
Title IX Roles & 
Responsibilities 

Case Receipt and Case Management



Title IX of the Education Amendments Act, 1972

“No person in the United State shall, on the basis of sex, be 
excluded from participation in, be denied the benefits of, or 
be subjected to discrimination under any educational 
program or activity receiving Federal financial assistance.”



Role of Title IX Coordinator
• Receive complaints of sexual harassment/discrimination 

including informal and formal complaints. 
• Informal may be provided in writing (email, text, note), or verbally
• Formal complaints are submitted on, or include all information required 

on our district form in writing. 
• Determine if complaint meets the requirements of Title IX

• AK (Actual Knowledge) of SH (Sexual Harassment/Discrimination) in an 
EP (Educational Program) in the US (United States) = IX

• Must not be the same person as the Decision Maker or Appeals 
Officer.



Role of Title IX Coordinator
• Facilitate the provision of Safety/Supportive Measures for both 

the complainant and the responder.
• Process formal complaints and send them to the Investigator.
• Manage the case file including all forms, letters, evidence 

provided, and other documents. 
• Ensure that the case file is maintained in secured storage in 

administration for a period of seven years. 
• Collaborate and communicate with other essential personnel in 

the duties of this role. 



Procedural Guide 
• In the Title IX Drive:

• District Complaint 
Resolution Folder

• PDF Portfolio
• Hyperlinked Guide
• Forms and letters in 

folder



COMPLAINT RECEIPT
Title IX (Equity) Coordinator



Title IX Complaints
• Complaints of discrimination and/or harassment based on sex should be 

referred:
• Harassment – any unwelcome conduct that a reasonable person would find so severe, 

pervasive, and objectively offensive that it denies a person equal educational access.
• Discrimination – any action that denies a person of equal educational access based on 

sex including sexual orientation, gender identity, and gender expression, unless 
otherwise defined (ex: Florida High School Athletics Association governed activities). 

• Formal complaints MUST be considered for investigation. 
• Informal complaints (anonymous/non-specific) MAY be investigated 

and/or referred to an appropriate administrator for informal action. 
• If the complaint is informal, the complainant should be provided the 

opportunity to make it a formal complaint.
• The Title IX coordinator can assist the complainant in completing the 

formal complaint form.



Formal Complaint Forms
• Provided at 

https://leeschools.net
• Non-Discrimination Policy page
• Title IX page

• Provided in English, Spanish and 
Haitian Creole

• Download to use the fillable 
fields

https://leeschools.net/


Complaint Receipt
• Upon receipt of a formal complaint, the Equity Coordinator 

should ensure that the complaint meets the requirement of Title 
IX: AK + SH + EP + US = IX

• If the complaint meets the requirements, it should be processed 
and referred to the Investigator. 

• If the complaint does not meet the requirements, it may be 
dismissed.

• If the complaint does not meet the requirements, but 
constitutes a violation of district policies, it may be dismissed 
and referred to administration for consideration of other action. 



Reluctant Complainant
• If the allegations and/or evidence is substantive, The Title IX 

Coordinator may initiate an investigation even if the 
complainant is reluctant to provide full information. 

• The Reluctant Complainant letter should be sent in the event 
that the investigation proceeds. 



Immediate Action Requirements
• If the complaint constitutes a criminal action, the SRO/law 

enforcement must be notified immediately.
• If the complaint constitutes child abuse, the Department of 

Children and Families must be notified immediately.
• If the complaint involves an SDLC employee, professional 

standards must be notified immediately.  
• If the complaint does not meet the requirements for Title IX, but 

constitutes a violation of district policies, administration must be 
notified immediately. 



Complaint Receipt
• If the complaint meets the requirements for Title IX, within 2 business 

days the complainant should be contacted and:
• Provided information about the complaint investigation process.
• Provided appropriate safety/supportive measures. 
• Provided consideration of the complainant’s wishes in handling the complaint.

• In case of imminent threat, the incident should be referred to the 
school’s Threat Assessment Team prior to interim removal or other 
actions that may be deemed punitive. 

