
ROLE OF THE COORDINATOR 

WHAT IS A COORDINATOR? 
A person whose job is to organize events or activities and to negotiate with others in order to ensure they 

work together effectively. 

INTERACTION 
• Provide guidance for situations

• Step in and assist when asked to assist (by student or employee)

• Ensure all steps of the process are completed

INFLUENCE 
• Training

• Investigations

• Ensure process is followed

• Leverage relationships appropriately.

Ex. Program Supervisor observed situation and works with student regularly. Assist the Program

Supervisor if needed by Supervisor can provide letter to student and ask if they need

accommodations.

FOLLOW-UP 
• Recordkeeping

• Provide letters and assistance information

RETALIATION & GRIEVANCE POLICY 
• Retaliation is prohibited!

• Grievance policy should be followed as listed in the catalog.

Be sure to avoid skipping steps.

• Ensure you know these policies and how to prevent

• Get help! If these occur talk to the Title IX Coordinator, DOE or Campus

Director
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INITIAL STATEMENT RECEIVED: NOW WHAT? 

VICTIM FOLLOW-UP 

► Ensure victim is notified of next steps in the process.

► Compose confirmation letter to complainant.

► Determine need for and implement Academic Accommodations or Interim Measures with

support from Program Supervisor and Director of Education

► Ensure the victim is encouraged to call law enforcement or seek medical attention.

► Support them if he or she chooses not to call. (except in emergency situations)

► Provide assistance in contacting law enforcement or local support resources if needed.

PRE-( NVESTIGATION 

► Notify complainant(s), respondent(s), and witness(es) of pending investigation and to

preserve evidence.

► Submit a Clery Incident report on Tedink if applicable.

► Ensure no conflict of interest(s) exists prior to start of investigation.

DON'TS 

► Do not insist on a written statement.

► Avoid having victims tell their story multiple times.

► Do not drive students anywhere.
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SCENARIO: SCOPE 

COMPLAINT: 

Example: Student feels that a female instructor hitting on him and other student comments are 

creating a hostile environment for him. 

INTERVIEWS: 

• Student (complainant)

• Instructor

• Program Supervisor

• Witness statements

• Student Respondents

EVIDENCE: 

• Attendance records

• Texts

• Student database notes

• Grades

• Emails

POSSIBLE POLICY AND/OR CONDUCT VIOLATIONS 

• Sexual Misconduct policy

• Code of ethics/ conduct

• Student code of conduct
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Interviews: Etiquette

How DO YOU ENSURE A SUCCESSFUL INTERVIEW? 

• INTERVIEWS SHOULD BE CONDUCTED IN A VERY SPECIFIC ORDER. Complainant first, respondent,

then witnesses. Questions or plans for an interview may change based on each party's individual interview.

• CONDUCT IN PERSON. Telephone interviews should be considered next if the person cannot meet with

you and email should always be the last resort. Observing body language is very beneficial and in person
conversations ensure you are asking follow-ups and can help to clarify information.

• BRING A WITNESS. Having an additional person in the room can avoid the he said, she said situation

and helps to ensure your safety in any situation.

• PRIVATE LOCATION. Interviewees are much more responsive when the interview is conducted in a

private location rather than an open, accessible area with other students and staff.

•

• 

PROMOTE YOUR SAFETY. Don't isolate yourself from an exit that provides you a means of retreat and

ensure that you maintain at least an arm's length of reach between you and the interviewee.

BE PREPARED. Have paper and pen or a laptop. Ensure your questions are prepared and that you are

not exhibiting signs of nervousness. This is not an inconvenience for you.

• SET THE TONE. Be friendly, not combative and ensure then feel as though they are the most important

person in the room.

• EXPLAIN THE PROCESS. Ensure the person knows that participation is beneficial to them. Explain the

overall process and that you'll be taking notes during the interview.
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COMPLETING A CONCLUSION 

1. Read the report!

2. Ensure familiarity with all details and evidence provided

3. Apply Preponderance of the Evidence: 51% standard

Is this more likely to have happened than not?

QUESTIONS TO CONSIDER 

1. Was a law violated?

2. Was a school policy violated?

3. Was the code of conduct or ethics violated?

CONCLUSIONS 

4. Try role reversal. If you reverse the roles of male/ female in this investigation, would you look at

your conclusion differently? What if you substituted age or ethnicity into the situation?

JUSTIFY YOUR ANSWERS 

• Explain your logic and thought process.

• Why did you reach this conclusion?

• If your conclusion is no, why was there a complaint?

• See 5-Why's Analysis

FORMATTING 

• Bullet point conclusion for organizational purposes

• Clear and concise statements

• This is not a recap - focus on outcomes only
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