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Foreword

Campus security and safety are important issues in postsecondary
education today. Providing students nationwide with a safe
environment in which to learn and keeping students, parents and
employees well informed about campus security are goals that have
been voiced by many groups. These goals were advanced by the
Crime Awareness and Campus Security Act of 1990. The U.S.
Department of Education (ED) is committed to ensuring that
postsecondary institutions are in full compliance with this act, and
that the enforcement of the act remains a priority.

Compliance with this act, now known as the Jeanne Clery
Disclosure of Campus Security Policy and Campus Crime Statistics
Act, or Clery Act, provides students and families, as higher education
consumers, with the information they need to make informed
decisions. This handbook was designed to assist you, in a step-by-
step and readable manner, in meeting the regulatory requirements of
the Clery Act by guiding you through the regulations and explaining
what they mean and what they require your institution to do. For
example, this handbook contains references to specific sections of
the regulations, highlights important information in side notes, and
provides examples of documents that can be used as models for your
institution. And, since no handbook could cover every situation, it
also provides you with contact information if you need further
assistance.

We hope that you will find The Handbook for Campus Crime
Reporting to be a useful tool in assisting you in complying with the
Clery Act. We urge you to share the information it contains with
everyone involved with Clery Act compliance at your institution.

vil
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Section 1:
An Overview of
Clery Act Compliance

his section is designed to give you an overall picture of what

institutions must do to comply with the Clery Act. The introduction
provides a brief overview of the handbook. Chapter 1 identifies the
components involved in compliance, and Chapter 2 helps you to determine
what compliance involves for your specific institution.






Introduction

S 0... your institution has assigned to you the job of coordinating
compliance with the Clery Act and you’d like to know more
about what that means. Note that we’ve used the term “coordinate”
here because this is not a one-person job. Most institutions will find
it necessary to coordinate compliance activities with many people
and offices throughout the campus community. This fact will
become much clearer to you as you work your way through this
handbook.

You may be a security officer, an institutional research
director, an administrative assistant or the president of the school.
Your institution may occupy two rooms in a multistory building,
several city blocks, or 100 acres surrounded by a small town. No
matter what your administrative position or the size of your
institution, you have essentially the same compliance responsibilities
as every other institution that participates in federal Title IV student
aid programs. (More about Title IV in Chapter 2.)

Compliance with the Clery Act is not simply a matter of
entering statistics into a Web site or publishing a brochure once a
year. Compliance is a whole system of developing policy state-
ments, gathering information from all the required sources and
translating it into the appropriate categories, disseminating
information, and, finally, keeping records. Many people at your
institution—from the president on down—should be involved.

This handbook is a compilation of current U.S. Department of
Education (ED) guidelines. It also incorporates scenarios, examples,
and issues discussed in multiple sessions of a working group
composed of representatives of ED, the Federal Bureau of
Investigation (FBI), the International Association of Campus Law
Enforcement Administrators (IACLEA), Security on Campus (SOC),
and various other stakeholders.

The handbook will lead you through the process of
compliance step-by-step. It may not have the answers to all your
specific questions, but it will explain the why, what, who, when and
how of Clery Act compliance.




Introduction

This handbook will:

e Provide you with a detailed discussion of Clery Act
compliance, including sample policy statements, record-
keeping forms and helpful practices;

e Provide clear, step-by-step instructions for those of you
with little or no experience complying with the Clery Act
requirements;

e Provide information for experienced individuals or offices
to assist in satisfying compliance requirements;

e Provide detailed discussions about how the regulations
apply in certain situations; and

e Provide examples of how to classify and count Clery Act
crimes.

This handbook will not:

e Impact or change current Clery Act regulations in any
way.

e Supplant or replace the Higher Education Act of 1965
(HEA). The HEA and its regulations take precedence if or
when there are any differences between them and the
handbook. Your institution is responsible for ensuring
that it complies with any changes to the HEA and the
regulations.

e Discuss security issues that are not addressed in the
regulations (e.g., how to increase funding for your
institution’s security department).