• For all decisions in this process, the Complaint Receiver may consult 
with administration and/or the District Equity Coordinator. 



Complaint Receipt & Safety Form
• Complete as a record of 

complaint receipt, review, 
qualification, and initial 
actions

• If the complaint meets the 
requirements for Title IX, 
send with a copy of the 
complaint to the investigator

• If dismissed, file and send the 
dismissal letter



No Contact Order
• Upon initiation of an investigation.
• Upon determination by the Threat Assessment Team that a valid 

threat exists.
• Upon evidence of retaliation. 
• Issued by the School Principal/Director.



Complaint Investigation Summary
• The complaint is provided to the Investigator.
• The Investigator will notify the complainant and respondent of 

the complaint and open an investigation. 
• The investigator will interview both parties, witnesses and 

gather evidence. 
• The Investigator will provide the file of interviews, statements, 

and evidence to both parties for review. 
• The Investigator will complete the report and provide it along 

with the file to the Decision Maker for final determination. 



Complaint Investigation Summary (2)
• Both parties will be provided the opportunity to respond to the 

determination, and request an appeal. 
• If the case is appealed, the report, file and any additional 

information provided will be sent to an Appeals Officer. 
• The Appeals Officer will either uphold the decision or overturn 

based on:
• Procedural error
• New evidence affecting the outcome
• Bias/conflict of interest of the personnel involved in the process



Dismissal Letter
• Send the dismissal letter to 

the complainant if the 
complaint does not meet 
the requirement of Title IX

• File a copy with the 
complaint and receipt form. 



Right to Appeal
• The complainant has the right to appeal the decision of 

dismissal. 
• The appeal request must be placed in writing. 
• If a request for appeal of dismissal is received, please contact 

the District Equity Coordinator. 



Safety/Supportive Measures
• Coordinate with appropriate school personnel to ensure 

Safety/Supportive Measures are provided to both the 
complainant and (upon notification by the investigator) the 
respondent:

• Individualized services
• Reasonably available
• Non-punitive / non-disciplinary / not unreasonably burdensome
• Ensure equal educational access
• Protect safety
• Deter sexual harassment



Coordinator’s Checklist
• Print the Word version and 

handwrite information as case 
proceeds. 

• The checklist should 
accompany the file, but is not 
part of the investigation file 
until completed. 

• Upon completion of the case, 
the checklist should be 
finalized and made part of the 
case file. 



Case Management & Record Keeping
• Create a case file upon receipt of a formal complaint. 
• Keep all documents, forms, letters, and gathered evidence. 
• Monitor procedural steps and document on the checklist. 
• Consult with the district Equity Coordinators for guidance and 

assistance. 
• Upon completion of a case, use the checklist to ensure all 

documentation and procedural steps have been completed. 
• Place all documentation in secured storage for seven years from 

date of completion of the case. 



Thank you all for your time!!!
• We understand this is a lot of new information, and if you have 

any questions we are always here to assist. 

• For Employee and Adult Student Related Claims
• Ryan Hudak, Esq. ryanwh@leeschools.net

• For PreK-12 Student Related Claims
• Chuck Bradley chuckeb@leeschools.net

mailto:ryanwh@leeschools.net
mailto:chuckeb@leeschools.net

	Title IX Roles & Responsibilities 
	�Title IX of the Education Amendments Act, 1972
	Role of Title IX Coordinator
	Role of Title IX Coordinator
	Procedural Guide 
	COMPLAINT RECEIPT
	Title IX Complaints
	Formal Complaint Forms
	Complaint Receipt
	Reluctant Complainant
	Immediate Action Requirements
	Complaint Receipt
	Complaint Receipt & Safety Form
	No Contact Order
	Complaint Investigation Summary
	Complaint Investigation Summary (2)
	Dismissal Letter
	Right to Appeal
	Safety/Supportive Measures
	Coordinator’s Checklist
	Case Management & Record Keeping
	Thank you all for your time!!!

