
  Title IX Investigations 
 
 

 
Formal Grievance Process: Notice of Investigation and Allegations 
 

The Title IX Coordinator or Deputy Coordinator will provide written notice of the investigation 

and allegations (the “NOIA”) to the Respondent upon commencement of the Formal Grievance 

Process. This facilitates the Respondent’s ability to prepare for the interview and to identify and 

choose an Advisor to accompany them. The NOIA is also copied to the Complainant, who is to 

be given advance notice of when the NOIA will be delivered to the Respondent.  

 

The NOIA will include: 

● A meaningful summary of all of allegations, 

● The identity of the involved parties (if known),   

● The precise misconduct being alleged,  

● The date and location of the alleged incident(s) (if known),  

● The specific policies implicated,  

● A description of the applicable procedures,  

● A statement of the potential sanctions/responsive actions that could result,  

● A statement that West Virginia Northern Community College presumes the Respondent 

is not responsible for the reported misconduct unless and until the evidence supports a 

different determination,  

● A statement that determinations of responsibility are made at the conclusion of the 

process and that the parties will be given an opportunity to inspect and review all directly 

related and/or relevant evidence obtained during the review and comment period,  

● A statement about West Virginia Northern Community College’s policy on retaliation, 

● Information about the privacy of the process, 

● Information on the need for each party to have an Advisor of their choosing and 

suggestions for ways to identify an Advisor,  

● A statement informing the parties that West Virginia Northern Community College’s 

Policy prohibits knowingly making false statements, including knowingly submitting 

false information during the resolution process, 

● Detail on how the party may request disability accommodations during the interview 

process, 

● A link to West Virginia Northern Community College’s VAWA Brochure (coming 

soon),  

● The name(s) of the Investigator(s), along with a process to identify, in advance of the 

interview process, to the Title IX Coordinator any conflict of interest that the 

Investigator(s) may have, and 

● An instruction to preserve any evidence that is directly related to the allegations. 

 

Amendments and updates to the NOIA may be made as the investigation progresses and more 

information becomes available regarding the addition or dismissal of various charges.  



 

Notice will be made in writing and may be delivered by one or more of the following methods: 

in person, mailed to the local or permanent address(es) of the parties as indicated in official West 

Virginia Northern Community College records, or emailed to the parties’ West Virginia 

Northern Community College-issued email or designated accounts. Once mailed, emailed, 

and/or received in-person, notice will be presumptively delivered.  

 

Resolution Timeline 
 

West Virginia Northern Community College will make a good faith effort to complete the 

resolution process within a sixty-to-ninety (60-90) business day time period, including appeal, 

which can be extended as necessary for appropriate cause by the Title IX Coordinator, who will 

provide notice and rationale for any extensions or delays to the parties as appropriate, as well as 

an estimate of how much additional time will be needed to complete the process. 

 

Appointment of Investigators 
 

Once the decision to commence a formal investigation is made, the Title IX Coordinator 

appoints Pool members to conduct the investigation typically using a team of two Investigators, 

usually within two (2) business days of determining that an investigation should proceed.  

 

Ensuring Impartiality 
 

Any individual materially involved in the administration of the resolution process [including the 

Title IX Coordinator, Investigator(s), and Decision-maker(s)] may neither have nor demonstrate 

a conflict of interest or bias for a party generally, or for a specific Complainant or Respondent. 

 

The Title IX Coordinator will vet the assigned Investigator(s) to ensure impartiality by ensuring 

there are no actual or apparent conflicts of interest or disqualifying biases. The parties may, at 

any time during the resolution process, raise a concern regarding bias or conflict of interest, and 

the Title IX Coordinator will determine whether the concern is reasonable and supportable. If so, 

another Pool member will be assigned and the impact of the bias or conflict, if any, will be 

remedied. If the source of the conflict of interest or bias is the Title IX Coordinator, concerns 

should be raised with the President. 

 

The Formal Grievance Process involves an objective evaluation of all relevant evidence 

obtained, including evidence that supports that the Respondent engaged in a policy violation and 

evidence  that supports that the Respondent did not engage in a policy violation. Credibility 

determinations may not be based solely on an individual’s status or participation as a 

Complainant, Respondent, or witness.  

