
 

 

 

Title IX Reporting  

Regina Switzer-Ellis, Title IX Coordinator 
Rswitzer2@rvaschools.net 

(804) 780-7867 
 

Complaints involving allegations of harassment or discrimination based on sex must be reported 
immediately to the Title IX Office at titleixreferrals@rvaschools.net. Please email the Title IX Office within 
24 hours of receipt of the complaint as Title IX complaints are very time sensitive. 

If the Title IX Coordinator determines that the allegations fall outside the purview of Title IX, a written 
decision will be sent to the reporting administrator that the incident doesn’t rise to the level of Title IX. In 
such a case, please handle it based on SCORE.  Only the Title IX Coordinator may screen out a Title IX 
complaint. 

If the Title IX Coordinator determines that the allegations fall under the purview of Title IX, the Coordinator 
will coordinate a general response, including notifying the school if supportive measures need to be put in 
place during the grievance process. These measures may not be punitive and all student disciplinary actions 
must be placed on hold until the Title IX grievance process is completed.  

Title IX Reporting 

Parents or staff members may report allegations of harassment or discrimination based on sex directly to 
the Title IX Coordinator via email at titleixreferrals@rvaschools.net. Complaints may also be reported to the 
building administrator who will contact the Title IX Coordinator to determine if an investigation needs to 
be opened.  

If an allegation of harassment or discrimination based on sex is reported to a building administrator, the 
building administrator will: 

• Complete the Initial Report form located on the Richmond Public Schools website under the Talent 
Office page, Employee and Labor Relations.  The form must then be submitted to the Title IX 
Referrals email address (titleixreferrals@rvaschools.net). 

• The Title IX office will determine if the allegations fall within the purview of Title IX and if an 
investigation needs to be started.  

• If the Title IX office determines the complaint falls under the purview of Title IX, the Title IX 
Coordinator will coordinate the general response (i.e., contact the complainant about supportive 
measures and notify the complainant of the ability to file a formal complaint).  

• The school administrator should notify the parents of the complainant and respondent of the 
allegations/investigation.  

• Contact child protective services and Richmond Police Department (if applicable) and send report 
numbers to the Title IX Coordinator. 

The Title IX Coordinator will let the reporting administrator know that someone will be out to investigate 
and is responsible for issuing all relevant notices to the complainant and respondent. 
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