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By the end of this presentation, Duval County Public Schools employees will be able

to:

• Understand who may report conduct that could constitute sexual harassment;

• Understand how to file a formal complaint of sexual harassment;

• Understand the basic requirements for the Title IX grievance process;

• Identify the actions to be taken at each step of the Title IX grievance process;

• Understand the time frames associated with each required and permitted response

in the Title IX grievance process; and

• Understand the permissible bases for dismissal of a formal complaint.
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PLEASE NOTE:  This training is intended to provide guidance on the Title IX regulations; however, it is not 
intended to serve as legal advice.  Should anyone have any questions regarding this webinar, please contact

the Office of Equity and Inclusion/Professional Standards at (904) 390-2181 or (904) 390-2054. 

Training Objectives



Title IX is a civil rights law that was passed by Congress in 1972 and
required equality for both genders in education. It prohibits sex-based
discrimination in educational institutions receiving federal funds. Title IX of
the Education Amendments Act of 1972 reads as follows:

“No person in the United States shall, based on sex, be excluded from
participating in, be denied the benefits of, or be subjected to
discrimination under any education program or activity receiving
federal financial assistance.”

Title IX also includes sexual and gender-based harassment and sexual
violence.

What is Title IX?
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Requirements for a Title IX Allegation

Title IX applies to allegations that meet the following criteria: 

PLEASE NOTE: If the requirements are met, then schools must follow the Title IX grievance process. If any one of these elements 
is missing, then Title IX does not apply.

The conduct 
in question 
meets the 

definition of 
sexual 

harassment.

The conduct 
occurred in a 

DCPS 
education 

program or 
activity.

The conduct 
occurred 
against a 

person in the 
United 
States.

Criteria that 
meets the 

requirements 
for a Title IX 
allegation.
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Title IX regulations define sexual harassment as conduct based on sex that satisfies

one (1) or more of the following:

• An employee conditioning the provision of an aid, benefit, or service of the
recipient on an individual’s participation in unwelcome sexual conduct (i.e.,
Quid Pro Quo – “this for that”);

• 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 recipient’s education program or activity (i.e., Hostile working
environment); or

• “Sexual assault” as defined in the Clery Act; or dating violence, domestic
violence, or stalking, as defined in the Violence Against Women Act (VAWA).

Sexual Harassment 
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Conflict of Interest and Bias

• Title IX regulations require that Title IX personnel shall not have a conflict of
interest or bias for or against Complainants or Respondents generally or an
individual Complainant or Respondent.

• At all stages of the grievance process, all Title IX personnel shall assess whether a
conflict of interest or bias exists. If so, they shall notify the school-based or District
Title IX Coordinator promptly (i.e., before taking any action on a case, if possible).

▪ If the school-based or District Title IX Coordinator has a conflict of interest or bias,
his or her immediate supervisor must be notified for reassignment of the matter.
The Title IX Coordinator who has a conflict of interest or bias must then refrain
from involvement in the specific matter.



The Title IX Process
Anyone may report sexual harassment, and doing so requires the school to offer supportive measures to the
Complainant. The availability of supportive measures should be discussed with the Respondent as well. Reporting
sexual harassment does not trigger the formal complaint process, but filing a formal written complaint does. The
filing of a formal written complaint requires the school to follow a grievance process to determine whether the
Respondent is responsible for the alleged sexual harassment. The school must investigate at this point. Below are
the steps regarding the Title IX Process:

Step Actions

1 Report sexual harassment.

2 Conduct the initial meeting and offer supportive measures.

3 File a formal written complaint.

4 Start the grievance process.

5 Determine if Title IX applies. 
• If Title IX does apply, provide written notice of allegations and begin the investigation.
• If Title IX does not apply, determine if a dismissal is warranted. 

6 Conduct the investigation.

7 Render a decision based upon the investigation.

8 Allow the Complainant or Respondent to appeal (if necessary).
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• The first step to the Title IX process entails a report of conduct that may constitute

sexual harassment.

o As mandatory reporters, all DCPS personnel are obligated to report incidents of

sexual harassment and/or sexual assault.

o In Title IX matters, the reporter of the allegations may be the Complainant (victim)

or a third-party reporter.

oOnce a school-based Title IX Coordinator receives a report of sexual harassment

and/or sexual assault, he or she must contact the District Title IX Coordinator for

next steps regarding contacting the Department of Children and Families and/or

law enforcement, as applicable.
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Step 1: Report Sexual Harassment
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Step 2: Conduct Initial Meeting and

Offer Supportive Measures

• The second step in the Title IX process is to conduct an initial meeting and offer
supportive measures.