 

West Virginia Northern Community College operates with the presumption that the Respondent 

is not responsible for the reported misconduct unless and until the Respondent is determined to 

be responsible for a policy violation by the applicable standard of proof.  

 

 



 

 Investigation Timeline 
 

Investigations are completed expeditiously, normally within thirty (30) business days, though 

some investigations may take weeks or even months, depending on the nature, extent, and 

complexity of the allegations, availability of witnesses, police involvement, etc.  

 

West Virginia Northern Community College will make a good faith effort to complete 

investigations as promptly as circumstances permit and will communicate regularly with the 

parties to update them on the progress and timing of the investigation.  

 

Delays in the Investigation Process and Interactions with Law Enforcement 
 

West Virginia Northern Community College may undertake a short delay in its investigation 

(several days to a few weeks) if circumstances require. Such circumstances include but are not 

limited to: a request from law enforcement to temporarily delay the investigation, the need for 

language assistance, the absence of parties and/or witnesses, and/or accommodations for 

disabilities or health conditions.  

 

West Virginia Northern Community College will communicate in writing the anticipated 

duration of the delay and reason to the parties and provide the parties with status updates if 

necessary.  West Virginia Northern Community College will promptly resume its investigation 

and resolution process as soon as feasible. During such a delay, West Virginia Northern 

Community College will implement supportive measures as deemed appropriate.  

 

West Virginia Northern Community College action(s) or processes are not typically altered or 

precluded on the grounds that civil or criminal charges involving the underlying incident(s) have 

been filed or that criminal charges have been dismissed or reduced.  

 

Steps in the Investigation Process 
 

All investigations are thorough, reliable, impartial, prompt, and fair. Investigations involve 

interviews with all relevant parties and witnesses; obtaining available, relevant evidence; and 

identifying sources of expert information, as necessary.  

 

All parties have a full and fair opportunity, through the investigation process, to suggest 

witnesses and questions, to provide evidence and expert witnesses, and to fully review and 

respond to all evidence on the record.  

 

The Investigator(s) typically take(s) the following steps, if not already completed (not 

necessarily in this order): 

● Determine the identity and contact information of the Complainant 

● In coordination with campus partners (e.g., the Title IX Coordinator), initiate or assist 

with any necessary supportive measures  

● Identify all policies implicated by the alleged misconduct and notify the Complainant  

and Respondent of all of the specific policies implicated 



● Assist the Title IX Coordinator with conducting a prompt initial assessment to 

determine if the allegations indicate a potential policy violation  

● Commence a thorough, reliable, and impartial investigation by identifying issues and 

developing a strategic investigation plan, including a witness list, evidence list, 

intended investigation timeframe, and order of interviews for all witnesses and the 

parties 

● Meet with the Complainant to finalize their interview/statement, if necessary  

● Prepare the initial Notice of Investigation and Allegation (NOIA). The NOIA may be 

amended with any additional or dismissed allegations  

o Notice should inform the parties of their right to have the assistance of an 

Advisor, who could be a member of the Pool or an Advisor of their choosing 

present for all meetings attended by the party  

● Provide each interviewed party and witness an opportunity to review and verify the 

Investigator’s summary notes (or transcript) of the relevant evidence/testimony from 

their respective interviews and meetings 

● Make good faith efforts to notify the parties of any meeting or interview involving the 

other party, in advance when possible  

● When participation of a party is expected, provide that party with written notice of the 

date, time, and location of the meeting, as well as the expected participants and 

purpose  

● Interview all available, relevant witnesses and conduct follow-up interviews as 

necessary 

● Allow each party the opportunity to suggest witnesses and questions they wish the 

Investigator(s) to ask of the other party and witnesses, and document in the report 

which questions were asked, with a rationale for any changes or omissions  

● Complete the investigation promptly and without unreasonable deviation from the 

intended timeline 

● Provide regular status updates to the parties throughout the investigation 

● Prior to the conclusion of the investigation, provide the parties and their respective 

