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BI-500

CODIS SAMPLE DATA ENTRY AND UPLOAD

1.0 BACKGROUND:

The implementation of the Combined DNA Index System (CODIS)
in forensic DNA laboratories has provided an additional tool
in assisting law enforcement agencies in solving(ﬁblinking
crimes that otherwise may not have resulted in,
identification of a suspect. Accurate data ngx for upload
to NDIS (National DNA Index System) is esseqégal.

It is the responsibility of the Forench cientist to
generate profiles from convicted offen@ and/or 6ren31c

samples, determine CODIS ellglblllty W

scientists’ profiles, enter thelr i\ é)CODIS and
notify the CODIS Administrator ng§ problems
associated with their CODIS DN p CODIS Manager
is responsible, in part, to » e th(%}aboratory s chief
point of contact for all C ations, maintain
CODIS software updates a date/add/remove CODIS
users, and upload profig§s

DNA profiles enterd%i!n 111 be done so according to
CODIS and NDIS Op edures. TIdaho currently
allows for data t following Indices: Offender
(convicted of er”&§ﬁ i tified Human Remains (deduced

missing p ep{k ied person); Missing Persons
alleged:%§;1é:§ th§§, biological child/father/mother,
siblin educ Yng person, missing person,

‘anternal x\{ative); Forensic Mixture; Forensic
; Foren gé) and State Only. Profiles entered into
rensic xture, Partial, and State Only Indices
lude both lved and unsolved cases in which the profile
is associated with a crime and believed to be attributable
to the putative perpetrator. Suspect reference samples and
profiles matching the victim(s) and/or any elimination
samples (e.g. consensual partner samples) may not be
entered. Profiles in the Mixture and Partial Index must
meet the NDIS eligibility requirements, including applicable
match estimation criteria. Profiles in the State Only Index
must include a minimum of 7 loci, and meet a match
estimation of no more than 1 in the current size of the
Idaho database. Specimens in this index will not be
uploaded to NDIS.

CODIS Methods: BI-500 Revision 14

Page 1 of 14 7/14/14
Issuing Authority: Quality Manager



2.0 SCOPE:

To provide a mechanism to ensure accurate data entry for all
offender and forensic database samples

3.0 EQUIPMENT/REAGENTS:

CODIS Computer Workstation

Allele Tables and/or CMF files generated from a@g%le

analyses.
CODIS Training Manual

4.0 PROCEDURE:

N
2

00

4.1 SAMPLE DATA VERIFICATION:
C)K OQ

e technical review

4.1.1 Genotypic data all@ a\li (ﬁ’&checked for
d

4.1.2 CODIS 1g1b t

accuracy and ver Q;Ed

process and dg@ A&Qe appropriate form
r d

[Form 306-BI

nd in the Idaho
Laboratory @forr\\@o %ﬁstem (ILIMS) for
casework] (8{' 6 @

&Y &

proflles and index are

ODIS entry matrix in the
géé ria are verified during the
nl ];K W process.

4. ;é% Add\gz 1Yy, when ‘STR Data Entry’ 1is used to

Q‘OQ

enter ividual sample data (generally forensic
sam ) verification of allele calls and
S en category is performed prior to an SDIS

S ch and NDIS upload.

4.2 SAMPLE DATA ENTRY IN CODIS:

4.2.1 Once sample data accuracy (forensic and offender)

CODIS Methods:

Page 2 of 14

BI-500

has been verified, data may be entered into the
CODIS database either by use of the 'STR Data
Entry' module to enter specimen ID/info and
allele calls for individual samples or by using
the 'Import' function for the entry of batches of
data contained in a .cmf (or equivalent) file.
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Refer to the CODIS Training Manual and course
documentation for specific steps in accomplishing
these tasks.

A second 'read' must also be entered for the
individual samples through 'STR Data Entry'

This may be done by the analyst entering the
sample data, or by another analyst logging on and
entering the allelic data in the second read box.
If a single individual enters both re a%p the
entire profile (i.e. all loci) for t irst read
must be entered prior to entering data into
the second read. A 'check' indi S agreement
between readers at individual 1e¢@1 and
discrepancies in entry must hébrectlfled before
saving to SDIS. Qp

When using the 'Import nct (t@ scientist
should validate the o executing.