If you are experienced with Clery Act compliance, you may be
asking yourself whether you actually need a campus crime reporting
handbook. Maybe you’re wondering if you need to read it all the
way through. If so, you will find that the handbook includes
numerous suggestions that may make your task easier while
providing complete information for everyone involved in Clery Act
compliance.

We suggest that you read this material carefully, think about
how it applies to your situation, and then read it again. If you still
have questions, understand that you are not alone. Many people who
have been involved with this effort from the beginning still have
questions. To address everyone’s concerns, an e-mail Help Desk has
been established and can be accessed at
CrimeHandbookQuestions@ed.gov.




CHAPTER 1

What’s This All About
Anyway? A Brief
History of the Clery Act
and a Description of
Compliance Requirements

students and their families. Along with academic, financial

and geographic considerations, the issue of campus safety is
a vital concern. In 1990, Congress enacted the Crime Awareness and
Campus Security Act (Title II of Public Law 101-542), which
amended the Higher Education Act of 1965 (HEA). This act
required all postsecondary institutions participating in Title IV
student financial aid programs to disclose campus crime statistics
and security information. The act was amended in 1992, 1998 and
2000. The 1998 amendments renamed the law the Jeanne Clery
Disclosure of Campus Security Policy and Campus Crime Statistics
Act in memory of a student who was slain in her dorm room in 1986.
(See Appendix A for a detailed legislative history of the Clery Act.)

C hoosing a postsecondary institution is a major decision for

The Clery Act requires higher education institutions to give
timely warnings of crimes that represent a threat to the safety of
students or employees, and to make public their campus security
policies. It also requires that crime data are collected, reported and
disseminated to the campus community and are also submitted to
ED. The act is intended to provide students and their families, as
higher education consumers, with accurate, complete and timely
information about safety on campus so that they can make informed
decisions.

What Is Your Institution Obliged to Do?

To be in compliance with Clery Act regulations, your
institution has several obligations. These fall into three main
categories: 1) policy disclosure; 2) records collection and retention;
and 3) information dissemination.
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Local police statistics cite
34 CFR 668.46(c)(9)

Crime log cite
34 CFR 668.46(f)

Timely warning cite
34 CFR 668.46(¢)

1.  Policy disclosure

Your institution must provide your campus community and
the public with accurate statements of its current policies and
practices regarding:

e Procedures for students and others to report criminal
actions or other emergencies occurring on campus;

e Security of and access to campus facilities; and
e Campus law enforcement.

The regulatory requirements regarding these policy statements
are discussed in detail in Chapters 8 and 9 of this handbook.

2. Records collection and retention

Your institution is required to keep some campus records and
to request records from law enforcement agencies.

e You must keep records of crimes reported to campus
security authorities.

e  Your institution must also make a reasonable good-faith
effort to obtain certain crime statistics from appropriate
law enforcement agencies to include in an annual security
report and the Web-based report to ED.

e If your institution maintains a campus police or
security office, you are required to keep a daily crime log
that must be open to public inspection.

Suggestions for how to request data from local authorities can
be found in Chapter 4. The crime log and its requirements, along
with an example of a typical crime log, are discussed in detail in
Chapter 6. Records-retention requirements are found in Chapter 10.

3. Information dissemination

To provide campus community members with information
necessary to make informed decisions about their safety, you must
disseminate information in several ways. You must:

e Provide a “timely warning” of any Clery Act crime that
might represent an ongoing threat to the safety of students
or employees;
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e Provide access to your crime log during normal business
hours;

e Publish an annual security report and distribute it to all
current students and employees, and inform prospective
students and employees about the content and availability
of the report;

e Inform the campus community where to obtain
information about registered sex offenders; and

e Submit your institution’s crime statistics to ED through
our Web-based data collection system.

