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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 91-100.00
POLICY SECTION: ADMINISTRATION

Subject of Policy: Mission of the Bureau of Forensic Services
Date Approved/Revised: February 20, 1992

The State of Idaho, Bureau of Forensic Services is dedicated to
providing forensic science services to the criminal justice system
of Idaho. The Bureau will provide the most effective
services in the specialties of: 1) controlled su ce analysis,
2) serology, 3) trace analysis and microscopy, toxicology, 5)
firearms/toolmarks, and 6) crime scene assist AN

The Bureau will maintain an open and hones (yelatlonshlp with all
parties of the judicial system. As such, vices are provided to
the public defender as well as the prose or. Analysts will make
every effort to prov1de timely, accuraE§V a <§s complete a report
as possible. &

Personnel within the Bureau w \% effort to foster
support and trust among fello Q%? anagement, and user
agencies. It is 1mportant<% ployees emphasize a
dedication to excellence and qg§? n working for the people

of Idaho.
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 91-101.00
POLICY SECTION: Administration

Subject of Policy: Organization of the Bureau

Date Approved/Revised: May 29, 1991

.01 ORGANIZATIONAL CHART ~ The Bureau of Forensic Services is
organized according to the following chart. 5
0
REGION 1 LABORATORY HEADQUARTERS LABORATORY‘(SkEGION 5 LABORATORY
(Coeur d’Alene) (Boise) qsz, (Pocatello)
- . ‘\CJ ' L
(1) Supervising (1) Bureau Ch%egp (1) Supervising
Criminalist Criminalist

e
S

(2) Evi&ncé\'

(1) Evidence
Technician

(2} Evidence
Technicians

(2) Criminalists (2) Criminalists

Gooding, Jerome

Caribou, Cassia

\’be
.02 The counties withi q@h%§§§%2§5; ve laboratory service areas are:
Region 1 é§> &ad rters Reqgion 5
Benewah \§> @) Adams Bannock
Bonner X <§D, ine, Boise Bear Lake
Boundary O \:> amas, Canyon Bingham
Clearwater xés () Elmore, Gem Bonneville, Butte
Idaho, Kooteéal
Latah, Le Linceln, Owyhee
Nez Pe Payette
Shosho Washington
Valley
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Clark, Custer
Franklin, Fremont
Jefferson, Lemhi
Madison, Minidoka
Oneida, Power
Teton, Twin Falls



POLICY NUMBER 91-101,00, cont,
POLICY SECTION: Administration

Subject of Policy: Organization of' the Bureau

.03

. 04

‘Bureau Chief and acts i

CHAIN OF COMMAND - The Chain of Command reguires that all
official communications ascend and descend through lines of
authority as described in the organizational chart. The chain
of command will be strictly observed except as allowed in
personnel grievances or when dictated by emergency
circumstances.

This policy does not apply in reporting 1mpng§2r conduct or
action by a supervisor. \

When information is regquested by indivf&hals at any level,
from Bureau personnel, the request wi be honored. Failure
to do so will result in disciplinary tion.

Regional supervisors are respoqﬁg%he r informing staff
members of the proper proced /QPpropriate action
regarding Bureau communlcatloQg

The Deputy Bureau Chief h ommansurate with the

hief’s capacity during
his absence.

RANKS AND TITLES - gség nghnk<EMd titles, and the chain of

command are as fo

O
BUREAU CHIEF (8)5 \&' Q,}
DEPUTY BU&‘RU
REG{Q&AL SUP @%ozzs (2)
KOQ CRIMINALISTS (9)
Q EVIDENCE TECHNICIANS (5)

LABORATORY ASSISTANT (1)
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 91-151.00
POLICY SECTION: Evidence Handling

Subject of Policy: Receiving Evidence

Date Approved/Revised: May 29, 1991

Guiding principles: It is important to receive eyidence in a
manner which preserves its integrity. If eviden is received
sealed, the need for an evidence technician in cou§§$proceedings is
minimized., It is essential to document the chainK' custody on all

evidence received.

.01

.02

.03

.04

.05

.06

&

OO ,

Whenever possible, all evidence shoq&@}be received by an
evidence technician, %)

\
Inspect all evidence seals. A pﬁg eg;§$§%/Q§ one which cannot
t [}

be opened without visible diégp . pically tape or a

heat seal, overwritten wi ni 1 nstitutes a proper
ot et SR
. : x<Q . :
Barring unusual circumgtanc a (:pnsealed evidence that is
b e by the submitting party.

delivered in person m\

When unsealed evid cb\\q)s@o personally submitted, the
criminalist assi Qg' c should either seal the evidence
in the presen f evidence technician or take immediate

possession t nce. If the criminalist is
unavailable Xt technician should seal the evidence
and notify gpsué}rv' The evidence receipt shall reflect
conditio f unsea evidence when received in such a manner
from a mon carrier.

TQ§géglogy and blood alcohol kits that are submitted unsealed,
wi be properly sealed by an evidence technician and this
information noted on the receipt.

Staples and unsigned heat seals do not constitute proper
seals, Stapled, unsealed, or unsigned heat-sealed evidence

received by mail should be handled according to .04 above.

A receipt must be prepared for all evidence. The original
will be returned to the submitting party and a copy kept in
the case file.
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POLICY NUMBER 91-151.00, cont.
POLICY SECTION: Evidence Handling

Subject of Policy: Receiving of Evidence

.07 All evidence items shall be marked with a case number and when

.08

.09

applicable, an item number. The item number is determined by
counting the total number of items submitted and designating
the individual item as 1 of _ , 2 of _ , etc. If evidence
is an addition to a case previously submitted, use the
original case number with an alphabetical suffix (e.g.--#17325
A, Lof , 2 of , etc.). <&

Information about the evidence, including cgn of custody,
will be transferred to the logbook. Chaj f custody should

also be documented on all evidence contaifiers.

O
Unless the submitted evidence requi gspecial handling or
storage, it will be placed in the evidence vault until checked
out for analysis. Evidence requi sﬁgéial storage (e.g.--
evidence from clandestine labsﬁk yaio gﬁpal filuids, etc.)

N

shall be handled as required.
O’\\Qe 2 @Q/

A\
O O A
NN
> L
\600\/
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 21-152.00
POLICY SECTION: Evidence Handling

Subject of Policy: Handling Evidence in the Laboratory
Date Approved/Revised: May 30, 1991

Guiding principle: There should be a written record which verifies
who has custody of evidence at all times and evidence should be
stored so that only the examiner has access to it. Destructive
analysis of evidence should consume as little of qu sample as
possible with notification of proper personnel 1 is cannot be
accomplished.

.01 To document transfer of evidence and 1oca€&bn, the criminalist
must sign the logbook. When the anal retrieves evidence
from a refrigerator or freezer, 1t ﬁhould be noted in the
logbook (e.g.--from freezer). Qg blood samples for
alcohol or toxicological analy51 edQ ot be logged as to
location within the laboratory.<<

.02 Evidence should not be trans ed v1dence technician
and analyst unless it is s ce (except controlled
substance material) may one analyst to another
for purposes of analys \$> E}

criminalist or a chnician has access to it at any
given time.

.03 Evidence which hasg33>§g§} lue (e.g.--drugs, weapons,
etc.) must be sts Azgsh a way that only a single
e

.05 Evidence mu prlor to being returned to the vault
or an ev1 an

.06 Analysué}should us€ as little sample as possible. If the
anal must use more than half of any sample, an attempt
sh be made to notify the prosecutor or the officer. The

fadt that a sample was totally consumed should be noted in any
report. Conservation of evidence is the primary goal whenever
destructive testing is involved.

.07 If an analyst determines that all or part of any evidence
should be forwarded to another analyst within the Bureau, no
release is required. Should analysis, for whatever reason be
required outside this Bureau, the submitting agency or the
prosecutor should be consulted before forwarding such
evidence. Any consultation regarding transfer of evidence
must be documented.
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POLICY NUMBER 91-152.00, cont.
POLICY SECTION: Evidence Handling

Subject of Policy: Handling Evidence in the Laboratory
.08 Evidence returned to the evidence technician, for placement in

the evidence vault after analysis, should be handled in
reverse of .01 above,.

Page 2 of 2



FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 91-153.,00
POLICY SECTION: Evidence Handling

Subject of‘Policy: Returning Evidence

Date Approved/Revised: May 30, 1991

Guiding principles: When evidence is returned to a submitting
party, this action must be documented. Evidence should be returned
only to the party having legal respon51b111ty for 153

0l.