This will ensure th%b‘a
xé llele

inconsistencies QE
definitions/eq Q} enq\ A&%ll be identified and
corrected prio x\ or, the batch file data

into SDIS. §
DATA UPI@'

4.3 CODIS
4.3.1 Pr1%§§}o %S%o q§§;>ellglble samples to NDIS, a
to be performed to identify any
ent es at the state level. This is
(§§p Y. o e by running the ‘Autosearcher’
func®io the software. See BI-501 for

CODIS Methods: BI-
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verif] ion of any candidate matches identified
dug&é?)the autosearch.

TS;}e are various reasons that some samples
present at SDIS should not be uploaded to NDIS.
Prior to NDIS upload, these samples will be
selected in Specimen Manager and 'unmarked for
upload'. Generally speaking, an incremental
upload will be performed. In Specimen Manager,
'incremental upload' is checked on the 'upload'
pull-down menu and 'send upload' is selected.

The upload is sent to NDIS as a message
attachment via Message Center. If any 'candidate
matches' are identified at NDIS, a match message
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will appear in Message Center and they will also
be reflected in Match Manager. For hit
verification see BI-501.

5.0 COMMENTS:

5.1 Refer to CODIS Training Manual and course documentation
for more specifics if necessary.

5.2 The CODIS software is redundant and there is_@enerally
more than one way to accomplish many tasks sing a
mechanism other than that listed here 1s\§ ceptable.

N

5.3 The CODIS software is updated periodﬂé@ ly and any
necessary changes in procedure pr (ged with new
updates supercedes those in proc E§§}es wrltm%? prior to
update, if appropriate.

5.4 The sample history for conv{%z {J’aﬁ@les in

DNA Tracker will be updat ates of sample

analysis (in progress, Q\ pleﬂg ed as
appropriate), date s e o) ourced for testing,
and/or date profile Q@r to CODIS. This 1is
accomplished for *g§1v1 les under the ‘Samples’

sample and ch tory Event’. Multiple
samples may ng the ‘Batch Samples’

tab for the Off§§§er cl: ng on the appropriate

function e screen. The current
dlSpOSlt checked as appropriate for the
hlstom(
5.5 Elj gﬁéle proflles of unknown origin (i.e.
les n tchlng any of the known reference
mples) géhtlfied in the course of casework analysis
<S> ust fi be compared against the ‘staff’ index before

enterin he profile into the database. The ‘searcher’
function is used by hand entering the profile and
choosing the ‘staff’ index. This profile will not be
saved upon completion of the search and will need to be
entered as outlined above for storage in the database.

5.6 ‘Searcher’ is also used for performing one-time
keyboard searches of forensic unknown profiles. A one-
time search will only be performed under exigent
circumstances and only on single source samples with a
minimum of 8 loci present. The DNA profile must have

CODIS Methods: BI-500 Revision 14
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been generated by or on behalf of a criminal justice
agency, by an accredited laboratory, in compliance with
the FBI Director’s Quality Assurance Standards (QAS),
and must be maintained by a Federal, State, or Local
NDIS participating laboratory. Additionally, requests
for one-time searches of non-ISPFS profiles must be
received from the CODIS Administrator of the laboratory
that maintains the profile. When performing a one-time
search, the requesting agency will be notified either
verbally, or in writing in the event of a n%ggxive

f

search result. See BI-501 for verificatio
candidate matches identified during the<§§é—time
search.
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BI-501

CODIS DATABASE HIT VERIFICATION

1.0 BACKGROUND:

The implementation of the Combined DNA Index System (CODIS)
in forensic DNA laboratories has provided an additional tool
in assisting law enforcement agencies in solving<ﬁ§linking
crimes that otherwise may not have resulted in,
identification of a suspect. This is accompl;gh d by the
electronic storage and maintenance of DNA pt§ iles at the

b

local, state and national levels. Hits a tained when a
candidate match(es) is identified throqu)a database search
at any level. Hit verification involv§§ evaluati the
candidate match to determine if it i true m and
verification of CODIS offender saw§$ hﬁ/ necessary
and possible. Q

NDIS CODIS Hit Disposition gQgQ ti XV& Qé}flrm an Interstate

Candidate Match - Operatlo g?é@u&i

2.0 SCOPE: @

To provide a metho é? 1flcatlon to be performed
prior to law enfo emen notification of a database
hit to ensure r Q& y true, confirmed matches.

