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WELCOME!

We are excited to have you join us today for our Title IX Investigator
training! Please refer to this training guide for the full schedule,
session descriptions, instructor bios, and training materials. 
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AUGUST 2

In addition to speaker introductions, participants are asked
to share their biggest challenges related to the Title IX
grievance process, areas in which they feel most confident 

8:30 a.m. - 8:45 a.m. | Welcome

In this introductory session, TIXS instructors outline the stages of the Title IX
grievance process and define relevant terms. Instructors also establish investigators’
obligations under Title IX while incorporating lessons learned from and best practices
in the field. 

8:45 a.m. - 10:00 a.m. | Understanding Title IX Policies and Procedures as an Investigator

8:30 A.M. - 5:00 P.M.

while conducting investigations, and their overall goals for the program.

TIXS instructors describe steps for planning a compliant investigation, including best
practices for forming an investigative team, navigating actual or perceived biases and
conflicts of interest, reviewing key documents, establishing a timeline for the
investigation, and preparing the physical space. Participants are then presented with a
case study and begin to plan their own investigation.

10:00 a.m. - 10:15 a.m. | Break

10:15 a.m. - 11:30 a.m. | Planning a Prompt, Thorough and Impartial Investigation

11:30 a.m. - 12:30 p.m. | Guidelines for Title IX Investigation Questions

With an investigation plan in place, TIXS instructors walk participants through interview
preparation by discussing topics such as using an interview outline to create a
playbook for the conversation, the foundations to crafting effective interview
questions, and understanding the emotions of the participants at the table. 



AUGUST 2

8:30 A.M. - 5:00 P.M.

In this session, TIXS instructors provide techniques for building trust with parties and
witnesses to optimize information shared during interviews. Instructors then walk
participants through the steps of a Title IX investigation interview while using
scenarios and to share strategies and best practices.

12:30 p.m. - 1:30 p.m. | Lunch Break

In this session, participants put the previous lessons into action. Using the case study,
TIXS instructors will facilitate a role-play exercise in Title IX interviewing. Participants
will have the opportunity to conduct live interviews of the fictional Complainant and
Respondent, played by TIXS instructors. 

2:15 p.m. - 3:00 p.m. | Conducting Title IX Interviews - Part Two

3:00 p.m. - 3:15 p.m. | Break

1:30 p.m. - 2:15 p.m. | Conducting Title IX Interviews - Part One

TIXS instructors outline required elements of a compliant Title IX investigative report
and file explain their purpose in the overall Title IX grievance process. After outlining
ways to format investigative reports, instructors discuss common mistakes, lessons
learned, and best practices. Instructors also highlight transparency, accessibility, and
security of information while sharing best practices for organizing, referencing, and
sharing evidence with parties.  Participants will have the opportunity to review,
critique, and draft elements of sample investigative reports. 

3:15 p.m. - 4:45 p.m. | Preparing the Investigation Report and File

Participants are asked to share key takeaways from the program, plans for
implementing investigative skills, and methods for collaborating with fellow
participants.

4:45 p.m. - 5:00 p.m. | Training Debrief and Q&A



Tawny Alonzo is the Director of Training with TIXS. A graduate of Texas A&M University, she
has blended careers in higher education and law enforcement to address issues of sexual
misconduct on college campuses. As a police officer in the Dallas area, Tawny took an
interest in working with victims of sexual assault, child abuse, and domestic violence. She
immersed herself in trainings on trauma-informed interviewing, violence against women and
children, as well as community approaches to prevention. This passion led to a jump into
higher education and the world of Title IX.

She previously served as a Title IX Investigator at Texas Woman’s University, Director of
Violence Prevention at Southern Methodist University, and Title IX Program Manager at UT
Southwestern Medical Center. Her areas of expertise include conducting compliant
investigations, creating dynamic student and employee trainings, and building holistic
campus violence prevention programs.

In her role with TIXS, she is responsible for the creation of custom training for secondary and
postsecondary institutions, planning and implementation of regional and national trainings
and conferences, consultation on special topics such as prevention education, advocacy,
LGBTQ+ issues, bystander intervention, and athletics. Tawny also provides support in Title IX
investigations and report-writing. Tawny is a training instructor for TIXS, specializing in
investigations, athletics, prevention, and response.

