
 
 
 

 
 

Administrative Procedures for Investigating Complaints of Sexual Harassment 

 

Prior to school beginning annually, all school administrators will be trained on how 
to conduct complaints of sexual harassment.  If new administrators are hired during 
the school year, they will be trained at that time.  The following information, which 

is taken from Sexual Harassment: It's Not Academic (as provided on the 
Department of Education’s website (www.ed.gov)), will be provided during the 

training. 
 
Interviews will be conducted as soon as possible after the report is made (refer to 

timeline below).  One administrator will interview the victim, while another 
administrator interviews the alleged harasser.  Parents of the victim and alleged 

harasser are notified of the report, and the students are sent home pending the 
investigation.  It is emphasized to parents that the students are not being 
disciplined. Both students will be asked to keep the alleged incident confidential 

while the investigation is in progress.  The students and their families will be 
notified of the timeline and process for the investigation and that they can make 

reports to law enforcement or to the Office of Civil Rights.  If they have any 
questions or concerns, those can be addressed at that time. 
 

Administrators will interview one student at a time. In the event of multiple victims 
or multiple harassers, additional staff members will investigate the matter.  

 
Continuation of the Educational Priority 
The education of every student involved will remain as a priority.  Assignments will 

be provided so the educational process is uninterrupted.  The district’s issuance of 
MacBook Airs to all students, as well as its use of Edmodo (online assignments) 

with all students will help facilitate this process. 
 
Interviewing Witnesses 

Witnesses named during the interview process will be asked to write statements 
as soon as possible.  Witnesses will be asked not to discuss the alleged incident 

with anyone while the investigation is ongoing.  Witnesses will write their 
statements in the presence of an administrator, but not in the presence of other 
students.  Administrators will conduct interviews with individual students after their 

statements are written if more information is needed or information included is 
unclear.  Written statements are to be signed and dated.  Statements can be typed 

and submitted electronically if a student is off campus and unavailable for face-to-



face questioning.  Staff members should provide assistance to any student unable 
to write a statement. 

 
Due Process Rights 

A student accused of any wrongdoing must always be given an opportunity to give 
an account of the incident.  If the student refuses to respond during an interview 
or to write a statement, the administrator should document that. 

 
Evidence Collection and Retention 

During the interviews, students will be asked for any notes, emails, text messages, 
photos, etc. that will help facilitate the investigation.  Any electronic evidence not 
printed by the student should be forwarded to the administrator’s district email 

address and printed for the dossier.  A description and summary of any artifacts 
will be noted in PowerSchool.  The artifacts will be retained in a locked cabinet that 

only the school’s administration has access to for a period of five years. 
 
Determining Findings 

Once all information has been collected and analyzed by the school’s 
administrative team, the investigation will be brought to a close (refer to timeline in 

policy).  Families of the students will be notified of the findings and actions to be 
taken (refer to timeline in policy).  
 

Interim Measures 
During the investigation, measures will be taken to eliminate the risk of the alleged 

harassment from further occurring.  If the accusations are founded, steps will be 
taken to protect the victim.  These measures before and during the investigation 
may include changing schedules, routes to and from classes, changing schools, 

changing lunch periods, methods of transportation to or from school, notifying staff 
members who may need to increase monitoring in the hallway, common areas, 

restrooms, classrooms, etc.  
 
Referral for Counseling 

Students will be notified of available counseling services. Administrators and 
guidance counselors will share a list of approved local private and public agencies 

available to provide services. 
 
Timeline and Status Updates 

A complaint must be filed within 60 days from the date of the alleged incident.  
The school principal or designee will schedule a meeting with the complainant 

within 3 working days, or no longer than 10 working days if exceptional 
circumstances occur.  The investigation should be completed within 5 working 
days.  If the results are incomplete for any reason (such as student absences, 

delays in retrieving artifacts, inclement weather) after that period, students and 
families should be updated and given a new date as to when they should expect 

the results of the investigation.  
Appeals 



A student or parent who is not satisfied with the school’s recommended action may 
appeal the decision to the appropriate coordinator (504, Title VI or Title IX 

Coordinator).  The appeal must be submitted in writing within 10 working days after 
the decision is made (refer to policy for content of appeal letter).  The coordinator 

must provide a written decision in 10 working days of receiving the complainant’s 
written appeal.  The coordinator shall inform the complainant of the right to appeal 
to the Superintendent or his/her designee.  If the Superintendent or his/her 

designee is a part of the complaint, the District will appoint an objective or impartial 
administrator to address the complainants’ appeal at that level.  The 

Superintendent or designee shall provide a written determination to the 
complainant and take appropriate action within 10 working days after the receipt 
of a written appeal. 