.02

.03

.04

All returned evidence handled by the U. S §§§tal Service or
United Parcel Service must have hed forms for
acknowledging delivery. All returned cknowledgement of
delivery notices are to be placed in eége files.

Evidence returned to an agency or é§h dual is recorded on
proper receipts or logbooks kept 6‘;1 th boratory,
Chain of custody information rgbor on any evidence
containers and in the logboa&b
Evidence should be retur §gﬁitting party or their
representative, Evid ﬁ@g released to any party
designated by the pro authority of the case has
been transferred. released to any party named
in a valid court or 1dence is released to persons
outside the s e cy, a written release mnust
accompany thlS this notice will be retained in
the laborato qffb When it 1is not possible or
practlcal Q; ten release, then permission for
release déy t be carefully documented some other
way.

@Q

%
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FORENSIC SERVICES POLICY MANUAL

POLICY MANUAIL 921-154.,00
POLICY SECTION: Evidence Handling

Subject of Policy: Protecting Evidence from Loss and Contamination
Date Approved/Revised: May 30, 1991

Guiding Principle: Once an analyst has taken possession of
evidence the individual has the responsibility to preserve its
integrity. Diligence should be exercised to ensure that loss or
contamination and/or cross-transfer does not occ ‘%hnd thereby
diminish the value of the evidence or its analysxﬁg)

.01 All items should remain unsealed for Qé$short a time as
possible. Temporary closures (paper é%lps, clamps, etc.)
should be used to minimize loss and/ contamination while
evidence is open. <>

@

.02 Trace evidence must be preserv n paper should be
placed under any items Wthh c al trace evidence
(e.g.--hairs or fibers). , this collection
paper can be used as a wra ent handling of the
item. Evidence containin nown samples shall be

opened and sealed in s as to prevent cross-
transfer or contamlnatl QS} preparatlon for and the
actual analysis. e> ()

.03 If a portion of a \\ oved for testing, that sample
shall be marked~<§5 Legb marked container,

.04 Any items re €}1n8§§pe storage conditions to maximize its
evidentiary{v be mnmaintained in those preferred-
condition raximum extent possible (e.g.--arson
evidenceXJ closqﬁ) containers, bloodstains cold and dry,
etc.). @

©

%
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FORENSIC SERVICES POLICY MANUAL

POLICY MANUAL 91-201.00
POLICY SECTION: Laboratory Security

Subject of Policy: Locks and Key Distribution

Date Approved/Revised: June 7, 1991

.01

.02

.03

.04

.05

All ingress/egress points to the laboratory w111 have proper
locks. They must be locked at all times when not under the
direct supervision of a staff member. Keys to these locks
will be limited to authorized personnel and a r rd of their
distribution will be kept by the laboratory Q\ rvisor.,

The laboratory will be secured during veﬁant hours by an
intrusion alarm. Actuator codes to actgyate/deactivate the
alarm will be limited to authorized per nel only and records
of their distribution will be kept hs‘the Bureau Chief and
the Division Chief.

‘?J%
(Boise guideline only). The {;ﬁﬁ%' ce vault will be
i i vau

equipped with proper locks. be locked at all
times. Keys to these locks ited to authorized
personnel only and records ibution will be kept

by the 1aboratory supervi

{Pocatello & Coeur d’A aéaé e only) The vault must be
locked at all tinmes aboratory employees are not
present within the Individual lockers must be
secured during t well Keys to lockers will be
limited to au sonnel and records of their
distribution ined by the supervisor.

(Applies o \;> atories haV1ng separate rooms with
locks). he i al rooms in the laboratory will be
equippedl th pro locks., These will not normally be

1ocked? however, unusual situations may requlre that one or
mor the rooms be locked to control internal traffic to

areas. Keys to the individual rooms will be limited to
authorlzed personnel and records of their distribution will be
kept by the laboratory supervisor.

Each criminalist will have an area of short-term evidence
storage that is equipped with a proper lock. Keys to these
locks will be limited to the individual criminalist and
records of their distribution will be kept by the laboratory
supervisor.
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POLICY NUMBER: 91-201.00, cont.
POLICY SECTION: Laboratory Security

Subject of Policy: Locks and Key Distribution

.06

.07

.08

(Boise guideline only). The Bureau supply for bulk gquantities
of controlled substances will be stored in the high security
drug standards cabinet (referred to as the primary standards
cabinet), located in the main evidence vault. The primary
standard cabinet will be equipped with a proper lock. Keys to
this lock will be limited to authorized personnel and a record
of thgir distribution will be kept by th%9 laboratory
supervisor.

<o~
Each laboratory retains a supply of §¢§11 amounts of
controlled substances stored in a low secugity drug standards
cabinet (referred to as the secondary andards cabinet).
This cabinet will be located in an é§§a accessible to all

criminalists. Q
(Boise guideline only). Dupli k%?& are retained for
emergency use only. These duplk i;gb s&yill be secured in
a storage area having a doubl Y, kiés system. Separate
authorized personnel will m aimvo one of the keys to
this storage area, and ac S Qégz uire two individuals
holding complimentary keﬁ. \Q C)Q

N O

\Q,
O O A
AN
> L
\600\/
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 91-202.00
POLICY SECTION: Laboratory Security

Subject of Policy: Use of Primary Standards (Boise only)

Date Approved/Revised: June 7, 1991

The procedure for obtaining drug standards from the primary
standards cabinet is as follows:

.01

.02

.03

.04

Two designated criminalists, holding separate s, are the
only personnel with access to the primary st rds cabinet,.
Prior to removing any drug standard fro tﬁs container, the
criminalist obtains a container gross weﬂ&ﬂt for entry on the
respective primary standard inventory £ . After removal of
the portion of standard needed, a . final gross weight is
obtained and entered on this same in tory form. Final gross
weights must be verified by a secqﬁ? pag@ , who then initials
this inventory form. Q C)

Primary standard contalner to this standards

cabinet and the logsheet igN d and dated by both
parties, Individual drug i;? s are completed by the
criminalist and must 8, the date, and the

intended use of any on of the standard. All
primary inventory fi the custody of the evidence
technician. &

0 O

Inventories o standards will be conducted

annually. P onductlng inventories are provided
elsewhere 1rb S !&

Q‘OQ
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 21-203.00
POLICY SECTION: Laboratory Security

Subject of Policy: Use of Secondary Standards

Date Approved/Revised: June 11, 1991

The secondary standards cabinet is intended for storage of small
amounts of controlled substances. With the exception ¢f marihuana,
which will be limited to five grams, Schedule I andqi? drugs will
be limited to 100 milligrams. All other controlled . Gubstances will
be limited to one gram or five tablets/capsules. <§h procedure for
obtaining secondary standards is as follows: qga

.01 An inventory sheet is created when any(drug is added to the
secondary standards of the respectiv ‘géboratory. This sheet
reflects the drug name, source, daE;> ed, and the initial

R

gross weight,
.02 All amounts of a secondary druqzééqq\' Q?r any analysis must

be recorded. §

.03 Inventories and files on con st : andards will be inspected

s
SO

R

\6 S \%
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 91-204.00
POLICY SECTION: Laboratory Security

Subject of Policy: Laboratory Visitors

Date Approved/Revised: June 11, 1991

Persons entering the area of the laboratory where evidence is being
analyzed and who are not employees of the Bureau _.of Forensic
Services must sign the visitors logbook and be ac anied by a
staff member. The logbook entry should reflect staff member
accompanying the guest, the date, times of arriv and departure,
and the reason for the visit. CESD

.\0

Page 1 of 1



FORENSICS SERVICES POLICY MANUAL

POLICY NUMBER 91-205.00
POLICY SECTION: Laboratory Security

Subject of Policy: Background Checks
Date Approved/Revised: June 11, 1991

undergo a background security check and may be requireéd to take a
polygraph examination administered by IBI-DLE pef§§y el.

N
%Q
O

All persons employed by the Bureau of Forensic SSrvices must

Page 1 of 1



FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 91-301.00
POLICY SECTION: <Casework Documentation

Subject of Policy: Laboratory Notes and Conclusions, Records
Retention, and Casework Documentation

Date Approved/Revised: June 11, 1991

Guiding principle: The records kept on each cas should be
extensive enough to enable an independent examiner 1Q5 he field to
determine how testing and observations were ¢@iducted. An
independent examiner should be able to reconstr the reasoning

that formulated any opinions stated in the re .