MEET YOUR INSTRUCTORS

TAWNY ALONZO, M.S.
DIRECTOR OF TRAINING

LIZ ABDNOUR, J.D.
INVESTIGATOR & ADVISOR

Elizabeth (Liz) Abdnour is an experienced civil rights and employment attorney. She represents
students and provides investigative, consulting, and training services to educational
institutions, groups, and nonprofits of all sizes. After a career in legal services, where she
learned how to advocate for underserved clients from a trauma-informed perspective and
supervised a law school practice clinic, Liz transitioned into higher education where she spent
three years in the civil rights office at a large and grant university. Liz then opened her own law
and consulting practice where she now serves both individual and institutional clients. The
combination of Liz’s legal experience and her years as an investigator and equity coordinator
give her unparalleled expertise regarding educational institutions’ obligations with respect to
civil rights and Title IX response.
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SAMPLE FORMAL COMPLAINT 

March 10, 2023 

To the Sample University Title IX Coordinator,  

On the night of March 3rd, a Friday, the Music Department held a celebratory dinner for all seniors who 
will be graduating this spring. The students, department faculty, and some program alumni were invited 
to attend the event which was held in the main banquet room in Briggs Hall. The event started at 7 PM. I 
was seated at a table with two Music Department faculty members, one of which was my professor Dr. 
Logan, and three other students, one of which was Jordan Reynolds. I thought the dinner was pleasant 
and overall, conversation seemed pretty normal. However, there was a cash bar provided, with wine 
and beer, and I saw Jordan Reynolds drinking quite a bit. I noticed Jordan getting louder and more 
talkative with each drink they had. I saw Jordan drink four beers, but I don’t know if they had more than 
that because I was not around them until we were seated. I don’t drink, so I didn’t visit the bar.  

When the event was over, Dr. Logan asked if she could have some help taking two boxes of table 
decorations back to the Music Department administrative office also in Briggs Hall. I wanted to be 
helpful, so I volunteered to take a box back. Jordan immediately jumped in saying they would join me. I 
was somewhat annoyed because they were clearly intoxicated and had been looking at me strangely all 
night.  

Dr. Logan informed me that the main office was unlocked and that we could place the boxes behind the 
main reception desk. Dr. Logan said she would lock up later when she gathered her personal belongings 
from her office. Jordan and I walked down the hall to the Music Department office where it was 
extremely dark. We put the boxes behind the reception desk as Dr. Logan instructed us to do. I felt 
weird about being in there with them, so I immediately made my way to the door so I could go to my car 
and go home. Jordan ran to the door and pushed it closed, pinning me between themself and the door. I 
was terrified. Jordan told me we should “take advantage of the privacy” and started telling me how 
attracted they are to me. I froze and couldn’t say anything or even more. Jordan forcefully began kissing 
my neck and had my arms held down to my side. Jordan started pulling my dress up and put their hand 
inside my underwear. I started to squirm around and felt myself crying. Jordan said something like, 
“You’ll enjoy it if you just let it happen,” and told me we should keep going. As they started to unbuckle 
their belt, I had enough space to push them away and ran out the door as fast as I could.  

As I was running down the hall, I passed Dr. Logan, who I think saw me crying. I couldn’t stop because I 
was afraid Jordan would follow me into the parking lot. I missed classes on Monday because I didn’t 
want to risk bumping into Jordan on campus. One of the classes I missed was Dr. Logan’s capstone class, 
which I never skip. I emailed her to tell her I was sick, but she asked if my absence had anything to do 
with what she saw Friday night. I didn’t know what to do, so I just broke down and told her everything.  

I would like to file a formal complaint against Jordan Reynolds. I feel unsafe and scared.  

Signed,  

 

Alex Baker 
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SAMPLE NOTICE OF ALLEGATIONS 

March 13, 2023 

Jordan Reynolds 

Sent electronically to jreynolds@sampleu.edu 

 

PERSONAL AND CONFIDENTIAL 

Regarding Case Number: 2023-Q1-0120 

Dear Jordan:  

The Sample University (“University”) Title IX Office has received a Formal Complaint from 
Alex Baker (“Complainant”) alleging that you (“Respondent”) have engaged in conduct that may 
be a violation of Sample University policy.  