• To ensure that due process is afforded to the Respondent, the school-based or
District Title IX Coordinator will provide the Respondent with the 24-hour Meeting
Notification prior to a discussion regarding the allegations and the Respondent’s
rights with respect to the allegations, as well as the availability of supportive
measures. (See Appendix A - 24-hour Meeting Notification Letter and Appendix B
– Initial Meeting Form)

• Within two (2) business days of receiving a report of sexual harassment and/or
sexual assault, the school shall provide notice to the Complainant (victim) and
Respondent (accused) regarding the allegations and the availability of supportive
measures.
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Step 3: File a Formal Written Complaint

• At step three, the District Title IX Coordinator shall explain the process for filing a

formal written complaint.

• A formal complaint may be filed with the Title IX Coordinator in person, by mail, or by

electronic mail.

• The District Title IX Coordinator, in coordination with the school-based Title IX

Coordinator, shall provide the Complainant with a copy of the formal Title IX

Complaint Form. (See Appendix C – Title IX Complaint Form)

• The formal complaint must contain verification that the Complainant (or

parent/guardian if under 18 years old) is the person filing the formal complaint, such as

a verifiable physical or digital signature.
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Step 4: Start the Grievance Process

• At step four, the Title IX Coordinator must call the Office of Equity and Inclusion /
Professional Standards before undertaking any of the steps to the Title IX grievance
process.

• All steps taken during the application of grievance procedures should be documented.

• The grievance process requires the following:
o An objective evaluation of all relevant evidence;
o A presumption that the Respondent is not responsible for the alleged conduct prior

to a determination of responsibility at the conclusion of the grievance process;
o A reasonably prompt time frame for conclusion of the grievance process;
o A description of the range of possible disciplinary sanctions and remedies; and
o A refrain from imposing any disciplinary measures against the Respondent prior to

the conclusion of the grievance process.
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Step 4. (continued)

Additional requirements for the grievance process are listed below:

• A statement that the standard of evidence to be used to determine

responsibility is the preponderance of the evidence (i.e., it is more likely

than not that the alleged incident occurred.)

• Apply the same standard of evidence for all formal complaints of sexual

harassment;

• Include the procedures and permissible bases for an appeal;

• Describe the range of supportive measures available to Complainants and

Respondents; and

• No disclosure of information, and no use of questions/evidence, that are

protected under a legally recognized privilege, unless the person holding

such privilege has waived the privilege.
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Step 5: Determine if Title IX Applies

• At step five, immediately after receiving the formal complaint, the school-
based and/or District Title IX Coordinator will review the formal complaint to
determine if Title IX applies to the allegations.

• To determine if Title IX applies, the following elements must be present:
• Conduct in question meets the definition of sexual harassment;
• Conduct occurred in a DCPS education program or activity; and
• Conduct occurred against a person in the United States.

• If it is determined that Title IX applies to the allegations, the Title IX
Coordinator will provide written notice to the Complainant and Respondent
within two business (2) days of receiving the complaint. (See Appendix D –
Written Notice of Title IX Complaint)
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Step 5. (continued)

•The parties shall be afforded the opportunity to prepare a response to the
complaint and shall have at least two (2) business days from the date of
the written notice to prepare a response.

•The Title IX Coordinator may consolidate formal complaints if the
allegations of sexual harassment are against more than one (1)
Respondent; or by more than one (1) Complainant against one (1) or
more Respondents; or by one (1) party against another party; where the
allegations of sexual harassment arise out of the same facts or
circumstances.
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Step 5. (continued)

• Written notice must include the following:
• The identities of the parties involved;
• The conduct allegedly constituting sexual harassment;
• The date and location of the alleged incident;
• A statement that the Respondent is presumed not responsible for the alleged conduct;
• The school’s grievance process;
• A statement that a determination regarding responsibility is made at the conclusion of

the grievance process;
• A statement informing the parties that they may have an Advisor of their choice who

may be, but is not required to be, an attorney;
• A statement advising parties that they may inspect and review evidence; and
• A statement informing the parties of any provision in the recipient’s Code of Student

Conduct that prohibits knowingly making false statements or knowingly submitting
false information.
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Step 5. (continued)

• If the school-based and/or District Title IX Coordinator determines that Title IX does not
apply, the formal complaint must be dismissed.

