
[INSERT NAME OF SCHOOL DISTRICT AND/OR LETTERHEAD]
Sent via email and regular U.S. mail with proof of mailing
[bookmark: _GoBack] [Insert name, address and email address of Complainant and separate letter to Respondent and their parents/guardians]
Date
	Re:	Title IX Complaint – Formal Notice of Allegations of Sexual Harassment and 			Grievance Process
Dear [Insert name of Complainant/Respondent and parents/legal guardians]: 
I am writing to you in my capacity as Title IX Coordinator for the [insert name of 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, [name of Respondent] will be referred to as the “Respondent” and [name of Complainant] will be referred to as the “Complainant.”   
The purpose of this letter is to inform you of the nature of the reported allegations which potentially constitute sexual harassment within the meaning of Title IX and also to provide you notice of the School District Title IX grievance process, as well as to provide information to you on a number of material topics.  This written notice is being sent to both the Complainant and Respondent.  Please take note of each of the important points below:
Role of Title IX Coordinator and Contact Information. The District is obligated to respond to a Title IX Formal Complaint of sexual harassment by completing a Title IX-compliant grievance process, including investigation of the allegations, producing an investigative report, and providing that report to a decision-maker who will render a written determination regarding responsibility or non-responsibility of the Respondent.  Throughout the Title IX grievance process, I will coordinate the efforts of the Title IX Investigator and Title IX Decision-maker.  I will be your primary point of contact for all concerns related to the grievance process.  My contact information is:  [insert name, address, telephone number and email address.]
Copy of School District’s Title IX Grievance Process.   The Title IX regulations require all school districts to promulgate a grievance process which is compliant with Title IX and outlines the rights of both the Complainant and the Respondent.  A copy of the School District’s Policy 103 “Discrimination/Title IX Sexual Harassment Affecting Students” and the associated Attachment 3, which outlines in detail the School District’s Title IX grievance process, is attached to this email/enclosed with this letter.  There is a lot of information contained in these documents.  If you have any questions about the Grievance Procedure or your substantive and procedural rights related thereto, I encourage you to reach out to me in my capacity as Title IX Coordinator for clarification.
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.]

· 
· 
· 
· 
If, in the course of the subsequent investigation process, the School District decides to investigate allegations about the Complainant or Respondent which are not included in the summary of allegations set forth above, the School District will provide to you another written notice of the additional allegations.
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 non-biased Investigator and upon a written determination issued by a non-biased Title IX Decision-Maker. 
Right to Advisor.  Both the Complainant and the Respondent have the right to have any advisor of their choosing to participate in the Title IX proceedings.  That advisor may be, but is not required to be, an attorney licensed to practice law.  
Prohibition Again Making False Statements.  School District Policy 103, referenced above and enclosed with/attached to this letter, prohibits any of the parties knowingly making false statements or knowingly submitting false information during the Title IX grievance process.  
Title IX Investigator.  I have appointed _____________________[insert name and official position with the School District of Title IX Investigator or identify yourself as the Title IX Investigator] 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.  Again, you have the right to have your Advisor present at this interview.
[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, if not the Title IX Coordinator].
Right to Inspect and Review Evidence Gathered by Investigator. Following conclusion of the investigation, both the Complainant and Respondent will have the opportunity to inspect and review evidence gathered by the Title IX Investigator that is directly related to the allegations that have been raised in the Formal Complaint pursuant to 34 C.F.R. §106.45(b)(5)(vi).  You will receive more information on this process directly from the Title IX Investigator.
Informal Resolution Process.  As an alternative to proceeding with the Title IX Formal Complaint process, the Complainant and Respondent may mutually agree to participate in an Informal Resolution process.  Both parties must consent to this process, which may include mediation, restorative justice, agreed-to discipline and/or any other appropriate consequences or outcomes.  If agreed to by both the Respondent and Complainant, Informal Resolution takes place with an Informal Resolution Facilitator and is an alternative to and takes the place of the investigatory process employed by the Formal Complaint process.  If the parties consent to engage in the Informal Resolution process, either party may withdraw consent at any time and the formal Title IX complaint process (investigation; decision; etc.) will immediately resume.  Please let me know if you are interested in engaging in this alternative Informal Resolution Process and I will communicate that to the other party to explore whether engaging in the Informal Resolution process may proceed. 
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.
Possible Dismissal of Formal Complaint.  Please understand the School District must investigate the allegations raised in the Formal Complaint.  If the conduct alleged in the Formal Complaint would not constitute “sexual harassment” as defined in Title IX even if proved, did not occur in the School District’s “education program or activity” or did not occur “against a person in the United States,” then the School District must dismiss the Formal Complaint with regard to that conduct for purposes of sexual harassment under Title IX, although such a dismissal does not preclude the School District from taking action under another provision of the School District’s Code of Conduct or other applicable policies.  The School Code may dismiss the Formal Complaint of any allegations contained therein if, at any time during the grievance process: (a) the Complainant notifies the Title IX Coordinator in writing that the  Complainant would like to withdraw the Formal Complaint or any allegations therein; (b) the Respondent is no longer enrolled or employed by the School District; or (c) specific circumstances prevent the School District from gathering evidence sufficient to reach a determination as to the Formal Complaint or allegations therein.  34 C.F.R. §106.45(b)(3).  If either a required or permissive dismissal of the Formal Complaint occurs, the School District will send prompt written notice of the dismissal and the reasons therefor to both the Complainant and the Respondent.  
Confidentiality.  Please note that as a participant in this Title IX process, you are required to maintain the confidentiality of your status as a party 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 and the Informal Resolution process.  Thank you very much.  
Sincerely, 


____________________________________
Title IX Coordinator 


Enc. – Policy 103 and Attachment 3
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