.01 The notes should contain an adequa description of the
evidence container, the evidence, thiﬁgbndltlon of seals, and
date the evidence was opened. Begl \grt weight/count and
the reserve welght/count or amoung;1 ial consumed, when
evidence consists of controlle , Will appear in
reports and file notes.

.02 Case generated graph g?Y §§§and printouts, or
reproductions of such, m the case file.

.03 Tests or obsarvatlons ou <; (:learly stated in the notes
for each case. such as marihuana, require

observations tha ed to a simple form. Results

or observatlons &ac d by drawing diagrams {e.g.--
microcrystalli K) maklng photocopies (e.g.--TLC
plates). R (j?so be documented with photographs
(e.g.-—elect%p— S€5 ates).

.04 All note ‘And suppéégzng documents must have the case number
and ana s 1nitlals present.

.05 Th 'Q;Hglnal notes, the final report copy, evidence receipts,

§2;mﬂ1ce reports provided, and other documents denerated

whlle a case is belng processed in the laboratory should be
stored together in the laboratory case file.

Page 1 of 2




POLICY NUMBER 91-301,.00, cont.
POLICY SECTION: Casework Documentation

Subject of Policy: Laboratory Notes and Conclusions, Records
Retention, and Casework Documentation

.06 A report’s conclusion is based on the results of the analysis.
This conclusion should be fair, accurate, complete, and
expressed so that the reader will not give unreasonalble
weight to it. The fairness of the opinion is a measure of how
well the analyst formulates ideas that properly assess the
results of an analysis. A complete opinion ngPld express
strengths and weaknesses of the analysis. <

Ny

N
%Q
O

A\
O O A
X *5' <Z,
> QO
\600\/
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER: 91-302.00
POLICY SECTION: Casework Documentation

Subject of Policy: Casework Review

Date Approved/Revised: June 18, 1991
Guiding principle: Casework review has two roles. One is to -
ensure that opinions expressed in the report are justified by the

analysis performed. The second is to ensure that t analyst is
following casework documentation guidelines and pollqz’ which have

been established. \SSQ

.01 An adequate description of the evide qg\ packaglng, and
condition of seals should be present in case files and/or
reports. A reviewer must ensure that th€,details of tests and
observations are described in th otes. Photocopies,
drawings, dinstrument readouts, a tographs that are
generated during the course of a t be present in the
file. Controlled substance ;ffb s&euld include the

schedule of any compounds 1deq§} i

.02 Evidence of peer review shos?d a h%sged to, or present in
the case file. Peer revi q§é§»sﬁé> d contain the initials
of the reviewer and the da

SN

.03 Case reviews should do rig? to the time the report goes

out, or at the earli stQé?%E%s; nce of the reviewer.
oo{
ss Khs

.04 When errors or casework are noted, the reviewer

has the obli e that an incorrect report does not
leave the %ég\r nor errors need only be brought to
the atten alyst. A supervisor should be made
aware of ntlnual frequent errors.

.05 When 1noorrect report has left the laboratory, the analyst
ha e obligation to submit an ammended report as soon as
pdgélble.

.06 Reports should be reviewed by the laboratory supervisor
whenever possible.
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 91-303,00
POLICY SECTION: Casework Documentation

Subject of Policy: Releasing Case Results
Date Approved/Revised: June 18, 1991

Guiding principle: During the investigative phase of a crime, the
release of case analyses or results to unauthorized parties could
jeopardize an investigation or place the life of an in¥$stigator in
danger. QD

.01 When giving laboratory results to telephongCSEllers, extreme
caution must be exercised. If the cal is authorized to
receive the results, then the followin uldellnes nust be
adhered: ‘\Q

a. If the voice of the caller Q§é cognized, then the
results may be given out.

b, If a caller’s voice 1s 11tely break the
‘ conversation and retu 1ng a phone number
known to belong to th ying the individual,
.02 The written or verbal r Q\ e released to any employee
of the submitting agen e F rsonnel have discerned the

receiver is an emplqge {Dagency.

evidence was it b law enforcement officer from a
respective p cukox™ isdiction, Suitable precautions,
as listed above, qégab taken to ensure the identity of the

prosecutor s€§

.04 ReportsQ;egardlng evidence submitted by the public defender in
a cri al proceeding may be released to the defense attorney
or client. The public defender must obtain a court order

iﬁéwhy reports are to be provided only to his office or
client.

.03 Results may be gi téssah ’§§§§ecutor or his/her staff if the
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POLICY NUMBER 91-303.00, cont.
POLICY SECTION: Casework Documentation

Subject of Policy: Releasing Case Results

.05

.06

.07

If a defense attorney requests results from evidence submitted
by the prosecution to the laboratory, the defense attorney
must demonstrate one of the following:

a. Written permission of the prosecutor or the submitting
party. If verbal permission was given_ to release
results, the laboratory must confirm the agbmission.

O

b. An appropriate discovery request. <Sb'

c. An appropriate court order. Ca$b

Occasionally a report needs to be r \ased to a party other
than the submitting agency or th rneys in the case.
Normally this should be done only £§1tten authorization

of the submitting party. In anﬁf__iﬁéé ergency the report
may be released based on the v s of the submitting
party. This release should_4z%*é?um d in writing. The
person releasing the repo §? certain that it is
really the submitting p n£$ <{§ giving permission for
release of the report.

The criminalist hasgbﬁh ob{}gation to discuss his/her
findings, 1nterpret ons, and state the strengths
and weaknesses mination on evidence with the
prosecutor and Q%e ttorney. The analyst should not
discuss exami an attorney until such has
demonstrate t 1s entitled to the results or that
the attorne d the results through legitimate means
as dlscu d abovg€)

Q‘OQ
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER: 91-304.00
POLICY SECTION: Casework Documentation

Subject of Policy: Case Record Storage & Disposition

Date Approved/Revised: June 18, 1991

.01

.02

.03

Retention of records: Records will be retained following
department guidelines. In addition to the case files, it is
recommended that at least one other file syst be retained
which provides the suspect(s) and victim(s)- ociated with
the case and which could be searched eithe \bhronologlcally
(e.g.--log books) or alphabetically (e.g ard file). Case

files will consist of all of the umentation for a
partlcular case, with the exception of(@ertaln material kept
in notebooks which pertain to several es (such as data fronm

alcohol gquantitation controls, photographs, etc.)
These exceptions shall be cross- r 1n the case notes.

Storage of case records: both active and
inactive, will be stored i »é?éaa is accessible only
to members of the Forensicgfé eally this area will
have a low potential for rom fire, water, heat,
humidity, and other ty ation. A duplicate of
only the case report &ggf s, etc.,) will be stored at
another branch withg

pertaining to 11 be stored separately and kept
1ndef1n1tely C§>

S 0%
QOQ)

There being no s %éi@ ations on homicide cases, files
@es

I

Q‘OQ
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FORENSIC SERVICES POLICY MANUAL
POLICY NUMBER 91-305,00
POLICY SECTION: Casework Documentation
Subiject of Policy: Destroying Case Records or Reports

Date Approved/Revised: June 18, 1991

has confidential or sensitive information present. T e documents
should be destroyed in such a manner that informéb on cannot be
casually acquired. ’CA

Guiding principles: Occasionally a document must be d;stroyed that

01. Case documents must be retained at the léﬁbratory in a secure
area until they can be properly destra{bd.

02. Documents, records, or files contaieéag ginsitive information
can be burned or shredded. <Q ‘ '

03. Any duplicated, copied, or wa ig]f tﬁéflles should bhe
destroyed in a manner descri\ aéVe Q/
AN

Q° \Q)‘Q \)®
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 91-401,00
POLICY SECTION: Casework Acceptance

Subject of Policy: Agencies Served by the Bureau of Forensic
Services and Criteria for Accepting Evidence

Date Approved/Revised: June 18, 1991

Guiding principles: It is the chief responsibility of the Bureau
of Forensic Services to provide support to law enforcement

agencies, prosecutors, and public defenders. In or to provide
the most timely service, it is important to limit. services to
situations that will resolve criminal cases. <§>

.01 The only evidence that will be accepted Q;Z%he Bureau of
Forensic Services will be from law enfo§g9ment agencies (city,

county, state, or federal), prosecuti
- defenders. No work will be done for vate defense attorneys

or the private sector in general. {DPevi on from these
criteria must have Bureau chlef<€§b?z§§

.02 Evidence will be accepted on atory has a trained
analyst, accurate methodol proper equlpment to
analyze the evidence. ch ized that in certain

situations no sgpecific g o mathodology may exist.
These cases will bakgégi y if the analyst has a
background that wil 1 o devise suitable tests and
accurately evaluate

.03 Evidence will E;Q <%w'analysis only if it will assist
in the identi a £iﬁ/suspects, resolution of criminal
charges agal s aQ} dual, or establish whether a crime
took place. a <2§21 not be accepted for the purpose of
satisfyi the qEB sity of 1law enforcement or other
individgals.

