


 

INSTRUCTIONS FOR USE 
 

The outline is intended to support a smooth hearing for all participants. Preparing and reviewing this 
document beforehand will make you feel more comfortable the day of the hearing.  
 

There are places for you to fill in relevant information, such as dates, participant names, and allegation 
information. These fields are highlighted in yellow. 
 

The day of the hearing, you will follow and read through the outline. You can print a hardcopy or read 
from your tablet or computer. To help keep you on track, there are places for you to mark (or, “check 
off”) that you completed a step. In some areas, there are blanks available, should you need to account 
for something that occurs during the hearing.  
 

OFFICE does not collect this document, so you may complete and use it as you find most helpful.  
 

REMINDERS 
 

As Hearing Officer, you control the hearing. You have the discretion to: 
 

¶ Call breaks as needed 

¶ Warn or remove Advisors, Parties, or witnesses 
 
In addition, it will be your responsibility to:  
 

¶ Determine the relevancy of questions 

¶ Determine the relevance and admissibility of offered evidence 

¶ Prepare and deliver to the Title IX Coordinator the written determination reflecting the decision 
of the Hearing Panel regarding responsibility, sanctions and remedial actions, if any 

 

You will have a member of General Counsel at the hearing to act as your legal advisor. Please look to 
them for support for questions.  
 

The Investigatory/OFFICE representative will be responsible for recording the hearing. Because this is 
being held over Zoom, please ensure you monitor both the video screen and chat window, in case a 
participant raises their hand or sends you a message. 
 

Please remind all Panelists: (1) Be mindful of facial expressions and tone when asking questions. Virtual 
communications limit the ability for others to pick up on body language and other nuances that may get 
lost in the virtual world. (2) Limit the proximity of potential distractions during the hearing (i.e. family 
members, pets, etc.). (3) Consider reducing strains on your bandwidth (i.e. limit the use of internet by 
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HEARING OFFICER NOTES & OUTLINE OF PROCEEDINGS 

[COMPLAINANT:  NAME]  
[RESPONDENT: NAME] 

 
 

Date of Hearing: __________________  Time of Hearing: _________ Location: 
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B.   OVERVIEW OF HEARING AND GROUND R
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The only people permitted to attend the hearing are the Parties, witnesses (if applicable), panelists, the 
Investigator, and Advisors. Everyone participating over Zoom should take all reasonable measures to 
ensure no one else is in the room or can see or hear the proceedings. If I become aware that a non-
participating individual 
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F.   QUESTIONS AND REQUESTING BREAKS 

 
If a Party is unsure or confused at any point during this hearing, please raise your hand, and I will answer 
your question as soon as possible without disrupting the hearing.  
 
Parties and their Advisors are encouraged to request breaks, if needed, in order to engage in self-care or 
to speak privately outside of the proceedings. Additionally, Panelists will occasionally request breaks in 
order to discuss the case. Whenever a break occurs, the Investigator will place all Parties and panelists in 
their respective designated breakout rooms. As a reminder, these rooms are private and the 
conversations will not be recorded.   
  
I will make every effort to ensure that the hearing ends at a reasonable time today.    

 
The Complainant, Respondent, and witnesses (if applicable) are not required to respond to any 
questions they do not wish to answer; the hearing will continue regardless of whether you answer.  
Please note, however, that if by failing to answer questions, I determine that an individual has failed to 
submit to cross-examination, the Hearing Panel will not be able to consider any statements of that Party 
or witness in reaching a determination regarding responsibility.  The Hearing Panel is instructed that no 
inference can be drawn from the fact that a Party or witness has failed to submit to cross-examination.  
The Hearing Panel will make a decision based on the investigative report, exhibits, and the information 
available at the hearing. 

 
Do you have any questions before we proceed? (Get verbal responses) 
  

G.   OPPORTUNITY TO OBJECT TO HEARING PANEL MEMBERS 

 
 

 

 
I am going to cover some preliminary matters for the hearing. These matters will be read aloud for the 
recording.  

 
First, you have had the opportunity to object to members of the Hearing Panel. Any objections to a 
Hearing Panelist were required to be submitted to the Title IX Coordinator in a written statement within 
fifteen business days preceding this hearing.  The statement needed to describe the alleged reasons why 
the Hearing Panelist may present bias in such way that it would affect the outcome of the Hearing.  
 
[If true, state for the record: No objections to the seated Hearing Panel were received]. 
 
[If objection received, state procedural history for record] 
 
Obtain verbal responses: 

 
[Complainant Name], do you agree? 
[Respondent Name], do you agree? 
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H.   RULES REGARDING QUESTIONING AND EVIDENCE 

 
I want to remind you of the rules regarding questioning and evidence.   
 
Part of my responsibility is to determine whether a question is relevant. I may ask for a pause to 
consider a question’s relevance. Please do not answer if I ask for a pause until I indicate my decision. If I 
decide a question is not relevant, I will explain. 