3.0 EQUIPMENT/ N

CODIS 0 é

NDIS s‘g‘sedure M \%& CODIS Training Manual/documentation
DNA cker

gfender Da @%

<% ase Sample(s)
quipment/Reagents for STR Analysis

4.0 PROCEDURE:

4.1 MATCH VERIFICATION (Forensic):

4.1.1 For 'hits'/matches involving an ISP Forensic
Biology evidentiary sample (either case-to-case
or case-to-offender and including one-time
keyboard searches) the primary responsibility for

Revision 14
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match verification follow-up and disposition lies
with the Idaho CODIS Administrator.

4.1.2 The CODIS Administrator or designee (typically
the case analyst) will first evaluate the
'Candidate Match' in Match Manager to determine
if there 1is a basis for exclusion and, therefore,
disposition as 'No Match'. A 'No Match'
disposition doesn't require further verification
or, where applicable, notification of é$9 other
laboratory involved with the match.

4.1.3 If evaluation in Match Manager dqégﬁstrates that
the candidate match consists o tential high
stringency (e.g. exclus1ons»{btrlbutable to
different typlng systems, ega V. lled
Biosystems), or poss1bly era st gency in
the event of a forens1c xtu{? raded
sample, the dispositi
'Candidate Match' tqp, hQ il the
verification pro eéb \b In general,
for case-to-ca (y tc iEe verification will
consist of comm{inic on ween scientists
regarding thé;d thén e status, while case-
to- offend ically necessitate sample
verlflca n 2:) ffender lab'.

N\
4.1.4 Once <) Xé§>3;§;>the 'candidate match' has been
p

osition is set accordingly
Qj\ g§> h', 'Offender Hit', 'Forensic
\;% o thD Match’, ‘Investigative
{S' Inf , etc.) and ‘Investigations Aided’

fille as appropriate and as outlined in the
NDQ?) ODIS Hit Disposition Reporting’ procedure.

<2<‘ 4.1.5 erlflcatlon results in a 'hit', a hit report
is issued by the case analyst. A copy of the hit
report, along with the CODIS match report, is
filed in the CODIS file. A copy of the CODIS
match report is scanned and attached to the
associated case file in ILIMS. The appropriate
law enforcement agency is notified of the 'hit'.
If the law enforcement agency submits a sample
from the identified offender, appropriate
analysis and issuance of a supplemental report
will be performed as in 4.2.5.

Revision 14
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4.2 MATCH VERIFICATION (Offender):

4.2.1 For 'hits'/matches involving an ISP Forensic
Biology convicted offender sample the primary
responsibility for match verification follow-up
lies with the CODIS Administrator for the
laboratory with the forensic (evidenti Qy)
sample. However, the initial evaluatd in Match
Manager (see 4.1.2-4) and AFIS sam
verification (see 4.2.2) will be @ivtiated as
soon as feasible once a verifi 1on request has
been received from the forena{b laboratory

©

4.2.2 Once a potential match haaé%é i:% ed and a
verification request re ved ociated
offender sample w1ll &g? om the

laboratory. If fln r& cation was not
already done, a\r plngér 11 be taken to
the latent fin €D on for an AFIS search

1n
of the thumbpr @e@%rdentlflcatlon of the

offender.

4.2.3 Followin@?§®g§ation of the thumbprint,

re-anakysis fender sample will be

t
perf‘Qﬁed @riate (i.e., if duplicate
%52% ady been performed either as a

Qé\ as the result of a duplicate
srs will not be repeated) prior to
X» agen t flcatlon. In situations where a
thumb was not received with the DNA sample,
{Q or j f insufficient quality for verification, a
<$) n ion will be made and re-analysis for
<2 c irmation may proceed. The forensic

laboratory (or law enforcement agency for Idaho
cases) will be notified that the Offender could
not be verified through thumbprint confirmation.

4.2.4 Following sample verification (AFIS and re-
analysis as appropriate) the forensic case
laboratory, in the case of an interstate hit, or
submitting law enforcement agency will be
notified of the confirmed hit. Laboratory
notification may be made verbally and relevant
documentation will be provided to the forensic
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case laboratory as requested. In Idaho, initial
notification as well as the request for a new DNA
sample from the identified offender, may be made
verbally. However, written notification and a
formal request for a new DNA sample, in the form
of a hit report, will be sent to the appropriate
law enforcement agency.