.04 Qu <Qatlon on controlled substances will be accepted only
fo he following reasons: 1) the safety of narcotics
officers or to establish their credibility, when further
purchases of an illegal drug are anticipated, and 2) when
enhancement charges will be filed in subsequent court action.
Quantitation for other purposes must be cleared with the
Bureau Chief.

Page 1 of 2
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POLICY NUMBER: 91-401.00 cont,
POLICY SECTION: Casework Acceptance

.05

bue to the increasing health risk associated with drug
syringe/needle paraphernalia, the Bureau will no longer accept
such evidence for analysis. If an officer feels the contents
of such evidence is important to their case, then containers
will be provided for any liquid washing to be analyzed.
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER £1-501.00
POLICY SECTION: Subpoena and Testimony Policy

Subject of Policy: Prioritization of Subpoenas and Testimony
Date Approved/Revised: June 20, 1991

Guiding Principle: Subpoenas reguire prioritization when accepted
by the laboratory. Conflicts resulting from multiple subpoenas for
a given date, should be remediated to produce minimal impact on the
criminal justice system. However, analysts that %é%e scheduled
time away from the laboratory prior to the receipf)df a subpoena
should be given this time whenever possible. jb'

@

.01 Regarding testimony, the same services tht are provided to
the prosecutor are provided at no &barge to the public
defender,

N
.02 Vacation and essential training iyg%tggﬁ£ve priority over a

subpoena when these are approvedQ? t%gu Chief or Deputy
Bureau Chief prior to recei na. A compromise
could be reached when con E;% é;’ The attorney may
take a pre-recorded de aé?\provide round trip
transportation for the a . Type of expenses and
charges are covered el R\ s manual. Travel time to
and from the p01nt of ; considered work time. If

the subpoena is forq& me such as a homicide, there
will be some flex 1t is policy.

.03 Subpoenas w11 Y;' and testimony provided to the
prosecutor o kﬂﬂfbd%§§nder at no charge.

crimina . a subpoena 1is received, the current
prlorlu% of the subpoena will be established. More serious

.04 Multlple ;dgboaa§g a given day will be accepted for a

crim i1l have priority over less serious ones. The agency
se g the subpoena will be notified by letter or some other
medans of the subpoena’s priority. If the priority of the

subpoena changes an updated notification will be provided.

.05 When more than one subpoena is received for an individual for
a given date, but the crimes are of egual seriousness,
subpoenas will be given priority on the basis of the order of
their receipt by the laboratory.
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POLICY NUMBER 81-501.00, cont.
POLICY SECTION: Subpoena and Testimony Policy

Subject of Policy: Prioritization of Subpoenas and Testimony

.06

.07

.08

.09

.10

Subpoenas will follow the descending priority of:
a. Criminal cases where an examination was performed,
regardless of whether the defense or prosecution
has reguested the testimony.

b. Criminal cases where no examination was performed,
and the subpoena is from the pégaecution or
defense. (@)

Qb

c. Civil hearings where examinatio <Were conducted in
the course of a criminal inve gation.

*

Any criminalist may provide expert wigékss testimony or other
services not provided by this Burea \g compensatory time,
vacation, or non-working hours.

public defender) subpoenas a.
where no examination was %3?
$100.00/hr. (effective J

portal time period. Th

in advance of any traxggg
\ Q

Payments voluntarily a éa;analyst for services rendered

at trial will ba<§arn%§3b o this Bureau.
The Bureau oﬁ?@gr

testify for
cases only tﬁ%
- a. X The d
o

e%% An unusual circumstance has occurred surrounding

a criminal hearing

ese charges will be

nd cover a portal-to-
e collected by the Bureau

Services will be billed when a g?g %\EQ /<}ney (other than a

io~Services will accept subpoenas and
ion in Driving Under the Influence
stances where:

has acquired its own expert.

Q the administration of a DUI breath test which would
<2 show cause for expert testimony on the part of this
Bureau.
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DLE CONTRACT NUMBER

AGREEMENT FOR _FEXPERT WITNESS SERVICES

THIS AGREEMENT dated the __ day of . 1992, is
made between the Idaho Department of Law Enforcement, Bureau of
Forensic Services, whose address is 2220 0ld Penitentiary Road,
Boise, ID 83712, hereinafter referred to as "IDLE", and
, requestor of Expert Witness Services,
hereinatter "Requestor" whose address is
and whose telephone number is

!

&
WHEREAS IDLE employs criminalists who sometimes provide
expert testimony for the State of Idaho in mat s relating to

chemical testing of blood, breath and urine{qgasubjects charged
with violations of Idaho law; and G
N\

WHEREAS Requestor desires to use thes%ervices of such

criminalists to provide expert testimo at~§rial and at hearings
before the courts of the State of I 2:§§Q‘<\ _

NOW, THEREFORE, IN CONSIDE. N af t utual covenants and
agreements herein contained, thu\ ar s e as follows:

N
1. USE OF CRIMINALISTSQ(P M { IDLE agrees to permit
requestor to subpoena crimin@dlj yed by IDLE for testimony
at trial and in hearings oré}t urts of this state on an
"as available" basis, a in%@bc nce with the terms of this
agreement,

O .©O
NSTRNEA

2, TERM OF EEMENT is agreement will become
effective upon eggbut'éhu @a.her party may terminate this
agreement upon teé {§$) written notice to the other party,
such notice %gépe sert the address indicated above.

3. ICE. Redquestor shall notify IDLE of the time and
date the(triminalist’s services are required. If a criminalist
is not <hilable due to scheduling conflicts or other
commitments, Requestor shall be so notified by IDLE and in such
event, Requestor shall not serve any subpoena upon IDLE or any
criminalist. If a criminalist is available, Requestor shall
cause a subpoena to be served upon IDLE for criminalist
testimony. IDLE shall determine, upon its sole discretion, if a
criminalist is available, and if so, which c¢riminalist will
provide the requested testimony.

4, PAYMENT. Requestor agrees to pay to IDLE the sum of
$65.00 (SIXTY~FIVE DOLLARS) per hour for each hour the
criminalist is occupied in providing expert witness services at
the request of Requestor, including, but not limited to,
preparation time, travel time, waiting time, and testimony time.
The minimum fee shall be $65.00 (SIXTY-FIVE DOLLARS). Requestor
shall tender the estimated fee for the criminalist’s services to




IDLE at or before the time of service of any subpoena seeking the
testimony of a criminalist.

5. COSTS. Requestor also agrees to pay all reasonable and
necessary costs and expenses incurred by IDLE or a criminalist in
responding to a request for testimony and subpoena from ,
Requestor, Such costs shall include, but are not limited to,
travel expenses, lodging, meals, and materials and supplies.

6. BILLING. IDLE shall provide a statement of services to
Requestor, at the above address, following the provision of
services under this agreement., Amounts due under such

statement shall be paid within 30 days of the dgﬁfgof billing.
N

7. DISCLAIMER OF REPRESENTATIONS AND W%gﬁhNTIES.
Requestor understands and agrees that neith DLE nor any
criminalist makes any representation or wa nty regarding the
qualifications of the criminalists which provide testimony
under this agreement and Requestor agredd to hold IDLE harmless
from any loss or injury which may be ql asipned by the testimony
or inability to testify of the cri i he criminalist
shall testify in accordance with hi kné??g and experience and
neither IDLE nor the criminalistgHallibe ponsible to
Requestor or his privies for t ’\co£§é% the criminalist’s

testimony.
T E P
8. COLLECTION EXPE . \gk {;y action brought to enforce
the terms of this agre o lect any amounts due herein,

the IDLE shall be awarded i cqu and attorney fees as may be
determined by the cq&@ in(sugh\ action.