Requirements and suggestions for providing a timely warning
report system are presented in Chapter 5. A complete discussion of
the crime log can be found in Chapter 6. A detailed description of
the requirements for the annual security report is found in Chapters
7-10. Sex offender registry information is included in Chapter 9.
Finally, Chapter 11 discusses the requirements of the report to ED.

Who Must Be Involved?

All postsecondary institutions, both public and private, that
participate in federal Title IV student aid programs are required to
comply with the Clery Act regulations. Although Clery Act
compliance is an institutional responsibility, full compliance is a
campus-wide effort, and concerns all members of the campus
community. Policy statements must be developed and crime reports
must be collected from a wide variety of campus security authorities.
These authorities include:

e Campus police;

e Non-police security staff responsible for monitoring
campus property;

e Individuals and offices designated by the campus security
policies as those to whom crimes should be reported; and

e Officials of the institution with significant responsibility
for student and campus activities.

A complete description of these requirements, including identifying
campus security authorities, informing them of their responsibilities,
and gathering appropriate data from them, is contained in Chapter 4.

Annual security report cite
34 CFR 668.46(b)

Annual submission cite
34 CFR 668.41(€)(5)

Campus security authority
cite
34 CFR 668.46(a)
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Note that all institutions receiving
Title IV funds, whether or not they
maintain any type of campus police
or security department, are
required to comply with the Clery
Act.

When Must These Things Happen?

Compliance with the Clery Act is not a once-a-year event. As
you by now are aware, many requirements must be satisfied before
an institution can be considered in full compliance. = Some
requirements are ongoing, such as policy implementation, timely
warnings, and crime log updating, while other requirements are less
frequent, such as the annual security report and the crime statistics
report that is submitted to ED.

Table 1.1 is an overview of the basic requirements and time
frames for the main components of compliance. The details and
explanations for each requirement are contained in the remaining
chapters in this handbook. Appendix B provides a checklist for
Clery Act compliance.

TABLE 1—COMPONENTS OF CLERY ACT COMPLIANCE

What? When? To Whom? Chapter(s)
Development, disclosure and Routinely on an ongoing All members of the campus 89
implementation of all campus basis. community.
security policies.

Timely warnings to alert the Whenever there is a threat All members of the campus 5
campus community about crimes | that a crime is ongoing or community.
that pose a serious or continuing | may be repeated (i.e., as soon
threat to safety. as the information becomes
available).
*A daily crime log that lists, by | Updated daily as crimes are Must be made available for 6
date reported, all crimes reported | reported. public inspection without
to the campus police or security exception.
department.
Annual security report Must be published and Current students and 7-10
containing campus security distributed annually by employees individually.
policy disclosures and crime October 1. There is no grace | Prospective students and
statistics for the previous three period. employees notified of
years. availability of report.
Report to ED of statistics for Each fall, on the dates Made available for public 11
Clery Act crimes via designated provided by ED in a letter to | inspection.
Web site. your institution.

*A crime log is mandatory for all institutions that maintain a campus police or security department.
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Before Moving On

Now that you know the basics of Clery Act compliance, you
need to be aware of the consequences of noncompliance. In addition
to providing guidance on the implementation of Clery Act
regulations and collecting and disseminating crime data to Congress
and the public, the U.S. Department of Education is also responsible
for monitoring compliance.

ED can issue civil fines up to $27,500 per violation for a
substantial misrepresentation of the number, location or nature of the
crimes required to be reported. Final Review Determination Reports
are public records. ED’s Program Review Guide can be accessed at
www.ifap.ed.gov.

It is therefore important that you read the following chapters
carefully, think about how they apply to your situation, and then
review them again. Use this handbook as a desk reference as you set
up your policy and data collection system. Keep timely and
complete records, and ask for help if necessary.

Civil penalty cite
20 U.S.C. 1092(f)(13) and
1094(c)(3)(B)
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Important Turns on the CHAPTER 7

Road to Compliance:
Campus Characteristics
to Consider

for all institutions, the route to satisfying them will not be
the same for all. Ask yourself the following questions about
your institution to determine the route you should take.

