
For Administrators (Coordinators, 

Investigators, Appeal Decision Makers, 

and Informal Resolution Leaders

2025 Title IX Refresher Training
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Purpose and Scope of Title IX

• Ensure fair, equitable, and trauma-informed resolution of complaints

• Protect individuals from sex-based discrimination in education

• Title IX covers sexual harassment, assault, and other misconduct

• Goal: resolve complaints fairly, equitably, and with respect for all 

participants
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• Thank you for your commitment and service!

• You are part of a pool of individuals who will be asked to serve as:

– Title IX Coordinator or Deputy Coordinator

– Investigator

– Appeal Decision Maker

– Informal Resolution Leader

Roles and Responsibilities



Roles and 
Responsibilities
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Roles and Responsibilities

• Oversees the University's response to Title IX reports and complaints, ensuring compliance with 
Title IX regulations and implementing supportive measures.

Title IX Coordinator/Deputy 
Coordinator:

• Mandatory reporters who must report any incidents of sex-based discrimination, harassment, or 
sexual misconduct to the Title IX Coordinator. RA’s are in this group.Responsible Employee:

• Faculty/Staff members who make a decision during hearings related to formal complaints of sex-
based discrimination or harassmentHearing/Appeal Panelist:

• Provides support and guidance to parties involved in Title IX proceedings, accompanies parties to 
meetings, hearings, and other proceedings, and assists in preparation.Advisor:

• Ensures the safety and security of the campus community 24/7. Can support student to get 
sexual assault exams, medical care, rides to facilities, and connect with non-campus resources at 
any time.

Public Safety:

• Helps parties involved in a Title IX complaint reach a mutually agreeable resolution without going 
through a formal hearing process, facilitates discussions and negotiations.

Informal Resolution 
Facilitator:
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• Serve as the primary point of contact for all Title IX matters at UHSP.

• Oversee the intake, assessment, and resolution of all reports and Formal Complaints of 

sex-based discrimination, harassment, and retaliation.

• Ensure prompt, equitable, and impartial investigation and resolution of complaints. 

Ensure Timelines are met.

• Coordinate supportive measures for complainants and respondents.

• Maintain records, provide training, and ensure compliance with federal and state law.

• May sign a Formal Complaint to initiate the grievance process when necessary to 

protect the campus community, even if the complainant does not wish to proceed.

• Communicate with parties about process, rights, resources, and options, including 

informal resolution

Title IX Coordinator’s Role and Responsibility
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• Conduct thorough, impartial, and timely investigations of Formal Complaints.

• Gather and review all relevant evidence, including inculpatory and exculpatory 

information.

• Interview complainants, respondents, and witnesses, providing at least 5 days’ notice 

for interviews.

• Prepare a neutral investigation report summarizing the evidence, procedural steps, and 

relevant policies—do not make findings of responsibility or credibility determinations.

• Ensure both parties have equal opportunity to present evidence and respond to the 

draft report.

• Maintain confidentiality and avoid conflicts of interest or bias.

• Update parties on the investigation timeline and any delays

Investigator’s Role and Responsibility
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• Review appeals submitted by either party after a hearing determination or dismissal of 

a Formal Complaint.

• Ensure appeals are based on permissible grounds: procedural irregularity, new 

evidence, conflict of interest/bias, or disproportionate sanctions.

• Review the record, appeal statements, and recommendations from the Appeal Review 

Board.

• Issue a written, impartial, and final decision, simultaneously notifying both parties.

• Ensure no conflict of interest or prior involvement in the case as investigator, hearing 

officer, or coordinator.

• Maintain confidentiality and document the rationale for the decision

Appeal Decision Maker’s Role and Responsibility
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• Facilitate voluntary, structured informal resolution processes (e.g., mediation, 

restorative practices, educational conversations) after a Formal Complaint is filed.

• Ensure both parties provide informed, written consent to participate.

• Screen for appropriateness—do not use informal resolution for employee-on-student 

cases or where power imbalances exist.

• Provide clear notice of the process, requirements, and the right to withdraw at any time 

before agreement.

• Document outcomes and communicate results to the Title IX Coordinator.

