[insert name of school district and/or letterhead]
[Date]
[Name and Address of Complainant and Respondent and Parents/legal guardians]
Re:	Notice of Title IX Informal Resolution Process
Dear [Name]:
As you are aware, a formal complaint (“Formal Complaint”) has been filed with the Title IX Coordinator of the [insert name of School District] (“School District”) 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.”   
Both the Complainant and Respondent have previously been informed of the School District’s Title IX grievance process, which grievance process does offer the Parties an option to engage in an Informal Resolution Process.  The purpose of this letter is to provide you required information about the Informal Resolution Process.  This written notice is being sent to both the Complainant and Respondent.
First, Title IX requires that the School District provide notice to the Parties of the allegations in the Formal Complaint.  Again, those allegations are:  [insert the allegations as set forth in the initial Notice of Formal Title IX Complaint letter].
Second, Title IX obligates the School District to notify you of the requirements of the School District’s Informal Resolution Process.  This Process will include various requirements, including:
The Informal Resolution facilitator (“Facilitator”) will have received formal Title IX training.
The Facilitator will ensure both Parties are voluntarily and knowingly agreeing to participate in the Informal Resolution process, by signing a copy of the enclosed “Voluntary Consent Form for Informal Resolution of Title IX Complaint” and returning that form the Title IX Coordinator.
The Facilitator will act as a mediator and will typically require the Parties to be present in separate rooms at a location at the School District to allow for mediation of the allegations.  The Facilitator may authorize the use of break-out rooms in a Zoom or other virtual platform for the mediation process or, if the Facilitator believes appropriate under the circumstances, will conduct serial conversations with the Parties in an effort to mediate the underlying issues in a manner which allows for the Parties to feel comfortable and able to communicate effectively.
If the Parties reach consensus through the Informal Resolution Process, the Facilitator will issue a written report of the agreed-upon outcome, entitled “Title IX Informal Resolution Agreement.”  The Complainant, Respondent and School District Facilitator and/or Title IX Coordinator shall sign this Resolution Agreement.  The Informal Resolution Agreement shall be maintained part of the School District’s Title IX file for a period of seven years, which shall not be shared outside of the Parties except as otherwise required by law.
The School District expects the Informal Resolution Process shall be completed within ten calendar days of its initiation, although the Title IX Coordinator and/or Facilitator may authorize an extension of that time frame for good cause.
Please note, if the Parties reach resolution and sign the Title IX Informal Resolution Agreement, the Parties will be precluded from resuming the formal complaint arising from the same underlying allegations.  Any time prior to agreeing to a resolution in this informal process, however, either Party has the right to withdraw from the Informal Resolution Process and resume the grievance process with respect to the Title IX formal complaint. 
Finally, the School District is required to notify the Parties of any consequences resulting from your participation in this Informal Resolution Process, including:  agreed-upon disciplinary consequences against the Respondent; agreed-upon no-contact agreements between the Complainant and Respondent; that the grievance process will not proceed and further investigation of the allegations outlined in the initial Formal Complaint will cease; agreed-upon remedies for the Complainant; description of continued supportive measures by the School District for the Complainant and/or Respondent; other provisions appropriate to the particular circumstances.
If you are willing to participate in this Informal Resolution Process in an attempt to reach an informal agreement resolving the underlying Title IX complaint, please return the enclosed/attached “Voluntary Consent Form for Informal Resolution of a Formal Title IX Sexual Harassment Complaint” to the Title IX Coordinator, at [insert Title IX Coordinator contact information] by no later than [insert date].  If either Party declines to submit its consent by this deadline, the School District will presume you are declining to engage in a facilitated informal resolution of this matter and will resume the formal grievance process.  
Please feel free to contact me with any questions about this notice or the Informal Resolution Process generally.  
Sincerely,
Title IX Coordinator
[Name of School District]
Enc:  Voluntary Consent Form
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