4.2.5 For intrastate offender hits, where possible, a
newly obtained DNA sample from the of éﬁﬁer will
be analyzed with all deliberate speeQ? The

analysis of the forensic sample ma so be
repeated, though this is not requdred. A
supplemental report will be iss delineating
the match in the usual manne same
treatment as for matching ect sam

submitted with case ev1de
4.2.6 The sample history in Qggyﬁl be updated
to reflect the date e'&i nfirmed for the
offender sample. \\ (\ &
5.1 A good faith efﬁ@ 6;\b @e to resolve matches

within 30 busi d<§S the date of the match or
from the dat f t \\ cation request for interstate

matches in)b' lI& o offender.
N é&
@ o
\oQ O‘b

5.0 COMMENTS: Q

4
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BI-502

CODIS SAMPLE REMOVAL

1.0 BACKGROUND:

Participation in the National DNA database, in acco ce with
the DNA Analysis Backlog Elimination Act of 2000,. essitates
provisions for DNA profile expungement in the eveﬁﬁ that a
qualifying offender’s conviction is overturne Qg‘Additionally,
the Idaho DNA Database Act of 1996 addresses urt-granted

expungement requests (I.C. §19-5513). Rem 1 of DNA profile
data and/or destruction of biological sa és obtai from
Convicted Offenders may be necessary a gglt onviction

reversal or sample collectlon/submiifb n e
a

Expungement is defined as the rem é;ﬁq @moflle data from
local (LDIS), state (SDIS) and gilonﬁy databases in
response to a court order og;ﬁéhrnl offender s conviction
of a qualifying offense. l include the removal of
identifying information £ Qh o atory documentation and
destruction of the biol Q}cal am§i> rom which the offender

database DNA proflle

Administrative re ﬁ&de as the destruction of a DNA
sample and rem rds relating to that sample.
Examples for @1@% tive removal may be warranted
lnclude,lnn:éye n :@%? d to, the collection of a sample from
a non- qua 1ng , or the notification by the collection
agency t remova warranted Generally, the determination
that a sampl s not qualify for inclusion in the database
ior t ry of the profile into DNA Tracker and
equently COBIS (see BI-301); however, there may be instances
when the collection agency provides notification of an error
after the profile has been generated. In these circumstances,

the profile will be removed from the local, state, and national
databases as part of the administrative removal.

NDIS Expunge a DNA Profile - Operational Procedures

Idaho Statutes: Title 19, Criminal Procedure, Chapter 55 “The
Idaho DNA Database Act of 1996”7
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2.0 SCOPE:

To provide a protocol for CODIS sample expungement and
administrative removal that protects an individual’s rights
to privacy and maintains the integrity of the Idaho DNA
database program. All procedures will be documented on the
CODIS Sample Removal Checklist (Form 500-BI).

3.0 EQUIPMENT/REAGENTS: (%)

CODIS Workstation \&
DNA Tracker Database K

4.0 PROCEDURE: XS
o ©
4.1 EXPUNGEMENT QQ N

%\\ Q

Prior to removal of any DNA<§g%f 1 Source

©
identification, or biologxzﬁ gew \v tructlon, the
CODIS Administrator or 1gnQ@ erify: the

request for expungem Q) S g\ o ied by a certified
court order that meeig th ements outlined in

I.C. §19-5513, ﬂZﬁt §§é o der has no other
qualifying offegﬂ§? e identification of the
original DNA.dGéﬁ a\fbsazf) where possible.

4.1.1 A s c% acker is performed to

té r or not the specified sample has
an the laboratory and if so,

(§§ Qggg' t a DNA profile has been generated
r

and ed into CODIS.

{33{1.2 If sample has been received in the

{S) 3:322atory, a criminal history check in ILETS

<2 1 be performed to ensure that the offense for
which the expungement is requested is the only
qualifying offense. If the Offender has a
separate qualifying offense, the sample will not
be expunged and a copy of the criminal history
check will be retained for documentation.

4.1.3 The associated offender sample folder will be
retrieved from the laboratory and taken to the
latent fingerprint section for an AFIS search of
the thumbprint to verify identification of the
offender, if not already done. The absence of a
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thumbprint or a poor quality thumbprint does not
preclude the sample expungement from proceeding.

