[insert name of school district and/or district letterhead]

Date
Sent via email and regular U.S. mail to both Complainant and parent/legal guardian and Respondent and parent/legal guardian
Re:	Title IX grievance process – Notice of Delay/Extension of Time Frame
Dear ____________:
I am writing with regard to the pending Title IX sexual harassment grievance process to which you are a Party.  The [insert name of school district] (“School District”) Title IX Policy 103, “Discrimination/Title IX Sexual Harassment Affecting Students,” and accompanying “Attachment 3 – Title IX Sexual Harassment Procedures and Grievance Process for Formal Complaints” (“Policy”), of which you have previously been given copies, establish reasonably prompt timeframes for the different stages and conclusion of the Title IX grievance process.  That Policy does allow for the adjustment of those timeframes when good cause exists to allow for a temporary delay or a limited extension of time.
In the pending matter, a delay or extension of time is required because [insert reasons for delay, describing the factors which establish why good cause exists justifying the extension of the timeframe.  Title IX regulations suggest “good cause” for delay may include, but are not limited to, factors such as (1) the absence of a party, a party’s advisor or a witness; (2) concurrent law enforcement activity; or (3) the need for language assistance or the accommodation of disabilities.]  In light of these factors, I conclude that good cause exists for an extension of time of the timeframes outlined in the Policy.
[Articulate how long a period of time you believe necessary to complete whatever stage of the grievance process you are in.  For example, if you believe another 10 days is necessary to complete the investigation stage of the process, state that and then determine the new deadline for that stage of the process.  If the delay is due to law enforcement activity, you may be unable to determine how long the delay will be; indicate you will follow up with updated timeframes the law enforcement activities allow the School District’s grievance process to proceed.]
I thank you in advance for your understanding of the need for this extension of the grievance process timelines.  As always, please contact me if you have questions about the grievance process, a need to discuss supportive measures, your ongoing confidentiality obligations, whether you feel you or any other party or witness are being subjected to intimidation, retaliation, etc. and/or any other issue related to this Title IX process.  Thank you very much. 

Sincerely,
____________________________________
	Title IX Coordinator
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