• Remain neutral, trained, and avoid serving as investigator or hearing panelist in the 

same case

Informal Resolution Leader Role and Responsibility



Keys to Consider in 
Any Role
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• Title IX applies only to conduct that:

– Occurs in the United States

– Happens within a University program or activity

• Includes on-campus locations, school-sponsored events, and buildings controlled by 

recognized student organizations

• Online conduct may be covered if it occurs in the context of a 

University program or activity

• Study abroad incidents are generally not covered under Title IX, but 

may be addressed under other institutional policies

Jurisdiction of Title IX
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Bias, Impartiality, and Trauma-Informed Practice

• Avoid assumptions based on identity or demeanor

• Disclose any conflicts of interest or bias

• Use neutral language and maintain professionalism

• Be mindful of trauma responses and respectful of all parties
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Understanding Evidence

• Focus on relevance and credibility

• Avoid duplicative or prejudicial content

• Consider all evidence shared with both parties

• Do not rely on assumptions or prior knowledge

• Use the preponderance of the evidence standard
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UHSP Policy and Process Update

• 2025 policy includes updated definitions and procedures

• Clarifies steps in the hearing process

• Emphasizes documentation and written determinations

• Reinforces advisor roles and decorum expectations



Definitions
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Sex-Based Discrimination/Harassment

• Conduct on the basis of sex that satisfies one or more of the following: 

(1) an employee conditioning educational benefits on participation in 

unwelcome sexual conduct (quid pro quo); (2) unwelcome conduct that a 

reasonable person would find so severe, pervasive, and objectively 

offensive that it denies a person equal access to the education program 

or activity (hostile environment); or (3) sexual assault, dating violence, 

domestic violence, or stalking.
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Quid Pro Quo

• A school employee conditioning an educational benefit or service upon a 

person’s participation in unwelcome sexual conduct.
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Hostile Environment

• Unwelcome conduct determined by a reasonable person to be so 

severe, pervasive, and objectively offensive that it effectively denies a 

person equal access to the school’s education program or activity.
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Sexual Assault

• An offense classified as a forcible or nonforcible sex offense under the 

uniform crime reporting system of the FBI.
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• Consent is a clear, knowing, and voluntary agreement to engage in 

sexual activity

• It must be:

– Freely given without coercion, intimidation, or force

– Ongoing—can be withdrawn at any time

– Specific to each act and encounter

• Consent may be expressed through words or actions

• Silence or lack of resistance is not consent

Consent
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Stalking

• Engaging in a course of conduct directed at a specific person that would 

cause a reasonable person to fear for their safety or the safety of others, 

or suffer substantial emotional distress.
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Dating Violence

• Violence committed by a person who is or has been in a social 

relationship of a romantic or intimate nature with the victim.
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Domestic Violence

• Violence committed by a current or former spouse or intimate partner of 

the victim, or by a person with whom the victim shares a child, or who is 

cohabitating with or has cohabitated with the victim.
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Retaliation

• Intimidation, threats, coercion, or discrimination against any individual for 

the purpose of interfering with any right or privilege secured by Title IX.



The Process for 
Coordinators
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• Use Checklist

• Questions to answer?

– Is emergency removal warranted?

– Is a Clery Timely Warning warranted?

• Leave initial meeting understanding if party wants supportive measures

• Plan a follow up with the complainant

• Track on spreadsheet.

Report “Intake”
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• A Formal Complaint is a written, signed document (physical or 

electronic) by the complainant or Title IX Coordinator requesting 

investigation.

• May be submitted to the Title IX Coordinator, Deputy Coordinators, 

Public Safety, or Responsible Employees.

• Title IX Coordinator reviews for sufficiency and jurisdiction.

• If criteria are met, initiates the Resolution Process; if not, notifies the 

complainant and refers as appropriate

Formal Complaint Receipt
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• Review the Formal Complaint, supporting statements, and evidence.

• Assess whether the alleged conduct falls within Title IX jurisdiction and 

policy definitions.

• Evaluate immediate safety needs and whether emergency removal or 

Clery warning is warranted.

• Review prior reports, disciplinary history, and conduct records for all 

parties.

• Determine if the complaint should proceed, be dismissed, or referred to 

another process

Preliminary Review and Evaluation
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• Dismissal is required if:

– Alleged conduct would not constitute Title IX sex-based discrimination or 

harassment, even if true.

