bookmark: _GoBack]Tip Sheet for Schools That Host Naturalization Ceremonies

The following tips are adapted from a guide by Citizenship Counts that provides the details of hosting a naturalization ceremony in a school setting. Please contact Citizenship Counts for access to the Planning Guide at education@citizenshipcounts.org or (608) 215-4335. 

For court-related information on how to reach the nearest U.S. District Court to ask for a naturalization ceremony in conjunction with Constitution Day and Citizenship Day, contact Rebecca Fanning, the national educational outreach manager for the U.S. Courts at rebecca_fanning@ao.uscourts.gov or 202-502-2611.

Note:  Keep in mind that the partners, process, and programs will vary somewhat depending on local court practices and school policies.

Planning Time Line
Schools that have hosted ceremonies report that they start planning about 14 weeks in advance of the event.  Host schools are only responsible for two things:  1) Contacting their nearest federal courthouse to find out if a school ceremony is possible; 2) the logistics on their campus.  
Your court contact handles court-related issues e.g. scheduling the presiding judge, contacting the U.S. Marshals service for security; etc.  U.S. Citizenship and Immigration Services (USCIS) handles everything related to the candidates applying for citizenship.

Naturalization Ceremonies Presided Over by a Federal Judge
The information here is a general guide for planning a naturalization ceremony presided over by a federal judge. At a judicial ceremony, a federal court judge administers the Oath of Allegiance. The ceremonies, typically, are part of a program that can include students who recite the Preamble to the Constitution, lead the Pledge of Allegiance, and sing patriotic songs.

The U.S. Citizenship and Immigration Services (USCIS) also is authorized to conduct naturalization ceremonies that are called administrative ceremonies.  In an administrative ceremony an official from USCIS, administers the Oath of Allegiance.


Ceremonies Address Common Core and Respond to a Congressional Mandate
Observing or participating in naturalization ceremonies related to Constitution Day and Citizenship Day are activities that support Common Core’s C3 focus on college, career, and civic life. 

The ceremonies also help schools respond to a Congressional mandate to teach about the Constitution on September 17 every year.  In 2004, Congress mandated that schools receiving federal funding provide education about the Constitution on that date.
‘‘(b) 	Each educational institution that receives Federal funds for a fiscal year shall hold educational program on the United States Constitution on	September17 of such year for the students served by the educational institution.”







Big-Picture Logistics 
To get started with the planning of a naturalization ceremony, here are some first steps.

Identify the Partners – One Representative from Each 
· Federal Court: Start with the Clerk of the U.S. District Court.
· U.S. Marshals Service:  Get the contact name from the Clerk of Court.
· Local Law Enforcement:  Ask for their participation in ceremony security.
· United States Citizenship and Immigration Services (USCIS):  Exclusive handling of all communications and paperwork associated with candidates.
· School Representative who is authorized to make decisions.
· Classroom Teacher taking the lead on the initiative.
· School or district news media specialist.
· Voter Registration Organization. Volunteers handle and staff a voter registration table after the ceremony. (Can be League of Women Voters, or other organizations.)
· Local Journalist.  A broadcast reporter or producer should attend the first meeting to talk about media needs and mobility during the event. 

Conduct Five Meetings for All Partners to Attend  
1. Orientation Meeting and Site Selection 
2. Site Visit and Program Walk Through
3. Media Visit and Orientation at the Site
4. Final Meeting to Check In on All Components of the Day.
5. Day-of-Event, Pre-Ceremony Walk Through
6. Post-Event Debriefing
Choose the Site:  Think Through the Logistical and Security Considerations
· Size of the Space. The number of candidates that can be sworn in is determined by the seating capacity at the site.
· Seating Capacity.  Estimate seating three friends and family members per candidate, as well as the planning partners and their invited guests. Of course, students and school officials should be in the count. Space for media covering the event should also be designated with the help of a journalist.
· Security.  U.S. Marshals and local law enforcement determine if the space can be secured to their satisfaction.  They establish the process and methods they will use.
· Sound System, Internet Connection and Screen.  Equipment should be well tested far in advance to be appropriate for the size of the audience. Backup equipment should be at hand the day of the event. May want to show a message to new citizens from Justice Sonia Sotomayor posted on YouTube.  
· Two, Designated Waiting Rooms.  One for the Judge and staff only; one for candidates only.
· Accessibility and Parking: The areas of the school used for the ceremony should be accessible. Reserved parking is designated for the Judge and court staff; U.S. Marshal, and VIPs.
· Weather Conditions:  Have a back-up plan for bad weather.
· Time of Day and Anticipated Duration:  Typically, one hour.
· Media Needs:  The space should be conducive to broadcast and print coverage. Ask the media representative for input. 
· Gathering Area After the Ceremony:  U.S. Marshals will help with that decision. No refreshments are needed or wanted, except for coffee and tea. New citizens are eager to leave and have their own celebration.