9. Any amend%gzgdﬁg\cfﬁeration of this agreement by the
&2
£

parties hereto \éig.gggz riting and subscribed by authorized
ies. '

representativ

10, RNING LAW. All questions relating to the validity,
interpre ion or performance of this agreement shall be
determsﬁé in accordance with the laws of the State of Idaho.

IN WITNESS WHEREOF, the parties hereto have executed this
agreement as of the day and year first above written.

BY

Regquestor

BUREAU OF FORENSICS SERVICES, IDAHO
DEPARTMENT OF LAW ENFORCEMENT

BY:




Subject of Policy:

Date Approved/Revised:

.01

.02

.03

.04

FORENSIC SERVICES POLICY MANUAL

PCLICY NUMBER 381-502.00
POLICY SECTION: Subpoena and Testimony Policy

Testimony Policy Regarding Civil
Proceedings when Personnel have Performed
an Analysis involving Criminal Charges

June 20, 1991

%

The criminalist will appear at these civil hss;hngs as part of
his/her routine job duties.

Subpoenas for these hearings will be cﬁ%n a lower priority
than subpoenas for any criminal proseéding. The attorney
should be informed of the priorlty he subpoena.

The attorney will be billed by t €§Bur€§® f Forensic Services
as outlined elsewhere in thlS ﬁk
Prior to any travel or test. %S?th torney requestlng,
ct these services or pay
of such a contract

must complete and return
for all expenses beforeh

follows.
’b
P &L
) @é@
s\\é, Qt@em
OIG) Qy%
@@ ."‘ O
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DLE CONTRACT NUMBER

AGREEMENT FOR EXPERT WITNESS SERVICES

THIS AGREEMENT dated the  day of ' , 199, is
made between the Idaho Department of Law Enforcement, Bureau of
Porensic Services, whose address is P. O. Box 700, Meridian, ID
83680-0700, hereinafter referred to as "IDLE" and
, regquestor of Expert Witness Services,
hereinafter "Requestor" whose address 1is ,
and whose telephone number is

WHEREAS IDLE employs criminalists who sometimesquovide expert
testimony for the State of Idaho in matters rel<€bng to chemical
testing of blood, breath and urine of subjg\ s charged with
violations of Idaho law; and qb

WHEREAS Requestor desires to use ‘6he services of such
criminalists to provide expert testimony, trial and at hearings
before the courts of the State of Idahigb \\

NOW, THEREFORE, IN CONSIDERATfQﬁD (;Eh g tual covenants and

agreements herein contained, the as follows:

i. USE OF CRIMINALIST{@{&%STB@BN IDLE agrees to permit
requestor to subpoena crimina stsdgm d by IDLE for testimony
at trial and in hearings bef@re g of this state on an "as

available® basisg, and i@ac rd@ with the terms of this

agreement . CO \\Q Q/

2. TERM OF AG EN@O e agreement will become effective
upon execution. r \:2} terminate this agreement upon ten
{(10) days wrlttema other party, such notice to be sent
to the address ig ve,

3. N . Rengétor shall notify IDLE of the time and date
the criminal@st's services are required. If a criminalist is not
availableQW¥ue to scheduling conflicts or other commitments,
RequesKg shall be so notified by IDLE and in such event, Requestor
shall ndt serve any subpoena upon IDLE or any crlmlnallst if a
criminalist is available, Requestor shall cause a subpoena to be
served upon IDLE for criminalist testimony. IDLE shall determine,
upon its sole discretion, if a criminalist is available, and if so,
which criminalist will provide the requested testimony.

4. PAYMENT. Requestor agrees to pay to IDLE the sum of one
hundred dollars ($100.00) per hour for each hour the criminalist is
occupied in providing expert witness serxrvices at the request of
Requestor, including, but not limited to, preparation time, travel
‘ time, waiting time and testimony time. The minimum fee shall be
one hundred dollars ($100.00). Requestor shall tender the
estimated fee for the criminalist's services to IDLE at or before
the time of service of any subpoena seeking the testimony of a criminalist.



5. COSTS. Requestor also agrees to pay all reasonable and
necessary costs and expenses incurred by IDLE or a criminalist in
regponding to a request for tesgtimony and subpoena from Requestor.
Such costs shall include, but not limited to, travel expenses,
lodging, meals, and materials and supplies. '

6. BILLING. IDLE shall provide a statement of services to
Requestor, at the above address, following the provisions of
serviceg under this agreement. Amounts due under any such

statement shall be paid within 30 days of the date g; billing.

7. DISCLAIMER OF REPRESENTATIONS AND WARRﬁS@EES. Requestor
understands and agrees that neither IDLE nor an riminalist makes
any representation or warranty regarding thegﬁghifications of the
criminalists which may provide testimony u this agreement and
Requestor agrees to hold IDLE harmless any loss or inijury
which may be occasioned by the testimony inability to testify of
the criminalist. The criminalist shall( stﬁSy in accordance with
his knowledge and experience and ne<6 r ‘éézor the criminalist

1s

shall be regponsible to Requestor or v i for the content of
the criminalist's testimony. 0@ @ Q/

8. COLLECTION EXPENSE é>h1 g%a;b lon brought to enforce
the terms of this agreement o any amounts due herein,

the IDLE shall be awardaixgb attorney fees as may be

determined by the court u@bsuc&)ac{:>
9. Any amendmqu é} ;Qi ion of this agreement by the
ég t

parties hereto shal ng and subscribed by authorized
F

representatlves o

10. GOVERQ§N ’@W Céﬂl questions relating to the validity,
1nterpretat1q&$:r§xa cﬁ%hce of this agreement shall be determined
in accordan ith the ws of the State of Idaho.

WgBNESS WHEREOF, the parties hereto have executed this
agreemé?% as of the day and year first above written.

BY:

Requestor

BUREAU OF FORENSIC SERVICES,
IDAHO DEPARTMENT OF LAW ENFORCEMENT

BY:







FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 91-503.,00
POLICY SECTION: Subpoena and Testimony Policy

Subject of Policy: Evaluation of Testimony

Date Approved/Revised: June 25, 1991

Guiding Principle: Courtroom testimony provides a ans for the
criminalist to communicate results and conclusi stated in a
report. The goal of the criminalist is to a rately present
findings, explain analytical techniques, offer rt opinions, and
make clear to the court any questions regardlﬁé;a particular case.
Evaluations are a way to improve a sc1entlstbs courtroom demeanor
and testimony.

.01 Each criminalist will be eval &d@ his/her peer or
~ supervisor at least once biann

.02 A reviewer will fill out t eée orm following each
evaluation. The evaluatlo wi Q} t for three years by
the laboratory supervmsoﬁz

.03 Reviewers should disc x:ye with the analyst as soon

as possible after t%\,ieVQQ p@cess.

0~ A&
NS
\6(‘) OO(\ \g/
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UIDEL FOR EVALUATING TIMONY

Appearance (suitability of clothes, personal hygiene, etc.).
Comments:

Posture and/or body language.
Comments:

Knowledge of subject matter.,

Comments: | , | v'6
\‘\\
Demeanor. %QK
. XS
A.  Objectivity. &)

Comments; JQQ <\

B. Degree of self-assurance, . Q® X
Comments: ~ .\\ < 4 \&
LS
N\ Y

C. Visibie attitude towa%’& %ﬁne;@

Comments:
o x\U /'\v

S &

Verbal expression, N O \’

"‘\ (\ %O

A. a%&f thoug O@
C‘& ents:
(\

B. Responsweness to question.
Comments:

C. Ability to handle cross-examination.
Comments:

D. Ability to express technical concepts so that the jury understands.

Comments:




FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 91-504.00
POLICY SECTION: Subpoena and Testimony Policy

Subject of Policy: Expert Witness Testimony in Civil Cases

Where No Exam was Performed

Date Approved/Revised: June 25, 1991

.01 A criminalist will not testify in civil hearlngézbn state tine

.02

.03

unless:

a. That criminalist previously perfo méh analysis in a
related criminal case.

b. The criminalist is subpoenaed to Q\ €stify about the rules
and policies governing program administered by this
Bureau.

In both of these cases gu1de11nes*é%% qsgrglng for services
will be followed.