ﬁ Ithough compliance requirements are essentially the same

Does My Institution Participate in
Federal Title IV Programs?

All public and private postsecondary institutions that
participate in federal Title IV student aid programs must comply
with the Clery Act regulations. Title IV institutions have signed
Program Participation Agreements (PPAs) with ED to administer
federal student aid programs. These programs include: Pell Grants;
Federal Supplemental Educational Opportunity Grants (FSEOGs);
the Federal Work Study Program; Federal Plus Loans; the Federal
Family Education Loan Program (FFELP); the Direct Loan Program;
and the Leveraging Educational Assistance Partnership (LEAP). If
you are not sure whether your institution participates in Title IV,
contact your institution’s financial aid officer or chief executive
officer. Note that:

¢  Your institution must comply with Clery Act requirements
beginning on the date your Program Participation
Agreement goes into effect (i.e., the date it is signed by
the secretary of education).

For institutions that become Title IV eligible at times
other than at the start of a calendar year, there are special
considerations. Upon signing your PPA, you are required
to develop policy statements, issue timely warning reports
if necessary, and keep a crime log if your institution
maintains a campus police or security department.
However, you will need to contact ED’s School Eligibility
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Crime log cite
34 CFR 668.46(f)(1)

Channel (formerly the Office of Case Management and
Oversight) for guidance regarding your institution’s
statistical disclosure requirements.

Crime statistics are disclosed each year for the previous
three years. For example, if your institution became Title
IV eligible in July 2004, you would not have collected any
Clery Act crime statistics prior to that date. Because it
takes some time and coordination to begin collecting
crime statistics, you will need guidance in determining the
date for which your institution is responsible for beginning
its crime statistics reporting. The School Eligibility
Channel will make this decision on a case-by-case basis.
Contact information for the appropriate division is
provided in Appendix C.

e If your institution is Title IV eligible, but has a location or
locations that serve students who are not receiving Title
IV student aid, you must still comply with the Clery Act
for all locations. The requirement is based on institutional
eligibility, not location eligibility.

e If your institution is not a Title IV institution or has a
“deferment only” status (i.e., it does not provide student
loans or grants through Title IV programs but does have
students who are eligible to defer federal student loans
while they are enrolled in your school), you are not
required to comply with the Clery Act.

If you have determined that your
institution is not a Title IV
institution, you are not required to
comply with the Clery Act. 1If your
institution is a Title IV institution,
read on.

Does My Institution Maintain a Campus
Police or Security Department?

Most institutions with a campus setting have a campus police
or security department. Some institutions choose not to provide
these services with institution staff, and instead contract with a
private company to handle campus security. Others have agreements
with municipal, county or state law enforcement agencies for
security services. It doesn’t matter if your security staff is paid by

10
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your institution or by a contractor, or if you have one security officer
or a police department. Any of these arrangements put your
institution in the category of “having a security department.”

If local law enforcement patrols on or near your campus, but
your institution does not have an arrangement or contract with the
police for this service, your institution is not required to maintain a
crime log for Clery Act purposes. The campus security policy
statement you disclose in your annual security report should indicate
if your campus security personnel constitute a campus police or
security department (more about this in Chapter 8). This is an
important distinction because any institution that has a security
department is required to maintain a crime log.

If your institution has an individual or individuals with limited
responsibility for campus security (e.g., someone monitoring access
to a campus building by checking student IDs) but who do not
constitute a police or security department, your institution is not
required to maintain a crime log. If your institution does not
maintain a police or security department, but leases classroom space
in a building with security personnel employed or contracted by your
landlord, you are not required to keep a daily crime log. The
requirements of the crime log are detailed in Chapter 6.

Does your institution maintain a
police or security department? If
$0, you are required to keep a crime
log. If not, your institution is not
required to keep a crime log;
however, you must meet all other
Clery Act requirements.