 
Certain topics are not allowed to be part of the Hearing. You may not ask questions or offer statements 
or documents about: 
 

¶ 
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C.   PROPOSED WITNESSES IDENTIFIED BY THE COMPLAINANT, RESPONDENT, AND/OR INVESTIGATOR 

 
 

Hearing Officer Note 
 

If no witnesses have been proposed, note for the record: “I would like to note for the record that 
no witnesses were proposed by either Party or by the Investigator. At the conclusion of today’s 
hearing, because no witnesses were present for this hearing, the hearing panel shall not rely on 
any statements of any witness, including any statements contained in the investigative report and 
exhibits, in reaching a determination regarding responsibility.  The Hearing Panel will not draw any 
inference from the fact that a witness failed to submit to cross-examination.”   
 
You may then skip to the next section. 
 
 

 
I received notice that the following witnesses may appear at this hearing today:  
 

List of Witness Name(s) for Complainant: _______________________________________________ 
List of Witness Name(s) for Respondent: _______________________________________________ 
List of Witness Name(s) for Investigator: _______________________________________________ 

 
For the record, I will ask the Parties to acknowledge they received the names of these proposed 
witnesses prior to the hearing: 
 
Obtain verbal responses:  
 

 _____ [Respondent Name] acknowledges 
 _____ [Complainant Name] acknowledges 
 _____ Investigator comments, if any 
 

 

D.  ADDITIONAL DOCUMENTS  

 
I received notice that the Parties may use the following evidence at the hearing:  
 

List of Evidence for Complainant: _______________________________________________ 
List of Evidence for Respondent: _______________________________________________ 
List of Evidence for Investigator: _______________________________________________ 

 
For the record, I will ask the Parties to acknowledge they received this evidence prior to the hearing: 
 
Obtain verbal responses:  
 

 _____ [Respondent Name] acknowledges 
 _____ [Complainant Name] acknowledges 
 _____ Investigator comments, if any 
 
 
  

E.  OTHER MATTERS   
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 The Advisor for the Complainant will begin the questioning of this witness, followed by questioning 
from the Hearing Panel, and then the Advisor of the Respondent will be given the opportunity to cross-
examine this witness.   
 
Witness Name], Witness of Complainant 
   
 _____ Questions by Complainant’s Advisor 
 _____ Questions by Hearing Panel 
 _____ Cross-examination by Respondent’s Advisor 
 
[Repeat for each Witness of Complainant] 
 
 
[Complainant Name] do you have any additional evidence that you would like the Hearing Panel to 
consider in making its determination? 
 

Exhibit Information 
Submitted by: Determination by 

Hearing Officer 
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*If Applicable
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[Investigator Name], Investigator 
  
 _____ Questions by Hearing Panel 
 _____ Cross-examination by Complainant’s Advisor 
 _____ Cross-examination by Respondent’s Advisor 
 
[Investigator name] Do you have any witnesses you wish to call?  
 
USE IF INVESTIGATOR CALLS A WITNESS 

 
The Hearing Panel will begin the questioning of this witness, followed by cross-examination from the 
Complainant’s Advisor, and then the Advisor of the Respondent will be given the opportunity to cross-
examine this witness.   
 
 [Witness Name], Witness of Investigator 
   
 _____ Questions by Hearing Panel  
 _____ Cross-examination by Complainant’s Advisor 
 _____ Cross-examination by Respondent’s Advisor 
 
[Repeat for each Witness of Investigator] 
 
[Investigator Name], do you have any additional evidence that you would like the Hearing Panel to 
consider in making its determination? 
 

Exhibit Information 
Submitted by: Determination by 

Hearing Officer 

Exhibit Description Complainant Respondent Investigator Included Excluded 

Exhibit A       

Exhibit B       

Exhibit C       

Exhibit D       
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The Hearing Panel, will determine whether [Respondent Name] is responsible for violating University 
policy. If so, we will determine sanctions and remedial measures, if any. 

 
The Hearing Panel will reach a decision after deliberations and I will prepare a written determination 
reflecting the decision of the Hearing Panel regarding responsibility, and sanctions and/or remedial 
actions, if any.    
 
The Hearing Panel’s decision typically is submitted to the Title IX Coordinator within five (5) business 
days of the end of deliberations.  If necessary, deviations from this five-day period will be communicated 
to you along with an expected time of completion.  The Title IX Coordinator will provide the written 
determination to the Parties simultaneously within five (5) business days after receipt of the written 
determination.  Both Parties will have the right to appeal the decision. 
 
If you have any questions about the Title IX Resolution Process or this hearing, please contact 
[Investigator Name], the Investigator in this matter. I ask [Investigator Name] to move everyone to their 
respective breakout r
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APPENDIX A 
Question Preparation 

 
Questions for the Hearing: 

 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
 
Question Prompts: 

 
“Tell me about…” 
 
“Help me understand…” 
 
“Can you clarify…” 
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