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Step 1: Sexual Harassment Reported 
A complaint is made to a district employee. The Title IX Coordinator 
determines if the incident falls under Title IX and put supportive measures 

in place. 

 
 

As of August 14, 2020, school districts must investigate every formal complaint 

and provide presumption of innocence, equal treatment, and protection to all 

parties. 

 

Anyone can report sexual harassment to put the school on notice. 

Telling any staff member puts the school on notice, but needs to involve the 

Title IX Coordinator. 



Step 1: Sexual Harassment Reported 
A complaint is made to a district employee. The Title IX Coordinator 
determines if the incident falls under Title IX and put supportive measures 

in place. 

 
 

Each school needs to post its Title IX contact online and in its student 

handbook. 

Reports can be made by mail, phone, email, or in person. 



Step 1: Sexual Harassment Reported 
A complaint is made to a district employee. The Title IX Coordinator 
determines if the incident falls under Title IX and put supportive measures 

in place. 
 
 

 

Definition of Sexual Harassment 

1. Quid pro quo harassment by a school district employee; 

2. Any unwelcome conduct that a person would find so severe, pervasive and 

objectively offensive that it denies a person equal educational access; 

3. Any instance of sexual assault (as defined in the Clery Act), dating violence, 

domestic violence, or stalking as defined in the Violence Against Women Act 

(“VAWA”). 



Step 1: Sexual Harassment Reported 
A complaint is made to a district employee. The Title IX Coordinator 
determines if the incident falls under Title IX and put supportive measures 

in place. 

 
 

Schools must respond when sexual harassment occurs in the school’s 

education program or activity, against a person in the United States. 

Education program or activity includes locations, events, or circumstances over 

which the school exercised substantial control over both the respondent and 

the context in which the sexual harassment occurs. 



Step 1: Sexual Harassment Reported 
A complaint is made to a district employee. The Title IX Coordinator 
determines if the incident falls under Title IX and put supportive measures 
in place. 

 
 

 

Schools must respond promptly with the Title IX Coordinator contacting the 

Complainant to discuss the availability of of supportive measures. 

Supportive measures must be given whether a formal complaint is submitted 

or not for both the accused and the alleged victims. 



Step 1: Sexual Harassment Reported 
A complaint is made to a district employee. The Title IX Coordinator 
determines if the incident falls under Title IX and put supportive measures 
in place. 

 
 

 

Examples of Support Measures 
 

● Counseling 

● Extensions of deadlines 

● Modifications of class work or class schedules 

● Campus escort services 

● Increased security or monitoring of parts of campus 

● Mutual restrictions or contact between individuals 



Step 1: Sexual Harassment Reported 
A complaint is made to a district employee. The Title IX Coordinator 
determines if the incident falls under Title IX and put supportive measures 
in place. 

 
 

 

When Implementing Supportive Measures 
 

● Schools must consider alleged victim’s wishes 

● Keep supportive measures confidential 

● Title IX Coordinator is responsible for implementing the supporting 

measures 



Step 2: Formal Complaint Signed 
If the incident falls under Title IX, the Complainant, parent/guardian, or the Title 
IX Coordinator must sign a document for an investigation. 

 
 
 

 

In addition to discussing supporting measures, the Title IX coordinator must 

explain the grievance process beginning with a formal complaint that must be 

signed and submitted to begin an investigation. 

The Title IX Coordinator must provide clear definitions of complainant, 

respondent, formal complaint, and supportive measures. 



Step 2: Formal Complaint Signed 
If the incident falls under Title IX, the Complainant, parent/guardian, or the Title 
IX Coordinator must sign a document for an investigation. 

 
 
 

 

A “formal complaint” is a signed document alleging sexual harassment against 

a respondent and requesting that the school investigate the allegation of sexual 

harassment. 

At the time of filing a formal complaint, a complainant must be participating in 

or attempting to participate in the education program or activity of the school 

with which the formal complaint is filed. 



Step 2: Formal Complaint Signed 
If the incident falls under Title IX, the Complainant, parent/guardian, or the Title 
IX Coordinator must sign a document for an investigation. 