What Geographic Area Is Associated with Geographic breakdown cite
My Campus? 34 CFR 668.46(c)(4)

The Clery Act requires that institutions disclose statistics for
offenses committed in certain geographic locations associated with
the institution. For example, if a burglary is reported to the campus
police, it should be included in the annual security report only if it
occurred in one of the following locations: on campus, in or on a
noncampus building or property, or on public property within or
immediately adjacent to and accessible from the campus. All crimes,
including hate crimes (discussed in Chapter 3), must be disclosed by
geographic location. These locations have definitions specific to the
Clery Act and are described in detail next.

11
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Geographic definitions cite
34 CFR 668.46(a)

On Campus

Any building or property owned or controlled by an
institution within the same reasonably contiguous geographic
area and used by the institution in direct support of, or in a
manner related to, the institution’s educational purposes,
including residence halls,; and

Any building or property that is within or reasonably
contiguous to paragraph (1) of this definition, that is owned
by the institution but controlled by another person, is
frequently used by students, and supports institutional
purposes (such as a food or other retail vendor).

What does this mean?

“On campus” is what most people traditionally think of as the
main part or core of an institution. A building or property that an
institution owns, rents or leases is considered to be “controlled by”
the institution. A building or property that is owned by a third party
that has a written contract with the institution is also considered to be
controlled by the institution. “Reasonably contiguous” requires
some judgment on the part of the institution. A building or property
would be considered reasonably contiguous if: 1) it is in a location
that you consider to be, and treat as, an integral part of your main or
core campus; and 2) it is covered by the same security policies as
that campus. Therefore, on-campus includes buildings and property
that are in the same general location and that fit into one of two

types:

a) Owned or controlled by the school and used to meet or
support the school’s educational purposes. This includes
residence halls. Examples of other buildings or property
are:

¢ Buildings that house classrooms and labs.

e Buildings that house administrative offices such as
financial aid, business and admissions.

e Fraternity and sorority houses. This includes only
those houses located on campus that are owned or
controlled by the institution. This does not include
fraternity or sorority houses on campus that are
owned or controlled by the fraternity or sorority. In
cases where the institution owns the property, but the
fraternity or sorority controls the building, the house
is considered on campus. The institution’s ownership
of the property takes precedence over the student
organization’s control.  Note that this rule of

12
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ownership having precedence over control applies
only to fraternity or sorority houses.

e Student activity centers.
e Health clinics.

e Storage facilities (e.g., facilities used to store lab
equipment or building supplies).

b) Owned but not controlled by the school, frequented by
students, and used to support the institution’s purposes.
Examples are:

e Food vendors; and

e Book stores.

“Dormitories or other residential facilities for students on 34 CFR 668.46(c)(4)(ii)
campus” is a subset of the on-campus category. Institutions must
disclose the total number of on-campus crimes, including those in
dorms or other residential facilities for students on campus, and must
also make a separate disclosure limited to the number of crimes
occurring in student dorms or residential facilities on campus. As a
subset, the number of crimes reported for dormitories or other
residential facilities must be less than or equal to the number of
reported crimes for the on-campus category.

Do not include faculty-only residence facilities in this
category. Faculty housing that is owned or controlled by the
institution and which is located within the confines of the campus
falls under the on-campus category only.

If your institution does not have dormitories or residential
facilities for students on campus, you may omit this location from
the statistical section of your annual security report. You must,
however, provide an explanation clearly stating that your institution
does not have such facilities. Note that if your institution has
dormitories or other facilities for students on campus, you must
include this location in your statistical disclosure even if there were
no crimes reported there. You should enter a zero (0) for each type
of crime. Do not leave blanks and do not omit the residential
location from your disclosure.

A Noncampus Building or Property 34 CFR 668.46(c)(4)(ii) and

definitions
Any building or property owned or controlled by a student
organization that is officially recognized by the institution; or
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Any building or property owned or controlled by an institution
that is used in direct support of, or in relation to, the
institution’s educational purposes, is frequently used by
students, and is not within the same reasonably contiguous
geographic area of the institution.