Teacher Resources and Student Preparation
A how-to podcast for teachers is available on the U.S. Courts website to help prepare students for the ceremony. General information  is posted in the Educational Resources section of the federal courts’ website.   Schools involve their students  in the event by having them sing the National Anthem, lead the Pledge of Allegiance, recite the Preamble to the Constitution, and/or deliver hand-written welcome letters to the new citizens after the ceremony.  

Multi-Media Resources Enhance Understanding of, and Pride in, Citizenship 
To see more examples of naturalization ceremonies conducted across the nation, view the four-minute video America, the Beautiful Mosaic.  

Every year, the Administrative Office of the U.S. courts produces a video roundup of the ceremonies that follow the theme for that year.  Click on the links below to find the videos.
· 2014 Theme  – Ceremonies at Courthouses and Community Sites
· 2015 Theme -- Iconic Sites 
· 2016 Theme -- National Parks 
· 2017 Theme – Schools Host Naturalization Ceremonies.


Congratulatory Messages for New Citizens
· If the circumstances permit, students and faculty can write short congratulatory messages in advance. These messages can be given from one student to one new citizen at the end of the program.  The letter can be a new citizen’s souvenir from the occasion.
· Students can create congratulatory and welcoming posters, with patriotic themes, to display around the school on the day of the ceremony.

Videography and Photography
· Some schools videotape the ceremony and take photographs with permission from the court and USCIS.  This is a great project for student journalists.
· Some excellent photo opportunities for students to take include the following: The citizens raising their right hand while taking the Oath of Allegiance, student participation in the program, candids of new citizens celebrating with families, etc.
· Photos/video footage taken before, during, and after the ceremony can be used by the media or the Administrative Office of the U.S. Courts for educational purposes. Please make sure that all participating students have submitted a photo release, signed by their legal guardians.
· For more information contact the federal courts’ national outreach manager Rebecca Fanning at rebecca_fanning@ao.uscourts.gov or 202-502-2611.  

Voter and Social Security Registration Area
USCIS will likely ask a community organization to set up a table where new citizens can apply for their social security cards, and register to vote. This table can be set up in the post-ceremony gathering place. 







Post-Ceremony Meet and Greet
Schools may host a post-ceremony gathering so that students can engage with the new citizens. 
· For privacy reasons, invitations to the reception cannot be extended to the candidates prior to the ceremony. However, during the welcome, the principal can announce the gathering and encourage attendance.
· Note:  Refreshments, other than coffee and tea are not necessary.  Most new citizens will be on their way to their own celebrations after the ceremony.
· During the reception students can meet and talk with and/or interview the new citizens. 

Working with the Media
The news media often covers naturalization ceremonies, particularly when the event is conducted at a location outside the courthouse.  

Get permission well in advance for media coverage from the presiding Judge. If authorized, feel free to notify the media about your plans.
· If your school or school district has a media contact or a designated spokesperson, keep them informed of the plans from the beginning.  They will have ideas that will increase the likelihood of coverage.  They also will know what logistical set up the media needs.
· One person, often the school principal, should be designated to be interviewed by the media about the event.
· Create a media sign-in sheet and assign a school staff person to stay with reporters to assist them throughout the event.
· School journalists – print, web, and video – also may cover the event.
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