Complainant alleges the following:  

On March 3, 2023 at approximately 7:00 PM, Respondent attended an event honoring the Music 
Department graduating senior students. Following the event, in the Music Department 
administrative office, located in Briggs hall on the campus of Sample University:  

• Respondent kissed Complainant without consent;  
• Respondent placed their hand up Complainant’s dress and inside of their underwear 

without consent 

This letter serves as formal notice that the Title IX Office will be conducting a prompt, thorough, 
and impartial investigation of these allegations in accordance with the procedures detailed in the 
Sample University Sexual Harassment Policy, SU Policy 237.  

You are alleged to have engaged in Sexual Harassment as defined in the Sample University 
Sexual Harassment Policy, specifically:  

237(4)(iii) “Sexual assault”- includes any sexual act directed against another person, 
forcibly and/or against that person's will; or not forcibly or against the person's will 
where the victim is incapable of giving affirmative consent.  

(b) Fondling: The touching of the private body parts (including genitalia, anus, 
groin, breast, inner thigh or buttocks) of another person for the purpose of 
sexual gratification, without the consent of the victim, including instances 
where the victim is incapable of giving consent because of his/her age or 
because of his/her temporary or permanent mental incapacity.  

237(4)(ii) “Sexual harassment”- means conduct on the basis of sex that satisfies one or 
more of the following:   

mailto:jreynolds@sampleu.edu
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(a) An employee of the University conditioning the provision of an aid, benefit, or 
service of the University on an individual’s participation in unwelcome sexual 
conduct (commonly referred to as a “quid pro quo”);  

(b) Unwelcome conduct determined by a reasonable person to be so severe, 
pervasive, and objectively offensive that is effectively denies a person equal 
access to the University’s education program or activity (commonly referred to as 
a sexually or gender-based “hostile environment”).  

Respondent is considered “not responsible” for violating University policy unless and until the 
University determines at the conclusion of the grievance process, by a preponderance of the 
evidence, that the Respondent is responsible for the conduct. The burden is on the University to 
gather evidence, investigate the allegations, summarize all relevant evidence in an investigation 
report, conduct a live hearing for the cross-examination of the parties and reach a final 
determination for all matters alleged.  

You may have an advisor of your choice assist or represent you in this process…. 
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SAMPLE INVESTIGATION PLAN TEMPLATE 

Lead Investigator:  

Name of Co-Investigator:  

INVESTIGATION TIMELINE 

• Date Formal Complaint Filed: 
• Date Notice of Investigation sent to Parties: 

INTENDED INVESTIGATION DATES 

• Send interview invitations/notices by Date: 
• Complete Interviews by Date: 
• Complete Summaries of Interviews by Date: 
• Proposed Draft Investigative Report Deadline:  
• Proposed Final Investigative Report Deadline: 

POTENTIAL ROADBLOCKS: 

1) 

 
2) 

 
3) 

 
4) 

 
5) 

 

WHAT IS THE ALLEGED INCIDENT? 
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WHAT ARE THE ALLEGED POLICY VIOLATIONS?  

 

 

 

 

 

PARTIES 

• Complainant Name- 
o Age- 
o Year- 
o Contact information- 
o Name of Advisor (if known) & Relationship to Advisor (friend, mother, 

attorney, etc.)- 
 

• Respondent Name- 
o Age- 
o Year- 
o Contact information- 
o Name of Advisor (if known) & Relationship to Advisor (friend, mother, 

attorney, etc.)- 
 

WITNESS LIST 

 

Witness No. Name Relationship to 
Complainant/Respondent 

Contact 
Information 

1    

2    

3    

4    

5    
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FOLLOW UP TASKS 

1) 
 
2) 
 
3) 
 
4) 
 
5) 
 
 

ORDER OF INTERVIEWS 

1. Complainant Name 
a. Date 

2. Respondent Name 
a. Date 

3. Witness Name 
a. Date 

4. Witness Name 
a. Date 

5. Witness Name 
a. Date 

 
EVIDENCE LIST 

 

Exhibit/Appendix 
No. 