What does this mean?

Any building or property that is either owned or controlled by
an officially recognized student organization is considered to be a
“noncampus” location. Whether the building or property is located
on campus or off campus is irrelevant. If it is owned or controlled by
a recognized student organization, it is noncampus for Clery Act
purposes.

Use the following guidelines to help you determine whether
crimes reported for a fraternity or sorority house are classified as on
campus Or noncampus.

For an on-campus crime:

e The building is owned or controlled by the institution and
is located within the confines of the main campus;

e The building is owned by the institution, but controlled by
a fraternity or sorority, and located within the confines of
the main campus; and

e The property (land) is owned by the institution, the house
is owned or controlled by the fraternity or sorority, and the
building is located within the confines of the main
campus.

For a noncampus crime, the building is:

e Owned or controlled by the institution and is located off
campus;

e Owned or controlled by a student organization and is
located within the confines of the main campus;

e Owned or controlled by a student organization and is
located off campus; and

e Owned by the institution, but controlled by a fraternity or
sorority, and is located off campus.

The second part of the noncampus definition includes any
building or property not part of the main campus, but not constituting
a separate campus. Note that a building or property must meet all
three of the criteria for this classification: 1) owned or controlled by
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the institution; 2) used for its educational purposes; and 3) frequently
used by students.

Examples of properties typically meeting the requirements of
noncampus properties are:

e Research facilities.
e  University-owned hospitals.

e An off-campus student housing facility owned by a third
party that has a written contract with your institution to
provide student housing. It does not matter whether the
rent is paid to the third party by the institution on behalf of
the students or directly by the students (if there is no
written contract with the institution, there 1is no
requirement to disclose offenses occurring there).

e A student residential facility owned or controlled by the
institution, but not located within the same reasonably
contiguous geographic area of the institution.

e A publicly owned athletic stadium that is leased by the
institution for its football games. Report crimes that occur
during the time the facility is used by your students. If
your institution leases parking space associated with this
facility, you must also disclose reports of crimes occurring
there during the time of use by your institution.

¢ Institutionally owned research vessels carrying students
participating in institutional programs.

e A site owned or controlled by your institution where a
student does an internship, externship, clinical training or
student teaching. If your institution offers additional
classes for students in a rented or leased location, your
disclosure requirements are determined by the time
covered in the contract. For example, if you lease a floor
of a building on Tuesdays and Thursdays between the
hours of 6:00 a.m. and 10:00 p.m., you must disclose all
Clery Act crimes that occur in that space on Tuesdays and
Thursdays between 6:00 a.m. and 10:00 p.m.

If your contract gives you use of that same floor of the
building on Tuesdays and Thursdays for 24 hours each
day, you must disclose crimes occurring there during that
period of time. It does not matter whether or not your
students were using the space during the time the crimes
occurred. In addition, if there is additional space
associated with the leased or rented space (e.g., stairwell,
hallway or lobby that must be used to enter and leave the
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room), you must also disclose any reports of crimes
occurring there during the time covered by your contract.

Examples of properties not considered noncampus:

If a group of your students goes on an overnight trip to see
a play and rents hotel rooms, you do not have to disclose
crimes that occur in the rooms. Regardless of whether this
is a school-sponsored trip and regardless of who rents the
rooms (i.e., the students or the institution), such
accommodations do not fit the “frequently used by
students” criterion.

If a group of your students get together every weekend to
visit a nearby city, and the students rent hotel rooms at the
same hotel each time, you do not have to disclose crimes
that occur in the hotel rooms because this is not an
institution-sanctioned event and the institution has no
control over that space.

A coffee house located just off campus that is frequented
daily by students is not controlled by the institution, and
you do not need to disclose crimes occurring there.

If your institution sponsors classes for inmates at a prison
facility, you are not required to disclose offenses from this
location because your institution does not own or control
that space.