4.1.4 The offender record will be removed from DNA
Tracker and a sample removal report generated.

4.1.5 The DNA profile, if applicable, will be deleted
from CODIS, followed by an upload to NDIS for
removal at that level. A written notification of
the expungement will be made to the N
Custodian and a request for verifica n of
deletion at the national level. <§\

4.1.6 The original DNA Collection ReSé}t received with
the sample (or a copy of the mple folder when
no report is received) willCh marked punged,

along with the 501entlstqa 1n‘3§al date of
expungement.

4.1.7 The DNA sample w1llqye g;% and witnessed by
a second sc1ent1§ (\ &

4.1.8 Administrativ ap cumenting the event
will be re @ed DIS file. The
paperwor Q}y c ta me administrative

1nforma sample/1nd1v1dual it was
colle ill include the following, as
app urt order/request for

1nal history check and
Qﬁu %é ‘i%?lflcatlon, DNA Tracker sample
(§?em§5§i ort, CODIS deletion report(s), NDIS
xS\ cor nce, CODIS sample removal checklist,
dg)es of any correspondence with the

and
re ésklng party.

4.1.9 Aw’expungement notification letter (or letter
indicating why expungement did not occur), the
DNA collection report or folder copy, and a copy
of the CODIS sample removal checklist will be
sent to the requesting party.

Q‘OQ

4.2 ADMINSTRATIVE REMOVAL

Prior to removal of any DNA profile data, source
identification, or biological sample destruction, the
CODIS Administrator or designee will verify: 1) the
request for administrative removal is in writing from
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the collecting agency and includes a description of the
error resulting in the removal request and 2) that the
offender has no other qualifying offense(s).

Removal resulting from an entry error on the part of
ISP Forensic Biology staff does not require a written
request; although, the nature of the error should be
documented. Requests for administrative removal from a
party other than the collecting agency or due to
biology staff error will be referred to ISP Q;wl staff
for a determination of the appropriate acti to be

taken. 6\

4.2.1 A search of DNA Tracker is peﬂ%é%%ed to
establish whether or not the @pec1f1ed sample has
been received in the labor \Yy and i o,
whether or not a DNA profégé has b generated
and/or entered into CO

4.2.2 If the sample has keen gig;Hv Gg?n the
laboratory, a cr“ﬁ?hal (7% tofb check in ILETS
will be perform&d“to €§ku that the offense for

which the admiMist v moval is requested is
the only g Q}fy of. e. If the Offender has
a separa ual yln fense, the sample will
not be opy of the criminal history
check:@yll QB ed for documentation.

4.2. 3 T‘ Qkff ord will be removed from DNA
%sample removal report generated.

X» 4 The ofile, if applicable, will be deleted

‘K from d:b followed by an upload to NDIS for
(§Q re22> at that level.

<2<‘ .5 orlglnal DNA Collection Report received with
the sample (or a copy of the sample folder when
no report is received) will be marked expunged,
along with the scientist’s initials and date of
removal.

4.2.6 The DNA sample will be destroyed and witnessed
by a second scientist.

4.2.7 Administrative paperwork documenting the event
will be retained in the CODIS file. The
paperwork may contain some administrative
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information about the sample/individual it was
collected from and will include the following, as
applicable: the request for administrative
removal, criminal history check, DNA Tracker
sample removal report, CODIS deletion report(s),
CODIS sample removal checklist, and copies of any
correspondence with the collection agency.

4.2.8 A sample removal notification letter (or letter
indicating why removal did not occur) Qbhe DNA
collection report or folder copy, an Qg copy of
the CODIS sample removal checklis \gill be sent
to the requesting party, or subm€5 ing agency in
the event of an internal entry ror.

O
9

5.0 COMMENTS: ®Q 3

A

N
NS
5.1 An Offender cannot be delet Qr ® @g cker if there
are any samples and/or cou{B or@é?b a§?o iated with the
offender. ‘\0 %) q
N A
O

5.2 A sample cannot be eﬁ&bngqubr ted from DNA Tracker
if there are quali g QS}e associated with the

n
Offender. \(b 6 0

5.3 The ‘Delete Sq%ple’é%ﬁntzg;h will be used to remove a
sample froqiSN E§§ck2i> r an Administrative Removal.

5.4 The ‘Egihnge anp é&/function will be used to remove a
sampl&) r%%A@ cker for an Expungement.

S
© 9
Q‘OQ o
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