Description Source of Evidence (from 
Complainant, Respondent, 
Dept. on Campus, etc.) 

Date Collected 
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FOLLOW UP TASKS 

• Coordinate with relevant campus departments for evidence collection 
• Request evidence from Parties and witnesses 
•  

 

DRAFT PREAMBLE TEXT: 

 

 

 

 

 

 

POTENTIAL INTERVIEW QUESTIONS: 
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SAMPLE PREAMBLE 

Today’s date is March 14, 2023 the time is now 1:00 PM (CST).  My name is Susanna Murphy 
and I am a Title IX Investigator at Sample University. I will be serving as Title IX Investigator for 
this case and my goal is conduct a prompt, thorough, and impartial investigation into this 
matter.  

This is a recorded interview of Jordan Reynolds who is identified as the Respondent taking place 
virtually, via the Zoom platform, pursuant to a formal Title IX complaint submitted to the 
Sample University Title IX Coordinator, Tawny Alonzo on March 10, 2023 by the Complainant, 
Alex Baker.  

I will be asking you and your Advisor to state your name and your purpose for being present 
today. I am making an audio recording of today’s interview, of which a written transcript will be 
provided to both the Complainants and the Respondent for review.  This recording and 
transcription of every interview will also be included in the final investigative file. 

[Ask each participant the following:]  

Please state your full name.   

Do you consent to the recording of this interview?  

Thank you.  

***Without consent to record, my co-investigator will be taking notes to best capture your 
responses to the questions asked. The transcript provided will not be a word for word 
documentation of your responses as this is highly difficult to achieve when note-taking. Your 
responses will be documented as fully as possible and available for your review and 
comment.*** 

Before we start with more formal questions, I would like to say that I am sorry that we are 
meeting under these circumstances. I know this is a difficult process and I appreciate you 
joining me today. I want to assure you that my role as an investigator is to gather the facts, and 
I will do so to the greatest extent of my capabilities. However, whether you talk to me today is 
not up to me or your Advisor. That is up to you and you alone.   

In today’s interview I will be asking many questions. Some may be of a personal or intimate 
nature. I encourage you to be open and honest when answering questions. Nothing you say 
today will shock or offend me. There are no trick questions. I am only interested in finding facts 
and have no role in deciding the outcome of this complaint. This is simply your opportunity to 
share your recollection of events.  
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My scope as the Investigator in this matter is to investigate any allegations brought forth by the 
complainant that would violate Sample University’s Sexual Harassment Policy (Policy 237). It is 
not within my scope to investigate any matters which do not fall under this policy. I will do my 
best to answer any questions you have regarding the Title IX Investigation. If I am unable to 
answer a question for you, I will document the question and route it to the appropriate 
individual.  

At the conclusion of the investigation process, the parties and their Advisors will be provided 
with an investigation file of all evidence gathered in the course of the investigation. This would 
include items such as emails, text message screenshots, photos, recordings, and interview 
transcripts. It is important that you provide me with any evidence you may have regarding 
these allegations. Additionally, I will be asking for the names and contact information for any 
witnesses you believe may have relevant information helpful in the investigation of this matter. 
I appreciate your cooperation and assistance with compiling this information. 

Of course, please let me know if you need to pause or step away at any point during this 
interview. If you forget to tell me something today, you have my contact information from our 
previous email. We can always set up another conversation.   

Role of the Advisor 

I would like to remind the Advisor in the room that during this interview, your role is to provide 
emotional support and private consultation. You may speak privately to your Advisee, but you 
are not permitted to directly participate in this interview, make a presentation or represent 
your advisee during this interview, or speak on your party’s behalf during the interview. Please 
refrain from speaking to me until you are invited to do so. If you would like a break to discuss 
anything with your party in greater detail, please let me know. You can find the full description 
of the Advisor’s role on page 10 of the Sample University Sexual Misconduct Policy (Policy 237). 
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QUESTIONS?

618-920-0576

tit le ixsolutions.com

EMAIL OUR DIRECTOR OF TRAINING
AT TAWNY@TITLEIXSOLUTIONS.COM

https://www.linkedin.com/company/title-ix-solutions
https://www.facebook.com/titleixsolutions/
https://titleixsolutions.com/
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