– Conduct did not occur in a UHSP program/activity or in the U.S.

– Complainant is not participating in or attempting to participate in a UHSP 

program/activity.

• Optional dismissal if:

– Complainant withdraws the complaint.

– Respondent is no longer enrolled/employed.

– Evidence cannot be gathered.

• Notify parties in writing of dismissal or acceptance and rationale; 

dismissal may be appealed

Formal Complaint Evaluation – Dismissal or 

Acceptance
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• Provide written notice to both parties within 5 business days of:Specific 

policy violations alleged.

• Identities of parties, conduct alleged, date, and location.

• Rights to an advisor, review of evidence, and process information.

• Supportive measures in place and options for additional measures.

• Reminder of presumption of non-responsibility and confidentiality 

expectations

Notice of Charges
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• Respondent is invited to meet with the Title IX Coordinator/Deputy within 

10 business days of notice.

• Review allegations, evidence, and process rights.

• Discuss supportive measures and informal resolution options.

• Respondent may accept responsibility (informal resolution) or contest 

charges (investigation proceeds).

• Document all communications and outcomes

Conference with Respondent



The Process for 
Investigators
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Investigation Planning

• Review complaint and policies

• Develop investigation plan and timeline

• Use UHSP Investigation Checklist

• Investigations are typically completed within 60 business days, but may 

be extended for complex cases or extenuating circumstances.

• Parties are notified of delays and provided with status updates.

• Hearings, appeals, and informal resolutions are conducted promptly 

following investigation
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• Investigations should be completed expeditiously, typically within 60 

business days, though complex cases may take longer.

• Parties must be kept informed of the timeline and any delays, with 

reasons for extensions documented.

• Key deadlines: 5-day notice for interviews, 10-day review of investigation 

report, 20-day notice for hearings, 5-day appeal window.

Timeline
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Notice and Participation

• Provide 5-day notice for interviews

• Share evidence in advance

• Advisors may attend but not participate
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Evidence Collection

• Gather inculpatory and exculpatory evidence

• Include digital, medical, and expert sources

• Consider trauma and cultural factors
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Interviewing Techniques

• Plan questions in advance

• Use trauma-informed methods

• Clarify ambiguous language
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Confidentiality & Privilege

• No access to privileged records without consent

• Maintain confidential investigation file
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Investigation Report

• Report must include:

– Allegations and relevant policies.

– Timeline and procedural steps.

– Summaries of interviews and evidence.

– No findings of responsibility or credibility determinations.

• Draft report is shared with parties for review and comment before 

finalization
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Hearing Preparation

• Review report and evidence

• Prepare clarifying questions

• Understand scope of charges
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Live Hearing Procedures

• Hearing Officer presides, panelists decide

• As Investigator you should be prepared to present your report

• Advisors conduct cross-examination

• Panel deliberates and decides



42

Investigator Pitfalls

• Avoid credibility findings in report

• Update parties on timeline

• Include all related evidence



The Process for 
Appeal Decision 
Makers
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• Procedural error

• New evidence

• Conflict of interest or bias

• Disproportionate sanctions

Permissible Grounds for Appeal
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• Either party may appeal the hearing outcome

• Appeals must be based on specific grounds

• Appeal Review Board reviews and makes a recommendation

• Appeal Decision-Maker issues the final decision within 10 days

• Outcome is shared with both parties in writing

Appeal Process
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Writing Appellate Decisions

• Focus on appeal grounds

• Apply same evidence standard

• Use appeal report template
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Appeal Officer Pitfalls

• Limit review to appeal grounds

• Do not re-hear case

• Communicate finality



The Process for Informal 
Resolution Leaders
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• Voluntary alternative to a formal hearing

• Requires written consent from both parties

• Facilitated by a trained University official

• Not available for power mismatch sexual harassment cases

• May result in mutually agreed-upon outcomes

Informal Resolution
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Restorative Practices

• Emphasize 'doing with' parties

• Build community and repair harm

• Use circles and conferences
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Informal Resolution

• Voluntary and structured

• Not for employee-on-student cases

• Facilitated by trained personnel
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Restorative Tools

• Affective statements and questions

• Impromptu and formal conferences

• Trained facilitators required



Thank You!
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