If your institution owns the land on which a public
elementary, middle or high school is located, you do not
have to disclose crime statistics from that location because
it is not used for your institution’s educational purposes.

If your institution sends student teachers to a public
elementary, middle or high school that is not owned or
controlled by your institution, you are not required to
disclose crimes committed there. If, however, your
institution sends student teachers to an elementary, middle
or high school that is owned or controlled by your
institution, you are required to disclose crimes committed
there.

If your institution owns an apartment building and rents
apartments only to faculty members, you are not required
to disclose crimes committed there because the building is
not frequently used by students. However, if these same
apartments are rented to students, as well as to faculty, or
are rented strictly to students, you are required to disclose
offenses at that location.
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e If your institution has “preferred leasing,” that is, you
steer students toward recommended off-campus housing,
but this housing is neither owned nor controlled by the
institution, you are not required to disclose crimes
occurring there.

If your institution does not have any noncampus buildings
or property associated with it, you may omit this location from the
statistical portion of your annual security report. You must provide
an explanation clearly stating that your institution does not have such
buildings or property.

Note that if your institution does have noncampus buildings or
property, you must include these locations in your statistical
disclosure even if no crimes were reported there. You should enter a
zero (0) for each type of crime. Do not leave blanks and do not omit
this location from your report.

Crimes committed on field trips sponsored by an institution
are not included in an institution’s Clery Act statistics unless the field
trip was to a noncampus building or property owned or controlled by
the institution.

On Public Property

All  public property, including thoroughfares, streets,
sidewalks, and parking facilities, that is within the campus, or
immediately adjacent to and accessible from the campus.

What does this mean?

You are required to disclose offenses that occur on public
property (property not owned or controlled by your institution and
not private residences or businesses). Only the public property that is
within your campus, or next to or bordering your campus and that is
easily accessible from your campus, is included in this definition
(i.e., not public property for the entire jurisdiction surrounding your
institution). For example, a thoroughfare such as a highway that is
immediately adjacent to your institution but is separated by a fence
or other manmade barrier would not be included in this definition
because it is not accessible from your campus. Include the sidewalk
across the street from your campus, but do not include public
property beyond the sidewalk. Include publicly owned or municipal
parking facilities. The Clery Act does not require you to disclose
crime statistics for public property that surrounds noncampus
buildings or property.

34 CFR 668.46(c)(4)(iv) and
definitions

You are
not required to
disclose crime
statistics for
public property
that surrounds
noncampus
buildings or

property.
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Suppose the public property immediately adjacent to an
institution is a park or similar type of area that extends farther than
“immediately adjacent” to your campus. How do you know just how
much of this property to include for purposes of Clery Act reporting?

If a park is gated on the side or sides that border your campus,
and is, therefore, not accessible from the campus, crimes committed
there are not disclosed. However, if that same park is not gated, it is
considered accessible, and crimes committed there are considered to
have occurred “on public property.” They are, therefore, disclosed.
If the gate to the park is open during specific times and the park is
then accessible from your campus, you must disclose crimes
occurring there for the applicable time period.

For such parks or comparable public areas, we suggest that
you use one mile from your campus borders as your guide. One mile
is considered by ED to be a reasonable walking distance from a
campus. If your institution has special concerns about areas that
extend beyond this parameter, you may provide additional
information. Note that this one-mile suggestion applies only to
public parks or other comparable areas. It does not apply to all
public property.

One of the intentions of providing this information to students
and others is to allow comparisons between areas where institutions
are located. It is important, therefore, that all institutions define “on
public property” in a similar manner.

While the use of a map is not required by Clery Act
regulations, some institutions choose to provide a map to help the
campus community better understand where reported crimes were
committed. A map may be used only if it presents an accurate picture
of the geographic locations it depicts. As such, it is imperative that
you update your map with each annual security report, as necessary.
If you are reporting for separate campuses and choose to use maps,
you must provide a separate map for each campus. A sample map is
included in Appendix D.