Any criminalist is free to pr 1tness testimony or
other services not provide ic Bureau on his/her
own time, using compens acation time, or non-

working hours.

If a criminalist e]%&C& t@d o& services in a civil matter
on his/her own tim ifalist cannot use any State of
Idaho instrumen nR$> 22/ s, or utilities to provide the

service, eg}

‘\\5(\@

\
Q‘OQ
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 91-601.00
POLICY SECTION: Quality Control

Subject of Policy: Proficiency Testing Guidelines

Date Approved/Revised: June 25, 1991

Guiding Principle: Proficiency testing provides significant
information about the gquality of analyses performed. Like typical
casework, it reveals the strengths and weaknesses screening
technlques and analytical procedures, and demonstrates the training
level and competency of individuals. Profic] §§ny testing has
tremendous educational value. It can be d to test new
analytical techniques, test the adequacy of d&? ysis schemes, and

demonstrate adequate training. ,65

.01 If proficiency tests are available orensic discipline,
each fully trained examiner will te in at least one
proficiency test in that d1501 Lﬁg the course of a

calendar year.

.02 When a staff member an§3§ i&ig §§§ ficiency test with
ingenuity, that metho documented and
distributed to the Bureey é?%b

.03 The Deputy Bureau \Ef} ﬁ;ylew all proficiency testing
results. Any failures made known to the Regional

Supervisor and anxe completed the test. Together
the Deputy Bu £ the analyst will determine the
nature of typographlcal judgement or
observatlons\ igl pment etc.). Depending on the
nature of Ké e w111 agree on the remedy and document
the corr ive ac taken. This documentation need not be
lengthy It shou include a statement of the problem, a
solutj to the problem, and measures to ensure the problem
do continue. This statement of corrective action should

beNattached to the proficiency test results.

.04 Proficiency test files will be kept for the current and
previous two years.
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POLICY NUMBER 91-601.00, cont.
POLICY SECTION: Quality Control

Subject of Policy: Proficiency Testing Guidelines

.05

.06

. 07

.08

.09

Results of proficiency tests may have some impact on personnel
decisions regarding employees. However, the focus is on long-
term performance and not on the result of individual
proficiency tests. Individuals who generally perform better
than average, or who regularly make important errors on
proficiency tests, could be affected in regards tgo performance
ratings, promotions, meritorious raises, and: retention.
Failure to complete a proficiency test as fgned, if not

excused, will result in a downgraded ratlng that domain in
the performance evaluation. If the ana has a reason to
anticipate that a proficiency test canno e completed by the

deadline, he/she should notify the supdbv1sor before the due

date.

Each regional supervisor has the r€§§? qésnllty to oversee and
evaluate proficiency testing in ory. In addition,

each regional supervisor will ntaln appropriate
records regarding proflClaK§? t erformed for that
laboratory. The records i tude t{%p ults, summaries, and
corrective action. The &? a{g§flké> n Boise will duplicate
these files.

Proficiency records f t&;s;f Alcohol Program will be
kept in agreement wi nd regulations set up by the
Department of Lawg or ){Q/

The same reso ué&'l in routine casework can also be
utilized in 1c c ts. This includes co-workers not
involved clency testing, instrumentation,
techniqueﬁg Qb
& O

Occangnally, a proficiency test will be used for a training
ex se. It is not necessary to retain the results of these
texts nor is it necessary to have a written statement of

corrective action.

Proficiency test records will be retained for three years and
then destroyed.
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER: 91-602.00
POLICY SECTION: Quality Control

Subject of Policy: Resolution of Technical Problens

Date Approved/Revised: June 25, 1991

STANDARDS S
meaSIeER @

.01

The individual analyst should monitor th amlnatlon for
proper technical performance. Danger si égls would include
but not be restricted to:

Failure of blank samples to give negaﬂéﬁe results, failure of
controls to give appropriate qua ative or guantitative
results, and non~reproduc1b111ty gé exsgn@ procedure on the
same sample. Typical correctiwv 6} uld include:

checking for reagent deteri cklng instrument
controls for proper settlng h lyst is expected to
pursue the cause of the de ke sufficient action

to ensure and document t em has been corrected.

If he/she cannot find © the problem then the
analysis should not dqéé% esults of the questionable
procedure, Q
o%o\\(o
C A
¥ S &
O O NV
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 91-603.00
POLICY SECTION: Quality Control

Subject of Policy: Adoption of New Procedures
Date Approved/Revised: June 25, 1991

New or unusual analytical procedures must be thoroughly tested
using known controls prior to implementation on ¢ work. The
tests should be performed on materials similar to ¢ encountered
in case material and be completely documented. new procedures
must be based on principles that are accepte é}y the scientific
community or supported by data gathered recorded in a
scientific manner. Time, cost, specificity(, and accuracy should
also be considered when developing new pgsé§dures.

S %
& & Q/é
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 91=604.00
POLICY SECTION: Quality Control

Subject of Policy: Reagent Preparation

Date Approved/Revised: June 25, 1991

Guiding Principle: There must be adequate cowéé ol over all
e

reagents whether prepared in house or purchased

rcially, to

ensure that all reagents work properly or are d;e& rded.

.01

.02

.03

.04

.05

.06

All reagents and standards prepared in hoG@h will be dated and
initialed. O

2
All reagents and standards used without|, quality control in
casework must be checked when pre d \\determlne that they
give the correct resultsg in no gjésg In addition, the
container must have an explr r that partlcular
reagent. The expiration £§§ ' é%,tlme span in which

there is certainty under n ances that a reagent
will produce the proper

Many reagents wit Cﬁrﬁsra 1 es may be used after the
we

expiration date pr ey are checked for efficacy
with each usage terlals which are prepared as
quality control are put through an analytical
procedure w1th andards may not be used after the
expiration da&k

The reag c <; t be documented in an appropriate
%°

locatlon{\

All ents which do not work properly will be immediately
anQ operly discarded.

Reagents not routinely used must be tested with proper
controls at the time of use.
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 91-605,00
POLICY SECTION: Quality Control

Subject of Policy: Writing and Following Procedure Manuals
Date Approved/Revised: June 25, 1991
Guiding principles: In order to assure that a quality result

can be obtained, protocols must be established and followed, and
the necessary materials and controls to conduct theig procedures

used.

&

.01 All routinely performed examinations mus -Ye available in
written form in a procedure manual. T ritten technical
procedure must be based on methodology erally accepted in
the field or by data gathered and req\ ded in a scientific
manner.

.02 The written technical procedu Q§USt 1gnate appropriate
controls and adequate 1nstré@ in addition to
methodology.

C)
.03 The instruments used must ca{ﬁbr tgb as required.

.04 When performing an exa o Q&hlch a technical procedure

‘ has been establishe alist must use standards,
reagents, gquality qgﬁt nstrumentation as required.

.05 Experlmental re §$a ly obtained while concurrently
running a sta [o¥ /quality control. These results
should be d se notes as appropriate.

.06 The crimi J@Est:)us rform an examination according to the

written f@bcedure ith few exceptions. Exceptions would
n unusual sample, instrument breakdown, or unusual
circ tances warranting deviation from generally followed
0l. Reasons for this deviation must be justified and
do8umented in case file. The deviation must follow a
generally accepted scientific method.

.07 The procedure manual must be updated as procedures change.
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 91-701.00
POLICY SECTION: Goals and Objectives

Subject of Policy: Policies and Definitions
Date Approved/Revised: June 25, 1991

Guiding principles: The purpose of goals and objectives is to give
the laboratory system direction in meeting its mission.

.01 Goals define the mission and needs of the Bureqe?&nd outline

the manner in which they will be met. Goa%g are reviewed

annually. ‘ \

.02 Objectives are definable and measurdﬁ)e accomplishments
furthering the goals of the organizatign. Ob]ectlves are
clearly defined tasks and are usua achleved in 1 to 2

years. These are also reviewed an

law enforcement community, an to staff so all

.03 Goals and objectives should be %§j$g the needs of the
understand the mission of t E

Page 1 of 1



FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 91-702.00
POLICY SECTION: Goals and Objectives

Subject of Policy: Objectives

Date Approved/Revised: June 25, 1991

Guiding principle: The purpose of these goals is to define needs
the Forensic Bureau is attempting to meet and the manner in which
those needs should be met. These goals define the mission of the
Bureau of Forensic Services. : QD

.01

.02

.03

.04

.05

.06

.07

.08

Provide crime laboratory services to 'thechaw Enforcement
Community within Idaho. CESD

Provide only those services for which-fhere is :
a. Proper training and competent Qs?%ohnel.

b. Adequate equipment and protégb o Qhccepted scientific

methods. C)
C. Sufficient need to jusggé? ‘s:nd equipment.

