DISTRICT LETTERHEAD

Title IX Record Keeping Cover Sheet

*All records related to a report of sexual harassment must be kept for a period of seven
(7) years from the date of conclusion of the grievance process.

Date of Initial Complaint:

Date of Final Decision:

Initial Report of Sexual Harassment (e.g., intake form, email, memo)
Response to Sexual Harassment Report — Supportive Measures
Formal Complaint, if any

Notice to Parties

Emergency Removal, if applicable

Administrative Leave — Personnel, if applicable

Informal Resolution Paperwork

Notices to Parties of Interviews

Evidence Submitted to Parties, including witness statements,
photographs, electronic communications

Notice to Parties of Opportunity to Submit Response to Evidence
Final Investigation Report

Notice to Parties of Opportunity to Submit Questions

Questions Submitted and Answers

Determination of Responsibility

Documentation of Supportive and Other Measures Imposed After
Determination of Responsibility

Appeals Documentation, if any

Decision on Appeal
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* The Title IX Coordinator must also retain copies of materials used to train the Title IX
Coordinator, investigators, decision makers, and facilitators for seven (7) years.
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