
 
 
 
AACA Sexual Harassment Complaint Procedure Policy 
 
 
 
Informal Process or Site-Level Investigation Response: Any written or oral report of sexual harassment is a sexual 
harassment complaint and must be addressed. A reasonable effort must be made to investigate and address allegations 
submitted anonymously if the report contains sufficient information to identify alleged targets and/or accused persons. The 
following guidelines are recommended to investigate and resolve complaints using the informal process at the Site-Level: 
 
 1. Assure targets/victims that AACA takes allegations of sexual harassment and/or sex discrimination seriously, will not 
tolerate such treatment, and has strong policies against it. 
 2. Inform targets of the confidentiality and non-retaliation guidelines, and assure them that they will not be required to 
confront the accused persons. 
 3. Assure targets of interim steps that will be taken to monitor the parties and effectively address any alleged harassing 
behavior, to include providing additional monitoring of the safety of targets and any specific steps to eliminate the 
behavior. Make targets aware of available resources and the right to report a crime to law enforcement. Interim measures 
to protect targets may include options to avoid contact with the accused in academic and extracurricular settings, safety 
plans, increased monitoring, training and educational materials to address school climate, as well as support resources, 
such as academic support, counseling, health and mental health services. In general, when taking interim measures, 
minimize the burden on the targets.  
4. Provide the names of school personnel who can help if the situation/incident continues or escalates.  
5. Provide all parties, including parents and guardians, with AACA’s “Nondiscrimination Statement” and/or “Sexual 
Harassment Policy” poster summaries as applicable. The attached English and Spanish “Sexual Harassment Policy 
Acknowledgement” posters can be used to document via the signoff section that the sexual harassment policy has been 
reviewed and is understood by all parties. Secondary students may also be provided with a copy of “Title IX and 
Nondiscrimination Rights” brochure 
 6. When investigating sexual harassment complaints, carefully consider all available information in determining whether 
the conduct described violates the District’s sexual harassment policy and whether it rises to the level of creating a hostile 
environment. The following elements should be used for this analysis: a. Was the conduct unwelcome? b. Was the conduct 
of a sexual nature or based on actual or perceived sex, sexual orientation, gender identity or gender expression? c. Was the 
conduct severe, persistent, or pervasive? d. Was the conduct objectively offensive, in other words, would a reasonable victim 
of similar characteristics (i.e. age, gender) find the conduct objectively offensive? e. Did the conduct limit the individual’s 
ability to participate in or benefit from an educational program or activity? When the answers to questions “a” and “b” are 
“yes”, the conduct is sexual harassment. Taking into consideration the totality of the circumstances, if the answers to all the 
questions are “yes” then the sexual harassment has risen to the level of also being a hostile environment which is a violation 
of Title IX law. It is important to note that sexual harassment is inappropriate and requires an immediate response and/or 
corrective actions to be taken to prevent its recurrence and address its effects, whether or not the conduct has risen to the 
level of a hostile environment. If the conduct does not meet the elements of this analysis for sexual harassment or hostile 
environment, the conduct may still be inappropriate and require an immediate response and corrective action.  
7. Obtain specific information relevant to the complaint such as where, when, and the frequency with which the incident(s) 
occurred, as well as the identities of the accused persons, other affected parties and any witnesses. If appropriate, request 
that complainants provide a written statement. If complainants are unable to provide written statements, AACA personnel 
will provide assistance. It is recommended that transcribed statements be done in the presence of an AACA witness.  
 8. If appropriate, request that accused persons provide written statements. If accused persons are unable to provide 
written statements, District personnel will provide assistance. It is recommended that transcribed statements be done in 
the presence of an AACA witness.  
9. Interview any witnesses or other affected parties identified by the targets and accused persons and provide assurances 



regarding confidentiality and non-retaliation. If appropriate, request written statements. If witnesses or other affected 
parties are unable to provide written statements, AACA personnel will provide assistance. It is recommended that 
transcribed statements be done in the presence of an AACA witness. 
 10. Take appropriate administrative steps in response to sexual harassment, including acting to end the harassment, 
monitoring to ensure the conduct does not reoccur, and addressing any hostile environment that may have been created. 
Response strategies may involve the initiation of counseling and/or disciplinary proceedings for the accused and providing 
supports to targets and other affected parties, which can be documented using the AACA’s tools for documenting 
discipline, counseling and incidents.   
 11. Refer AACA’s  “Guidelines for Student Suspension,” “Discipline Policy: School-Wide Positive Behavior Intervention and 
Support” for further guidance with interventions. For assistance in providing written communication of the school’s 
investigative responses to parents of the accused, see human resources or administration. 
 12. Inform complainants in general terms that protects the privacy and confidentiality of individuals as required by law of 
the outcomes and whether corrective actions specific to the claims have been or will be taken to resolve the complaint. Tell 
complainants of applicable appeal processes.   
13. Inform parents/guardians of student complainants about the filing, the status of the investigation and findings, as well 
as the resolution of any complaint of sexual harassment in general terms. Care must be taken to protect the identity of the 
accused and any witnesses and the confidentiality of the specific administrative actions. For assistance in providing written 
communication of the school’s investigative responses to parents/guardians of student complainants, speak with human 
resources or administration.   
14. If a student has been a target of harassment based on sexual orientation or gender identity, consult with the student to 
determine an appropriate way to inform the student’s parents/guardians of the harassing conduct. Student sexual 
orientation and/or gender identity should be divulged only on a need-to-know basis among staff and cannot be otherwise 
divulged without permission of the student. See the District’s policy, “Transgender Students – Ensuring Equity and 
Nondiscrimination.  
15. Monitor with targets that the harassment has ceased. For example, arrange for a designated staff person to check-in 
with targets after one week and then again after two weeks to evaluate whether the remedies implemented have been 
effective.  
16. Use the Complaint Investigation report attached to this bulletin to document findings and actions taken to address the 
complaint, as well as to document monitoring and assessment of the effectiveness of actions taken. If harassing conduct 
has not ceased, additional actions and monitoring will be required. The completed sexual harassment complaint 
investigation documentation is in addition to noting incidents, discipline and counseling using the District’s electronic 
databases. A copy of the completed “Complaint Investigation Report” should be provided to the site’s director of human 
resources or administrator.  
17. The same “Complaint Investigation Report” may be used when the conduct is determined to be inappropriate behavior 
that did not constitute sexual harassment or when there are no findings of violations of AACA’s nondiscrimination or sexual 
harassment policies. Corrective action may still be necessary and the form provides a vehicle to document the investigation 
and actions taken. 
 18. “Complaint Investigation Report forms must be safeguarded by retaining them in a separate school file in a central 
location. Access to these records is restricted to those individuals with a legitimate need for such access. These records 
must be kept for five years from the school year in which the complaint was filed. Duplicate copies should also be filed in 
each accused student’s individual disciplinary file.  
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