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Formal Complaint Form 
 
Today’s date: ____________________  Responsible Employee_________________________________ 
 
Information Regarding the Complainant: 
Name of the Complainant:_________________________________________________________________________ 
Complainant’s Phone Number and Email Address:_______________________________________________________  
The Complainant is (please check one): □ faculty □ student □ staff □ not affiliated with the College 
For faculty, staff, & students, indicate whether □ current or □ former    
 
Information Regarding the Alleged Victim (if different from the Complainant):  
Name of the Alleged Victim: ______________________________________________________________________  
The alleged victim is (please check one): □ faculty □ student □ staff □ not affiliated with the College 
For faculty, staff, & students, indicate whether □ current or □ former 
 
Information Regarding the Respondent:  
Name of the Respondent: __________________________________________________________________________  
Respondent’s phone number (if known):____________________________________________ 
The Respondent is (please check one): □ faculty □ student □ staff □ not affiliated with the College 
For faculty, staff, & students, indicate whether □ current or □ former 
 
Information Regarding the Alleged Sexual Harassment: 
Time and date of the alleged Sexual Harassment: _______________________________________________________  
Location of the alleged Sexual Harassment: □ on campus:        □ off campus: 
_______________________________________________________________________________________________  
_______________________________________________________________________________________________  
 
Other parties who may have information regarding the allegation(s), with contact information, if known:  
            __________ 
           __________  
        ______ ___  __   
         __________ 
 
Please provide a brief description of the alleged Sexual Harassment:  
Please include the following information in your description when known: the gender of the parties, the relationship between the 
parties, whether the Respondent used force in the course of the alleged Sexual Harassment, and the frequency (if applicable) of 
the alleged Sexual Harassment.  
 
              
 
              
 
              
 
              
 
Please feel free to use the reverse side of this form or separate pages to continue your description, if necessary. 
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By signing this formal complaint form, I am requesting the College to investigate the above allegation(s). 
 

______________________________________  ___________________________________________________ 
Printed Name            Signature  
 
   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


	Policy on Sexual Harassment
	5.  Sanctions imposed do not take effect until the resolution of any timely appeal. However, the College may keep in place any interim measures when necessary.
	2.  If a student withdraws from the College while under investigation involving an act of sexual violence as defined by this Policy, the student’s academic transcript shall be noted as follows:  “Withdrew while under investigation for a violation of R...
	3.  The College shall immediately remove the notation from the student’s academic transcript upon a subsequent finding that the student is not responsible an offense of sexual violence as defined by this Policy. Upon such a finding, the Title IX Coord...
	4.  Notations on academic transcripts regarding suspensions and dismissals shall be placed on the student’s academic transcript after resolution of any timely appeal.
	5. The College shall expunge the notation from the academic transcript of any student for good cause shown and after a period of three (3) years.
	a) Persons seeking to expunge the notation on an academic transcript shall submit a written request for expungement to the  Provost/Chief Diversity Officer no sooner than three years after the date the College placed the notation on the academic trans...
	b) The request for expungement must contain sufficient information to support a finding of good cause.  For expungement purposes, good cause includes (1) the act of sexual violence did not involve serious bodily injury, the use of force, or threat, an...
	c) The Provost/Chief Diversity Officer shall issue a written decision and the rationale for such decision within ten (10) workdays of receipt the request.
	d) If the request for expungement is denied, the former respondent may submit another request for expungement no sooner than three (3) years after the denial of the request.  This decision is final.
	CC. Training and Training Materials
	1.  Title IX Coordinator(s), investigators, Hearing Officers, Appeal Officers, and Facilitators for the informal resolution process must receive annual training, as appropriate, on the following topics:
	a) The definition of sexual harassment;
	b) The scope of the College’s education programs or activities;
	c) How to conduct an investigation and grievance process, including live hearings, appeals, and informal resolution processes, and how to serve impartially, including by avoiding prejudgment of the facts at issue, conflicts of interest, and bias;
	d) The definition of relevance;
	e) Investigative report writing; and,
	f) Technology that may be used at live hearings.
	2. College-appointed advisors receive training on the definitions of sexual harassment, consent, preponderance of the evidence, and relevance.
	3. Training materials must not rely on sex stereotypes and will promote impartial investigations and adjudications of formal complaints of sexual harassment.
	4. All training materials must be available on the College’s website.
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