• Additionally, a formal complaint may be dismissed if:
o The Complainant informs the Title IX Coordinator in writing that the Complainant

desires to withdraw the formal complaint or any allegations therein.
o The Respondent is no longer enrolled/employed by DCPS; or
o Specific circumstances prohibit investigation.

• A written notice of dismissal (whether mandatory or discretionary) will be provided to
the Complainant and Respondent within two (2) business days. The notice must outline
the reason(s) for the dismissal. (See Appendix E – Notice of Dismissal of Title IX Complaint)

PLEASE NOTE: If the conduct does not meet the requirements for Title IX, the school-based and/or District
Title IX Coordinator remains responsible for identifying if there are other violations related to the student
Code of Conduct, DCPS School Board policy and/or federal or state laws.
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Step 5: (continued)

• Upon receipt of the notice of dismissal, the Complainant or Respondent may

appeal the decision to the Appellate Committee/ Appellate Decision-Maker.

• A total of five (5) business days will be offered to the Complainant or Respondent

to appeal the dismissal.

• The Complainant or Respondent must appeal the decision in writing and detail his

or her reasons for requesting an appeal. (See Appendix F – Request for Appeal for

Title IX Dismissal)

The Appellate Committee/ Appellate Decision-Maker then has five (5) business days

to provide a Written Determination of Title IX Appeal regarding the appeal of the

dismissal. (See Appendix G – Written Determination of Title IX Appeal)
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Step 6: Conduct the Investigation
• At step six of the process, once it is determined that Title IX applies,

the matter will be assigned to the Investigator.

• The school-based or District Title IX Coordinator will provide all of the
documentation to the Investigator, which will include:

• the formal complaint; and
• the Title IX Coordinator and Investigator Checklist.

(See Appendix H – Title IX School-Based Coordinator and
Investigator Checklist)

• The Investigator will then proceed to conduct the investigation (i.e.,
Step 6 of the grievance process.)

PLEASE NOTE: This content will be discussed in greater detail in the Title IX Investigation webinar.



Summary 
• Sexual harassment and/or sexual assault allegations may be reported by the

Complainant or a third-party reporter.

• Upon receiving a report of sexual harassment, the school shall provide notice of the
allegations and offer supportive measures to both the Complainant and
Respondent.

• Formal complaints may be filed with the Title IX Coordinator in person, by mail, or
by electronic mail.

• The standard of evidence to be used to determine responsibility is the
preponderance of the evidence.

• If Title IX applies to the allegations, then a formal complaint may be filed.

• If Title IX does not apply to the allegations, then the complaint must be dismissed.
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This concludes the Title IX Process webinar. Should you have any questions regarding this webinar,
please contact the Office of Equity and Inclusion/Professional Standards.



District Title IX Coordinator

Sherry T. Jackson, J.D.
Executive Director & District Title IX Coordinator

Office of Equity & Inclusion / Professional Standards
Duval County Public Schools

1701 Prudential Drive, 5th Floor
Jacksonville, FL 32207-8182

Phone: (904) 390-2181 or (904) 390-2054
Email: jacksons8@duvalschools.org

Fax: (904) 390-2468
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Appendix A:
24-Hour Meeting Notification Letter
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Appendix B:
Initial Meeting Form
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Appendix C: 
Title IX Complaint Form
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Appendix D: 
Written Notice of Title IX Complaint
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Appendix E: 
Notice of Dismissal of Title IX Complaint
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Appendix F: 
Request for Appeal for Title IX Dismissal



Appendix G:
Written Determination of Title IX Appeal 
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Appendix H:
Title IX School-Based Coordinator and Investigator Checklist
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Appendix H:
Title IX School-Based Coordinator and Investigator Checklist (continued)
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