Provide accurate and t3. 9}( @Es};} less than one month
bile,

turn-around. If this the supervisor should
determine the reasons e should be backlogged for
longer than 4 month@a

Provide accurate.@ % a g/ and impartlal court testimony

that is undersé} e primary receiver.

Write precléi, d§§g e reports that are understandable to
the prlma ;é)

Keep l arles upda ed.

<?$Sgtaff updated through training, scientific meetings, and
rature.

Strive to upgrade our methodology by implementing proven and
accepted techniques as a discipline progresses.
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FORENSIC SERVICES PCLICY MANUAL

POLICY NUMBER 91-702A,00
POLICY SECTION: Goals and Objectives

Subject of Policy: Goals of the Bureau of Forensic Services

Date Approved/Revised: January 15, 1992

1)

2)

3)

4)

5)

6)

7)

8)

9)

Institute DNA analysis on casework by 1995.

9

Acquire new space for the Region 1-Coeur d’Ale Qiaboratory as
soon as possible. g

Implement blood toxicology by the end onb992.

O |

Improve career opportunities for sta Y expanding personnel
positions and advancement. Work ar 1ncrea51ng Bureau
salaries, so that they are more l{? with the Regional

averages for particular pos;tloﬁf

ar\a ﬁo respond to crime

0 y the end of 1993.
r \user agencies in meeting

Increase trained personnel qggb
scene/clandestine laborat
Continue to work closel

their needs in thlS s,l§%
cooperation between ea&:)and. other support Bureaus
which are 1nvolved

evaluate the s reau provides. Attempt to expand
services whe {sts a need and workload within the
State.

Continue meetin ig tatlves of user agencies to

Contlnuex\ alnlng gﬁakureau employees in laboratory systens
outsid f the Sta f Idaho,

Ba e the workload in laboratories within the Bureau.
Update instrument capabilities and analytical procedures as

needed. Ensure that personnel receive updated training as
needed in particular disciplines.
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 21-801.00
POLICY SECTION: General Laboratory Operation

Subject of policy: Retention and Circulation of Journals and Books

Date Approved/Revised: June 25, 1991

Guiding principles: Each laboratory must maintaimn an adequate

forensic library to include literature published i he areas of

expertise and services offered by that laborato A system or

procedure must exist to encourage a review of new«"terature by the

appropriate personnel. qga

.01 Each branch of the Bureau should have’ its library, books,
journals, or other literature regulardy consulted for analysis
and used for training. {Sb

to the examinations perforgggg} ratory. When new,

.02 The Bureau will purchase and reﬁ%1 qﬁgﬁilﬁgurnals pertaining
in th
each journal will be circul tqé}e ive branches of the
Q N
N\

Bureau. 0 ’Q
RPRN)
.03  All circulating literatgre q§§é§§§;hccompanied by a routing
slip to ensure_acces§sp g&f oyee.
o2 &
SN
ot AV
N 00O
SN
'SR
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 21-802.,00
POLICY SECTION: General Laboratory Operation

Subject of Policy: Crime Scene Assistance and Call-out

Date of Approval: October 1, 1991

.01 The Bureau of Forensic Services will provide support at crine

scenes subject to the following guidelines.

A.

9

When laboratory personnel are called to.@ssist agencies
at crime scenes the following pro \ure should be
followed: ‘ Ca$b

1.. When called, determine the natmre of the crime, the
agency and officer questing laboratory
assistance, and any other formation that may help
identify the needs of 35 pef% nnel at the scene.

2. Notify the Bureau ;:FJI'Q?is representative,
relaying the abon§bnfon f%y

3. The crlmlnallsﬁzor ief will then contact
the Reglon s for the Bureau of
Investlgat é} and’ communicate any
1nformatu%? Qt for assistance on their
part. a ééyis required from the Bureau of
Crimlné ;{' &/ cation (BCI) notify these
pers Q} A list follows giving home and
é} ers for personnel within IBI and

(\
4. ‘<§*Otlfy fellow criminalists that may be of

assistance at the scene; proceed to the laboratory

C§Q and collect any supplies required.
QK

Laboratory personnel should identify themselves to
law enforcement personnel who are present at a
crime scene. Ensure that all regquests for extra
personnel and equipment follows chain of command
through the primary officer or agency, once Bureau
personnel have arrived on scene.
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POLICY NUMBER: 91-802.00 cont.
POLICY SECTION: General lLaboratory Operation

B. When crime scenes represent a security threat, law
enforcement personnel must secure the scene prior to
laboratory personnel becoming involved on site. Any time
during the processing of a crime scene, that a security
threat exists, and law enforcement personnel are not
present, Bureau personnel will immediately leave the
premises,

o) A
NN
> L

\600\/
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RADIO # NAME & TITLE - HOME ADDRESS RES.PHONE

300

280
996
922

947

982
986
971

956

997

937

924
934

994

-LEWIS, John - Assistant Director — TERM ID#: LEO3.....s000.0..322-2745

~WHITEHEAD, J. D. {Cellular .......6444 N. Portsmouth Ave.......853-9119
Bureau Chlef phone 867-1724) Boise, ID 83703

-HARMON, Derald...(Cellular........1579 E. Falconrim Crt........939-6037
Dep. Bureau Chief phone 867-2044) Eagle, ID 83616

‘AILOR JacklEI.-'.‘lOO.l....ll....6772 W. Glllls......l........853_5682
Spe01al Agent Boise, ID 83703 ‘

—BAUNE Ron..l-....lll....-....llIl3910 Klngswood...@@-.-coooo---322“6856
Speclal Agent Boise, ID 83%\
-BINGAMAN, Marjie..................244 Davis Gyenue.............467-4514
Secretary/Office Coordinator Nampa, IQS)83651

“BURGESS M. Allt..llRequn 4-..‘..633 M Vlsta.ll.Il..l....O733—3801
Special Agent ' Twi ID 83301

—DENBLEYKER’ DaVid...Region 2... . ﬂ‘:.......-..-..-.743"1741
Special Agent w 83501

“HIEBERT Donl......l.l'l..... LR B trong.l.ﬂl..l..ll.ll377”0854
Special Agent i ID 83704

-HOPKINS, Steve..Reglon reet Jerome, ID 83338....324-2714
Special Agent (weekendst) th Way, Meridian, ID 83642..888-4160

..24200 Davenport Im...........585-3844
O\/ Caldwell, ID 83605

-HUNT, C::.ndy........e}@..(\

Secretary 5\

_KASTENS curtl%-ll-@%l %---o-.HC BOX 298E--.o000050-1000000623-6240
Special Agent<\ Spirit Lake, ID 83869

-KOTRASON c§ahn......Reglon 6......5186 E. 129 N.{Coltman Rd)...522-8423
Special nt Idaho Falls, ID 83401

~-LEWIS, Carol......................1529 Oriole WaY..eeeoosassse.378-1305
Sr. Research Analyst Boise, ID 83709

—MAURER Earl....-'IIReglon 2ll..t.3809 11th Stl..'...ll.l...‘l.746 3272
Special Agent Lewiston, ID 83501

-OLMSTED, John.......Region 5......13377 W. Reservation.........237-5304
Special Agent Pocatello, ID 83202

—POE’ Kennethllll'....-.l..'Ill'...5594 Mlneral Dr.l..l.’...-.l.345_7795

Special Agent Boise, ID 83712
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“I.B.I. Personnel Roster:

"(Continued)

974 _SMITH’ James.‘ . 8 & 8 " & & F B E S0 .....3222 Easton Avel * & & & 0 & 8 2 ....343n8448
Special Agent Boise, ID 83706

920 ~-STIMPSON, Les.......Region 6......1173 Crescent.cerescsreesees523=7H659
Special Agent Idaho Falls, ID 83402

918 —-SWANSON, Fred......Region leessss.W. 3420 Railroad Ave.........773=-1057
Special Agent Post Falls, ID 83854

941 —VAN WINKLE' E. G.Il....ll....l'l"4264 S. Rimvie&&y...l... ..‘336-9355
Special Agent P.0. Box 315 ~\

