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HOW TO FILE
A REPORT

ACCESS THE ONLINE FORM
Using a web browser of your choice,
visit Liberty.edu/ReportToERT.

Click on the button called “File an
Incident Report.”

This is the online incident reporting form.

WHY IT MATTERS THE EXPECTATIONYOUR ROLE

Timely and accurate reporting
helps keep our campus

community safe and ensures
Liberty University remains

compliant with the Clery Act.

As a Campus Security Authority
(CSA), you are an important

part of our shared
responsibility to report Clery

crimes promptly.

Reports should be submitted
without delay once you become

aware of the information
disclosed to you. 

Follow these steps to submit an incident report.

https://www.liberty.edu/compliance/title-ix/report/
mailto:clery@liberty.edu
http://www.liberty.edu/ReportToERT
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Please complete all sections to the
best of your knowledge. Several
sections are required.

NOTE:
Use this section to list all
individuals (victims, witnesses,
and offenders) involved in the
incident. 

Select the “Add another
party” button to add
additional individuals.
Select the binoculars button
to use the People Finder
feature to search for
individuals who are affiliated
with Liberty University. If the
individual is not affiliated with
the university, provide as
much information as you can
about the individual.

REPORTER INFORMATION SECTION
Please complete all sections to the
best of your knowledge. Several
sections are required.

NOTE:
For the “Location of incident”
section, indicate the location
where the incident took place, not
where the disclosure was made.
For the “Specific location” section,
provide the specific room number
or floor where the incident took
place. You may also indicate
whether the incident occurred
inside or outside the location. 

PERSONS INVOLVED SECTION

Follow these steps to submit an incident report.
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Please complete all sections to the
best of your knowledge. Several
sections are required.

NOTE:
For the “Nature” section, select
the applicable Clery crime that
was disclosed to you.

For assistance with Clery
crime definitions, visit:
Liberty.edu/Clery. Under the
“Clery Resources” section,
select “Clery Act Definitions.”

In the narrative section:

QUESTIONS SECTION

Fill out the narrative section with
as much detail as you can. Avoid
using words like
uncomfortable, scared, or
fearful without further
explaining what that means. For
example, “The reporting party
stated that she was afraid
because the responding party had
threatened to physically harm
her.”

ALWAYS REMEMBER TO: HELPFUL REMINDERS:

Listen without interruption. Allow the person
to explain what happened in their own words.
Use open-ended questions, such as:

"Can you tell me what happened?"
"Where did this occur?"
"When did this happen?"

Avoid asking leading questions or suggesting
answers.
Do not promise confidentiality. You should
explain that you are a CSA and you will have to
make a report based on what was shared with
you.
Remain neutral; your role is to support and
document.

If you are informed about a possible Clery
crime, you have a responsibility to report it. If
you are unsure whether the incident reported
to you is a Clery crime, report it anyway. When
in doubt, report!
Victims can make reports anonymously.
Share exactly the information you receive from
the reporting party. Detailed information will
help the university classify and respond to the
incident.
Even if a Clery crime was only attempted and
not completed, it still needs to be reported.

Follow these steps to submit an incident report.
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Use this section to attach any
supporting documentation, such as
photos, screenshots, text messages,
or videos. 

SUPPORTING DOCUMENTATION SECTION

SUBMIT REPORT
Once you have finished completing
the incident form, select the “Submit”
button. 

NOTE:
You have the option to have a
copy of the report emailed to you.
You will receive a confirmation
number after submitting the
incident report. 

Well done! 
Thank you for submitting an
incident report to the Clery Team!

RESOURCES

NOTICE OF RIGHTS AND OPTIONS
Liberty University's NORO provides
students and employees with
information on reporting procedures,
available supportive measures, resources,
and formal resolution options. You can
access the NORO by clicking here.

CHAMPION SAFE
The Champion Safe app is located in the
Apple App Store and the Google Play
Store. This app provides campus alerts,
direct access to security dispatch, and
personalized safety tools for students,
faculty, and campus guests. You can
download the app by clicking here.

LIBERTY UNIVERSITY POLICE DEPARTMENT
Emergency: (434) 592-3911
Emergency: 911
Non-Emergency: (434) 592-7641
Liberty University Emergency Communications
is available 24/7.

OFFICE OF CLERY ACT OVERSIGHT
Email: clery@liberty.edu
Website: Liberty.edu/Clery
Phone: (434) 592-4236

Andrew R. Smith, J.D., Ed.D.
Executive Director, Office of Clery Act Oversight

Follow these steps to submit an incident report.
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