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Again, anyone reading a log entry should be able to 
readily understand the information provided. 

Maintaining Your Log 
An entry, an addition to an entry or a change in the 

disposition of a complaint, must be recorded within two 
business days of the reporting of the information to the 
campus police or the campus security department. For 
example, if the disposition of a crime is “pending” and you 
later receive word that an arrest has been made, you have two 
business days to update the disposition on the original entry to 
reflect the arrest. A business day is Monday through Friday, 
except for days when the institution is closed. The only 
exceptions to this rule are:  

• If the disclosure is prohibited by law; or  

• If the disclosure would jeopardize the confidentiality 
of the victim. 

We suggest that you have more than one person 
responsible for making entries in your log in case of personnel 
changes or work absences. Note that your institution is no 
longer required to update the disposition of a crime log entry if 
the disposition changes after 60 days have passed. This means 

 
 You may temporarily withhold information 

only if there is clear and convincing evidence that the release of 
information would: 

• Jeopardize an ongoing investigation; 

• Jeopardize the safety of an individual; 

• Cause a suspect to flee or evade detection; or 

• Result in the destruction of evidence. 

Your institution may withhold only that information that 
could cause an adverse effect, and you must disclose such 
information once the adverse effect is no longer likely to occur. 
This means that if it is determined that information you would 
normally include in the crime log would cause a harmful effect, 
you may withhold that information temporarily until the 
information is no longer likely to prove harmful. The 
individual making the judgment to withhold information 
should document the reason for doing so. If your institution 
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does not have a campus police department we suggest that you 
consult with local law enforcement with regard to withholding 
crime log information. 

If a reported crime is investigated by law enforcement 
personnel, and they determine that a crime did not occur, the 
log should indicate that the disposition of the crime is 
“unfounded.” Only sworn or commissioned law enforcement 
authorities that investigate the crime can make this 
determination. A campus security authority who is not a sworn 
or commissioned law enforcement authority cannot unfound a 
crime. (See Chapter 3, under “Excluded Crimes,” for a more 
detailed discussion of unfounded crimes.)  

Making Your Log Available 
Your log must be accessible on-site. This means if you 

have an additional campus with a campus police or security 
department, a separate log must be available at, or accessible 
from, that campus as well.  

• Format: Your log may be either hard copy or 
electronic. If your institution has an electronic log 
and there are technical problems that make it 
unusable, use a hard copy log as a temporary 
replacement until the problems are resolved.  

• Publicize Availability: Let students and employees 
know that the log is available, what it contains and 
where it is. You may post a notice on your website, in 
your security office, in your student and employee 
handbooks or anywhere else it’s likely to be seen. 

• Accessibility: The crime log for the most recent 60-
day period must be open to public inspection, upon 
request, during normal business hours. You cannot 
require a written request. Anyone may have access to 
the log, whether or not they are associated with your 
institution. This includes the media. Make any 
portion of the log that is older than 60 days available 
within two business days of a request for public 
inspection.  

Entries in the crime log should be used, along with 
additional information, to gather the statistics that are required 
for inclusion in the annual security report and the annual Web-
based data collection. Use only Clery crimes that occur in the 
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