[insert name of school district and/or district letter head]
Sent via email and regular U.S. mail with proof of mailing
Date
 Insert name, address and email address of Witness and parent/guardian if witness is a minor
	Re:	Title IX Complaint – Notice to Witness 
Dear[Insert name of witness]: 
I am writing to you in my capacity as Title IX Coordinator for the _________ School District (“School District”) to inform you a formal complaint (“Formal Complaint”) has been filed with me alleging [insert name of Respondent] has engaged in conduct against [insert name of Complainant] which includes allegations of “sexual harassment” within the meaning of Title IX of the Education Amendments of 1972, 20 U.S. Code §§ 1681-1688 (“Title IX”).  For the purposes of Title IX, [insert name of Respondent] will be referred to as the “Respondent” and [insert name of Complainant] will be referred to as the “Complainant.”   
An “Investigator” is charged with investigating the allegations raised in the Formal Complaint.  [State that either you, in your capacity as Title IX Coordinator, are acting as the Investigator, or that you have assigned ___________________ to act as the Investigator.]  You have been identified as a witness who may have information that is relevant to the allegations of sexual harassment.  This letter is formal notice to you that the Investigator wishes to interview you as part of the School District’s Title IX grievance process.
Initial Allegations Outlined in the Formal Complaint.  The Formal Complaint lodged by Complainant alleges: [insert details regarding the conduct allegedly constituting sexual harassment within the meaning of Title IX, which must include the following:  (1) the identity of the parties involved, if known; (2) the conduct allegedly constituting sexual harassment; and (3) the date and location of the alleged incident/s, if known.] _______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________.
Presumption of Innocence/Non-Responsibility.  The Respondent is presumed not responsible for the conduct alleged in the Formal Complaint during the Title IX Formal Complaint process.  A determination of responsibility will be made at the conclusion of the grievance process, after an investigation by a non-biased Investigator and upon a written determination issued by a non-biased Title IX Decision-Maker. 
Prohibition Again Making False Statements.  School District Policy 103 prohibits individuals involved in a Title IX grievance process from knowingly making false statements or knowingly submitting false information during the Title IX grievance process.  
Title IX Investigator.  As stated above, _____________________[insert name and official position with the School District of Title IX Investigator or identify yourself as the Title IX Investigator] has been appointed as the Title IX Investigator for this grievance process.  The Title IX Investigator will review documents and conduct interviews of individuals who may have further information about the events alleged in the Formal Complaint.  
[I or the Title IX Investigator] wish to conduct an initial investigatory interview with you on [insert date, time and location].  You should be prepared for the Investigator to ask you questions related to the allegations raised in the Formal Complaint, outlined above.  You will be asked to share any information or evidence you believe to be relevant to the Formal Complaint, including the names of other witnesses and/or documentary or digital or electronic evidence you believe to be relevant to the allegations.
If this date and time does not provide you with sufficient time to prepare a response or otherwise be properly prepared, or if you are unable to attend the interview at the suggested time, please immediately contact [me OR the Title IX Investigator] for the purpose of scheduling an alternate time.
Please note my contact information is listed above.  The contact information of the Title IX Investigator is as follows:  [insert name, address, phone number, email address of Title IX Investigator].
Prohibition Against Retaliation.  Please be aware that retaliation is prohibited under Title IX.  This means you are prohibited from intimidating, threatening, coercing or discriminating against any individual – the Complainant, the Respondent, witnesses, family members or friends of the Parties, etc. – for the purpose of interfering with any right or privilege secured by Title IX or because the individual has made a report or complaint, testified, assisted or participated or refused to participate in an investigation, proceeding or hearing pursuant to the Title IX grievance process. 
Confidentiality.  Please note that as a participant in this Title IX process, you are required to maintain the confidentiality of your status as a witness and also the identity of any other party to the Formal Complaint and of any witnesses except “as may be permitted by relevant law” (e.g., including but not limited to the Family Education Rights and Privacy Act at 20 U.S.C. 1232g and 34 C.F.R. Part 99) or to “carry out the purposes” of a Title IX grievance process as set forth in 34 C.F.R. Part 106, including the conduct of any investigation, hearing or judicial proceeding arising under that law.
Please feel free to contact me with any concerns and I will contact you throughout this process to provide you support and attempt to answer any questions you may have about both the Title IX grievance process.  Thank you very much.  
Sincerely, 


____________________________________
Title IX Coordinator 
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