We advise you to keep careful track of your institution’s real
estate transactions throughout the year because they may affect
disclosure obligations. If after reading this handbook, you are still
unsure how a building or property fits into the Clery Act geographic
locations, e-mail CrimeHandbookQuestions@ed.gov for help.

Do you know how each geographic
location applies to your institution?
Getting this right is one of the keys
to accurate crime reporting.
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Does My Institution Have Any Separate
Campuses?

Since the whole point of disclosing crime statistics is to make
sure that people are better informed about safety in their local
environments, Clery Act requirements must be met individually for
each separate campus. The definition of separate campus is broad
and encompasses many kinds of campuses. A separate campus, by
definition, is an additional location such as a branch, school or
administrative division that is not reasonably geographically
contiguous with the main campus.

A branch campus is a specific ED designation. It is defined as
a location of an institution that is geographically apart and
independent of the main campus of the institution. A location of an
institution is considered independent of the main campus if the
location is permanent in nature, offers courses in educational
programs leading to a degree or other recognized educational
credential, has its own faculty and administrative or supervisory
organization, and has its own budgetary and hiring authority.

For Clery Act purposes, an administrative division of an
institution is an academic division that offers an organized program
of study but is not geographically contiguous to the campus.
Administrative divisions include schools of business, law, medicine
or nursing, which have separate facilities and administrative offices.
Therefore, if you have one main campus, a branch campus and a
satellite location, all three must comply separately with the Clery
Act.

Although this covers most multilocation institutions, some less
typical cases deserve further clarification.

e Separate Clery Act compliance is required both for U.S.-
owned foreign institutions as well as branches of domestic
institutions that are located abroad.

e If your institution sends students to study abroad or to
exchange programs at institutions that you do not own or
control, you are not required to disclose crimes occurring
there.

e If your institution shares a campus with another Title IV
institution, each must comply separately. Do not divide
the property for reporting purposes.

e If your institution has multiple campuses each located in
different geographically separate buildings that are rented
or leased by your institution, compliance requirements
must be met separately for each location. If your

Separate campus cite
34 CFR 668.46(d)

Branch campus definition
cite
34 CFR 600.2
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institution does not rent or lease the entire building, you
are to disclose only crimes that occur in the space your
institution occupies for the time you rent or lease that
space. Remember to disclose reports of crimes occurring
on public property for each location.

e If your institution’s campus consists solely of rented
classroom space on the campus of another institution, you
must disclose crimes that occur in that classroom space
while it is occupied by your students.

e If your institution has an additional location that offers on-
line distance education only, that location is not required
to comply with the Clery Act.

If the situation at your institution is different than any of the
abovementioned examples, e-mail
CrimeHandbookQuestions@ed.gov for assistance before making any
reporting decisions.

Does your institution have any
separate campuses? If the answer is
yes, keep this in mind as you
continue reading this handbook.
Each separate campus requires

separate Clery Act compliance.

Now, let’s talk about just exactly what crimes need to be
disclosed and how they should be categorized.
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Section 2:
Crime Data

N ow that you have read an overview of Clery Act compliance, the next
step 1s to familiarize yourself with the crime data you need to disclose.
This information is applicable to timely warnings, the crime log, the annual
security report, and the Web-based report to ED.

We will take it step-by-step. Chapter 3 discusses how to classify
crimes, while Chapter 4 addresses how to collect crime data from various
sources. Note that while the discussion of each type of crime includes a
statement about how the crime is counted, a detailed explanation of counting
crimes is provided in Chapter 7.
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Knowing What to
Disclose: Classifying and
Defining Clery Act Crimes

our institution is required to disclose crime statistics based on

four factors: 1) where the crime occurred; 2) the type of crime;
3) to whom the crime was reported; and 4) when the crime was
reported. Chapter 2 discussed the applicable geographic locations—
on campus, in or on n