DISTRICT LETTERHEAD
*This potice must be sent simultaneously to the Complainant and Respondent and
before investigation of the Formal Complaint begins, including interviews.
[Date]
[Adult Student Complainant/Parent/Guardian/Employee Complainant]
Address
City State Zip Code

Re: Notice to Parties of Title IX Formal Complaint of Sexual Harassment
Case No.

Dear Mr./Ms.

This letter is to notify you of the filing of a Formal Complaint of sexual harassment
involving you/your student. The details of the allegations are included on the enclosed
Formal Complaint form. Sexual harassment is prohibited by and defined in Board
Policies FFH and DIA. For complaints involving students, the grievance process for
handling this complaint can be found in FFH (REGULATION 2-SEXUAL
HARASSMENT). The policies and procedures are enclosed for your reference.

The District’s Title IX sexual harassment grievance process includes an opportunity to
participate in an informal resolution process prior to a determination regarding
responsibility. During the grievance process, the filer of the complaint is called the
Complainant, and the accused is called the Respondent.

The first step in the grievance process is an investigation. | have appointed
[name], [title] to serve as investigator, and he/she will be in
contact with you.

Please be aware that, by law, the Respondent is presumed not responsible for the alleged
conduct and a determination regarding responsibility is made only at the conclusion of
the grievance process by a decision-maker other than the investigator. | have appointed
[name], [title] as the decision-maker in this complaint.

You are allowed an advisor to assist you in this process. This may be any adult whom
you wish to help you through the process or represent you/your student. This person
may be an attorney but does not have to be. If you would prefer, you may proceed
without an advisor. You are also entitled to inspect and review all evidence obtained as
part of the investigation that is directly related to the allegations raised in the Formal
Complaint, including the evidence upon which the District does not intend to rely in
reaching a determination regarding responsibility and inculpatory or exculpatory
evidence whether obtained from a party or other source, so that you can meaningfully
respond to the evidence prior to conclusion of the investigation.
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Please also be aware that provision XX of the District’s code of conduct/employee
handbook prohibits knowingly making false statements or knowingly submitting false
information during the grievance process.

If you have any questions regarding this information, please let me know. Thank you for

your cooperation during this grievance process to ensure that our students experience an
education environment free from discrimination on the basis of sex.

Sincerely,

[Name]
Title IX Coordinator/Designee

Enclosures: FFH(LEGAL) & (LOCAL)
FFH(Regulation 2) Formal Complaint Form
DIA (if complainant is an employee)
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