 
 
 

 

The Title IX Coordinator may file a complaint without the cooperation of the 

complainant. 

If the Title IX Coordinator decides to file a complaint despite the Complainant’s 

refusal to file a formal complaint, the decision must be “thoughtfully and 

intentionally” decided to be “not clearly unreasonable in light of known 

circumstance”. 

The reasons for filing a complaint to the Title IX Coordinator must be 

documented by school. 



Step 2: Formal Complaint Signed 
If the incident falls under Title IX, the Complainant, parent/guardian, or the Title 
IX Coordinator must sign a document for an investigation. 

 
 
 

 

A formal complaint may be dismissed if: 
 

● The Complainant notifies the Title IX Coordinator in writing to withdraw the 

complaint or allegations. 

● The Respondent is no longer enrolled or employed by the school. 

● Circumstances prevent the school from gathering sufficient information to 

reach a determination. 

Schools must promptly send written notice of dismissals to both parties. 



Step 3: Notice of Allegations & Investigations 
The respondent will be notified of the allegations and investigation by the Title 
IX Coordinator. The notice will include the identity of the parties, conduct 

allegedly constituting sexual harassment, the date and location of the alleged 

incident, along with other information. 

 

Notice of Allegations Checklist 

❏ Notice of Grievance Process 

❏ Allegations Constituting Sexual Harassment 
❏ Identities of Parties 

❏ Conduct constituting sexual harassment 

❏ Date of incident 

❏ Location of incident 

❏ Statement that the respondent is presumed not responsible and that responsibility is 

determined after the grievance process. 

❏ Right to Advisor of Choice 

❏ Code of Conduct Provision Prohibiting False Statement or False Information in Process 



Step 4: Investigation 
The parties will meet with the Title IX investigators to learn their perspective of 
the incident. Evidence and information will be collected, including but not 

limited to text messages, social media posts, pictures, personal statements, 

and police records (if any). 
 

 

The school must investigate, even if law enforcement is investigating. The 

burden of proof is on the schools; not the parties. 

Schools may place respondents who are employees on administrative leave 

during an investigation. Respondents who are students may also be removed 

from the education program or activity on an emergency basis, provided that an 

individualized safety and risk analysis determines that emergency removal is 

necessary to protect a student from an immediate threat to physical health or 

safety. The school must also provide the respondent with notice and an 

opportunity to challenge the decision immediately after the removal. 



Step 4: Investigation 
The parties will meet with the Title IX investigators to learn their perspective of 
the incident. Evidence and information will be collected, including but not 

limited to text messages, social media posts, pictures, personal statements, 

and police records (if any). 

Types of Interview Questions for the Complainant and Respondent: 

● Open Ended Questions: Allows interviewee to explain at their own starting point; surfaces details 

that may not be initially apparent 

● Ask: Who? What? When? Where? How? 

● Avoid “why” questions; keep an open mind. Focus on behaviors—not character. 

● Repeat questions if necessary for clarity 

● Closing questions: Is there anything I haven’t asked you? Is there additional information you 

would like to provide? 

● After interviews, the investigator, complainant, and respondent may ask for or provide 

clarification. 

● Look for evidence that is consistent and corroborates given information to be considered facts. 

● Avoid prejudgment of facts, bias, and conflict of interest when interviewing and investigating. 

● Trauma-sensitive training applies throughout the entire process. 



Step 4: Investigation 
The parties will meet with the Title IX investigators to learn their perspective of 
the incident. Evidence and information will be collected, including but not 

limited to text messages, social media posts, pictures, personal statements, 

and police records (if any). 
 

 

Parties must be given equal opportunity to present facts/witnesses. 
 

Medical or counseling records are not allowable without the consent of the 

party. 

Must provide written notice of date, time, location, participants and purpose of 

all investigative interviews, or other meetings with sufficient time to prepare to 

participate. 

Interview witnesses as soon as possible. 



Step 4: Investigation 
The parties will meet with the Title IX investigators to learn their perspective of 
the incident. Evidence and information will be collected, including but not 

limited to text messages, social media posts, pictures, personal statements, 

and police records (if any). 
 