Advisors (if so desired by the parties) with a list of witnesses whose information will 

be used to render a finding 

● Write a comprehensive investigation report fully summarizing the investigation, all 

witness interviews, and addressing all relevant evidence. Appendices including 

relevant physical or documentary evidence will be included  

● The Investigator(s) gather, assess, and synthesize evidence, but make no conclusions, 

engage in no policy analysis, and render no recommendations as part of their report 

● Prior to the conclusion of the investigation, provide the parties and their respective 

Advisors (if so desired by the parties) a secured electronic or hard copy of the draft 

investigation report as well as an opportunity to inspect and review all of the evidence 

obtained as part of the investigation that is directly related to the reported misconduct, 

including evidence upon which the West Virginia Northern Community College does 

not intend to rely in reaching a determination, for a ten (10) business day review and 

comment period so that each party may meaningfully respond to the evidence. The 

parties may elect to waive the full ten days. Each copy of the materials shared will be 

watermarked on each page with the role of the person receiving it (e.g., Complainant, 

Respondent, Complainant’s Advisor, Respondent’s Advisor).  



● The Investigator(s) may elect to respond in writing in the investigation report to the 

parties’ submitted responses and/or to share the responses between the parties for 

additional responses 

● The Investigator(s) will incorporate relevant elements of the parties’ written 

responses into the final investigation report, include any additional relevant evidence, 

make any necessary revisions, and finalize the report. The Investigator(s) should 

document all rationales for any changes made after the review and comment period 

● The Investigator(s) shares the report with the Title IX Coordinator and/or Deputy 

Coordinator for their review and feedback. 

● The Investigator will incorporate any relevant feedback, and the final report is then 

shared with all parties and their Advisors through secure electronic transmission or 

hard copy at least ten (10) business days prior to a hearing. The parties are also 

provided with a file of any directly related evidence that was not included in the 

report  

 

Role and Participation of Witnesses in the Investigation 
 

Witnesses (as distinguished from the parties) who are employees of West Virginia Northern 

Community College are expected to cooperate with and participate in West Virginia Northern 

Community College’s investigation and resolution process. Failure of such witnesses to 

cooperate with and/or participate in the investigation or resolution process constitutes a violation 

of policy and may warrant discipline.  

 

Although in-person interviews for parties and all potential witnesses are ideal, circumstances 

(e.g., summer break) may require individuals to be interviewed remotely. Skype, Zoom, 

FaceTime, WebEx, or similar technologies may be used for interviews if the Investigator(s) 

determine that timeliness or efficiency dictate a need for remote interviewing. West Virginia 

Northern Community College will take appropriate steps to reasonably ensure the 

security/privacy of remote interviews. 

 

Witnesses may also provide written statements in lieu of interviews or choose to respond to 

written questions, if deemed appropriate by the Investigator(s), though not preferred. If a witness 

submits a written statement but does not intend to be and is not present for cross examination at a 

hearing, their written statement may not be used as evidence. 

 

Recording of Interviews 
 

No unauthorized audio or video recording of any kind is permitted during investigation meetings. 

If Investigator(s) elect to audio and/or video record interviews, all involved parties must be made 

aware of audio and/or video recording. 

 

Evidentiary Considerations in the Investigation 
 

The investigation does not consider: 1) incidents not directly related to the possible violation, 

unless they evidence a pattern; 2) the character of the parties; or 3) questions and evidence about 

the Complainant’s sexual predisposition or prior sexual behavior, unless such questions and 



evidence about the Complainant’s prior sexual behavior are offered to prove that someone other 

than the Respondent committed the conduct alleged by the Complainant, or if the questions and 

evidence concern specific incidents of the Complainant’s prior sexual behavior with respect to 

the Respondent and are offered to prove consent.  

 

18. Referral for Hearing 
 

Provided that the complaint is not resolved through Informal Resolution, once the final 

investigation report is shared with the parties, the Title IX Coordinator will refer the matter for a 

hearing.  

 

The hearing cannot be less than ten (10) business days from the conclusion of the investigation –

when the final investigation report is transmitted to the parties and the Decision-maker–unless 

all parties and the Decision-maker agree to an expedited timeline.  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 