 
 

Notifying the Title IX Coordinator 
The school administration should report all complaints of harassment and 
discrimination to the district’s Title IX Coordinator.  Parents and students will be 

notified that they may contact the district’s coordinator if they have concerns about 
reports of harassment.   

 
Documentation 
Spartanburg School District Seven uses PowerSchool by Pearson as its database 

for recording student information.   Administrators will be shown how harassment 
complaints and actions taken will be documented in the system.   

 
Discipline 
Students who are found to be in violation of the Code of Conduct will be disciplined 

accordingly, whether they harass other students or whether they falsely accuse 
another student of harassment. Refer to Code of Conduct.  Actions are to be 

assigned in a timely manner (within in 24 hours after the investigation is 
completed). 
 

Referral to Law Enforcement 
The school’s resource officer (SRO) will be involved in investigating criminal 

matters and will charge students at their discretion.  The SRO’s investigation is 
separate from the school’s investigation.  However, the school’s administration and 
SRO will have open communication regarding the findings of their investigation.  

Parents should be notified when a law enforcement officer has questioned a 
student.   

 
Sample Questions Used for Training 
Questions for the Complainant 

1. Identify specific events and dates which compromise the harassment. For each 
event, identify who, what, when, where, and how: Who committed the alleged 

harassment? What exactly occurred or what was said? When did it occur and is it 
still ongoing? Where did it occur? How often did it occur? How did it affect you? 



How did you react? What response did you make when the incident(s) occurred or 
afterwards?  

2. How did the harassment affect you? Has your job been affected in any way?  
3. Did others witness these events? Who, how, what events were witnessed and 

on what dates were these events witnessed?  
4. Did you tell anyone about the harassment?  
5. Who did you tell, when, and what did you tell the person?  

6. Did the person who harassed you harass anyone else? Do you know whether 
anyone complained about harassment by that person?  

7. Are there any notes, physical evidence, or other documentation regarding the 
incident(s)?  
8. Did you complain or make known your rejection of the alleged discriminatory 

conduct? Who did you tell, when, what did you tell the person?  
9. Are you aware of the agency’s anti-harassment policy? How are you aware? 

Did you complain pursuant to that policy?  
10. What happened as a result of your complaint? Did the harassment? When did 
it stop? Promptly?  

11. Did you take any action to avoid further harm by the perpetrator?  
12. How would you like to see the situation resolved?  

13. Do you have any other relevant information?  
 
Questions for Alleged Harasser 

1.  What is your relationship with the complainant? (What contact do you have with 
the complainant?) 

2. Recite events and dates claimed by complainant as harassment.  Ask 
perpetrator for his/her response. Record details of events and dates as recited by 
alleged harasser.  

3. Did the complainant notify you that the conduct was unwelcome? What form did 
this notification take? What did the complainant say or write to you? 

4. What was your reaction? What did you do?  
5. If alleged harasser asserts that the complainant’s claims are false, ask why 
complainant might lie. Ask alleged harasser for his/her explanation of events.  

6. Are there any persons who have relevant information?  
7. Do you know of any other relevant information?  

8. Are there any notes, physical evidence or other documentation regarding the 
incidents?  
  

Questions for Witnesses 
1. Recite events and dates claimed by the complainant as harassment.  Ask 

witnesses to recite details of events and dates. What did you see or hear? When 
did this occur? Describe the alleged harasser’s behavior toward the complainant 
and toward others.  

2. Does witness know if complainant told alleged harasser that conduct was 
unwelcome? How does witness know? Recite dates, details of observable events, 

conversations.  



3. Did witness and complainant discuss the harassment? When/what was 
substance of conversation? Did you observe any actions by the complainant 

regarding harassment? If so, what, where, when did you observe?  
4. Do you know of any other relevant information?  

5. Are there other persons who have relevant information?  
 
You as the administrator/investigator may be asked the following questions: 

1. How/when did you become aware that complainant complained of harassment?  
2. What actions did you take once you became aware of the harassment 

complaint?  
3. Did you offer any preventive or corrective action?  
4. Do you know if complainant took advantage of this offer?  

5. Are you aware of any previous complaints against this alleged harasser? If so, 
what actions did the school take in response to the complaint(s)?  

6. Where is the school’s anti-harassment policy posted? How/when is it 
disseminated to students and staff?  
 