 

Plan the order of interviews. 
 

Explain the process to the interviewees. 
 

Inform interviewees of reassurance/retaliation policy. 

Document and duplicate everything. 



Step 5: Review of Evidence & Investigation 

Report 
All parties may inspect, review, and respond to all evidence directly related to 
allegations and submit a written response in ten days. 

 
 
 
 
 

 

Before writing the report, allow the parties to respond to the evidence. 

Once the ten days have passed, the investigator may write the report. 



Step 5: Review of Evidence & 

Investigation Report 
All parties may inspect, review, and respond to all evidence directly related to 

allegations and submit a written response in ten days. 

 

Investigation Report Contents Must Include: 

● How the allegations were reported 

● Date of Formal Complaint 

● The investigator’s name 

● The district policy that is implicated in the matter 

● Two timelines: 1) the event under investigation and 2) the investigation itself 

● Information from parties and witnesses 

● Information or witnesses not included or interviewed and why 

● Physical evidence 

● Summary of relevant evidence 



Step 5: Review of Evidence & 

Investigation Report 
All parties may inspect, review, and respond to all evidence directly related to 

allegations and submit a written response in ten days. 
 
 
 
 

 

Once the report has been written, all parties must have the opportunity 

to review the investigative report and provide a written response in ten 

days. 

Any responses to the investigative report should be included before 

submitting the report to the Decision Makers. 



Step 6: Cross-Examination 
The Decision Makers will allow all parties to submit written, relevant questions, 
will share answers with each party, and allow for limited follow up questions. 

 
 

A hearing is not mandatory, but is optional, for K-12 schools. 

The Decision Makers will not make a determination until the 

opportunity for cross-examination has been completed. 

Written questions can be made to a party or any of the witnesses. 

The Decision Makers can determine not to submit a party’s question if 

the question is not relevant, but the decision must be explained to the 

party proposing the question. 



Step 7: Appeal and Final Decision 
Both parties have the right to appeal the decision of the Title IX Decision 
Makers. The Superintendent will make a decision based on the appeal grounds 
and the decision will be final. 

The Decision Makers must submit a Written Determination regarding responsibility based on 

the preponderance of evidence. 

The Written Determination Must Include: 

● Identification of ALL allegations that fall under Title IX 

● Description of procedural steps taken from formal complaint to determination 

● Findings of fact supporting the determination 

● Statements determining responsibility and rationale 

● Statements for any disciplinary sanction and rationale 

● Whether supportive measures will continue for Complainant 

● Explanation of the appeal process for the Complainant and Respondent 



Step 7: Appeal and Final Decision 
Both parties have the right to appeal the decision of the Title IX Decision 
Makers. The Superintendent will make a decision based on the appeal grounds 
and the decision will be final. 

 

Both parties may appeal the decision based on the following: 

● Procedural irregularity that affected the outcome of the matter 

● New Evidence 

● Conflict of Interest or Bias by the Title IX Coordinator, Investigator, 

Decision-Makers—generally toward Complainant, Respondent, or toward a 

specific party 



Title IX Definitions 

 

Complainant: an individual who is alleged to be the victim of conduct that could constitute sexual harassment 

 
Preponderance: the standard against which information and evidence gathered during the investigation is assessed, which 

means “more likely than not” 

 
Respondent: an individual who has been reported to be the perpetrator of conduct that could constitute sexual harassment 

 
Supportive Measures: individualized services reasonably available that are nonpunitive, non-disciplinary, and not 

unreasonably burdensome to the other party while designed to ensure equal educational access, protect safety, or deter 

sexual harassment. 

 
Sexual Harassment: quid pro quo harassment by a school district employee; any unwelcome conduct that a person would 

find so severe, pervasive and objectively offensive that it denies a person equal educational access; any instance of sexual 

assault (as defined in the Clery Act), dating violence, domestic violence, or stalking as defined in the Violence Against 

Women Act (“VAWA”. 

 
Witness: an individual who has direct knowledge of or information about the allegation being made 