Boise, ID 01

e e s

997 - Curtis Kastens, Special Agent - 1%#: T101
918 - Fred Swanson, Special Agent -Q @:&1102
-
REGION II - 313 D 87., STE. #100, LEWIS :gbs - 746-6436 FAX 799-3355
. @

986 - David DenBleyker, Speci xSige £>— ID#: I202

924 - Earl Maurer, Special A nt/Réﬁ& h Examiner - TERM ID#: I201
Q \IQ
‘H.Q./REGION III - 6167 CLINTO 8

%)
980 - J. D. Whitehead %l%\-@ﬂ ID#: IHO1
996 - Derald Harmon Yﬁgbu Czéﬁ ~ TERM ID#: THO3
i

Marjie Bing@?, ce ordinator - TERM ID#: IHO6
Cindy Hun cr rxz TERM ID#: IHO7
ci

922 - Jackie Al R;Sﬁe gent - TERM ID#: I301
947 - Ron Bagﬁg, Spedi gent/Polygraph Examiner - TERM ID#: I303
971 =~ Don H&% rt, Special Agent - TERM ID#: IHO2

ewis, Sr. Research Analyst - TERM ID#: IHO4

REGION I - 250 NORTHWEST BLVD #108, CDA, ID g%%ig - 664-2767 FAX 664-6733

D 83704 -~ 327-7110 FAX 327-7115

Car
994 - K%Sgékh Poe, Special Agent - TERM ID#: I302
974 - Q C. Smith, Special Agent - TERM ID#: 1304 ,
941 - E: G. Van Winkle, Special Agent-Intelligence Unit-TERM ID#: IHO5

REGION IV - 451 EASTLAND 6, TWIN FALLS, ID 83301 - 736-3075 FAX 736-3058

982 - M. A. Burgess, Special Agent/Polygraph Examiner - TERM ID# I401
956 - Steve Hopkins, Special Agent/Polygraph Examiner - TERM ID#: I402

REGTON V - 1070 HILINE, STE 210, POCATELLO, ID 83201 - 232-6704 FAX 236-6228

934 - John Olmsted, Special Agent/Polygraph Examiner - TERM ID#: I501

REGION VI - 1820 E 17TH 8T, #160, I.FALLS, ID 83404 - 523-6128 FAX 525-7270

937 - John Kotrason, Special Agent - TERM ID#: I601
920 - Les Stimpson, Special Agent -~ TERM ID#: I602



FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 91-803.,00
POLICY SECTION: General Laboratory Operation

Subject of Policy: Clandestine Laboratory Assistance
Date of Approval: October 1, 1991
.01 Bureau personnel called to assist at alleged clandestine

I02

.03

.04

laboratories must follow the notification procedure outlined
for general crime scene call-out. Howeverqb BI or BCI
personnel do not have to be notified, since th{@ job will fall
to the Bureau of Narcotics (IBN) agents \

ONLY those criminalists trained in the ué%)of respirators and
safety eguipment requirements, haz ous chemicals, and
clandestine laboratory manufactur‘egy techniques will be
allowed to enter a suspected site inalists so trained
will have completed the requisi <§3u €§ ork as outlined by
this Bureau and the Department ©r° £6 entry into such,
Bureau personnel must don )

commensurate to the circunms

ne a4 ensure that fire and
safety personnel have beeé tfied. & present.,

ONLY the minimum
products, precursor
personnel assisti
clandestine 1la o
milliliters of Pyiqui
under pressu?
containers.

to be col eGledi>

Q?f clandestine laboratory
will be collected by Bureau
cenes. Samples collected at
jih uld consist of only a few
or very few grams of solids. Gases
\rever be collected in sampling
ntities of products or equipment are
rsonnel will not take charge of it.

F

DERSONNEL ACCEPT OR_ASSUME RESPONSIBILITY
¥’8 chemicals, equipment, etc. collected at
stine laboratory scenes, This Bureau will not accept

collected by its personnel at such scenes.
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 91-804.00
POLICY SECTION: Administration

Subject of Policy: Use of State Vehicles Assigned to BFS

Date Approved/Revised: May 29, 1991

.01

.02

.03

.04

I05

.06

. 07

.08

.09

Use of state vehicles to transport friends and family members
and/or facilitate personal business is strictlngrohibited.

Employees will be held responsible for operatggg vehicles in
a safe and courteous manner. \

Employees will wear seat belts at all tgﬁes while operating
state vehicles,

Employees shall not operate state %ges while under the
influence of alcohol/drugs or Kg use of medication
which would impair the employee&% .{ifi operate a vehicle
in a safe manner,

Vehicle log books will be \ﬂ.ntQ~e Q%h each vehicle at all
times. All repairs, gas urc <i9 . will be logged into
this book, documenting @rt &Kormatlon. Each Regional
Superv1sor will ensu§s> 2t> complete and accurate.

Each employee who Cé% eau vehicle will have in their
possession the D&t &) é[‘aw Enforcement issued photo I.D.
r

and a valid S ivers license.

A spare set Efgsb remain in the offices where vehicles
are a551g <2>

The s pollce frequency radios will be removed from cars
and red in the laboratory offices each night. The radios
a ot be left in vehicles while personnel are away from

stAdtion on overnight business. Prudence should dictate when
to remove a radio if a car is taken home or while the vehlcle
is in transit.

Maintenance of state vehicles is assigned to each Regional
Supervisor and/or their appointee. Each employee should
report any problems and/or repairs to the supervisor. The
vehicles should be filled with gas and cleaned as needed after
each use.
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 921-901.00
POLICY SECTION: Laboratory Safety

Subject of Policy: General Safety Responsibility and
Guidelines

Date Approved/Revised: June 25, 1991

Chemical, biological, and physical hazards are encountered daily by
all laboratory employees. The support of all ersonnel is
essential to providing a successful safety program. Qﬁhe Bureau is
committed to: prov1d1ng a safe working env1ronm A quality
safety program is measured by a reduction in: the number of
accidents, 2) the amount of property damage, 3) the number of
man hours lost. Safety is a cost contalnmenébprogram from which
all employees will benefit.

The obijective of the Laboratory Safet Q§>oq5hm is to provide a
safe, healthy, and comfortable workln ka? ment for employees
and visitors to the laboratory. Achi Z:f?b his objective will
require strong emphasis on accmden and an attitude of

safety awareness by each &y to oyee, Training,
investigation, and enforcement <~ isory and management
responsibilities, with the u ;Sb &iap sibility for employee
safety residing with the Bu

RESPONSIBILITY -FOR LABOR@%&%E\@;?

A. MANAGEMENT \$O é

1. Establi <>
2. Prov1d& ?@
3. C
ess of the safety progran.

omp
4. the pr
5. ew and act on recommendations developed.

6. (SQbV1de adedquate funds for a safety program.
<2\ vide safety equipment.

B. DEPUTY BUREAU CHIEF, REGIONAL SUPERVISOR, OR THEIR DESIGNEE

cies.
ealthy working environment.
and safety regulations.

1. Provide new employee safety orientation.

2. Establish safe working procedures.

3. Being alert for laboratory hazards and eliminating
such as they arise.

4. Report laboratory accidents.

5. Develop a positive attitude toward accident prevention.

6. Train employees in the use of safe practices.
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POLICY NUMBER 91«901.00, cont,
POLICY SECTION: Laboratory Safety

Subject of Policy: General Safety Responsibility and Guidelines

7. Perform routine checks on operation of safety equipment.
8. Report safety hazards to the Bureau Chief or resolve the
hazard.
C. EMPLOYEE
1. Use safety equipment provided. ng
2. Follow safe laboratory practices. - O
3. Report all accidents and injuries. R\
4. Report hazards to supervisor. q52$
0\0
&
QKQQ*
AINCOHN
* \
§° E W
RO
o &0
> & O
) X QO
N <&
O
> & &
6’00
O S O
SN
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 31-902,00
POLICY SECTION: Laboratory Safety

Subject of Policy: Procedure for Reporting Accidents and
Injuries

Date Approved/Revised: June 25, 1991

All laboratory accidents and personal injuries thagé?bcur in the
Bureau should be reported within three working da o the Bureau
Chief or Deputy Bureau Chief using the Bureau’s * rt of Accident
or Injury" form. Any accident that involv ﬁpersonal injury,
regardless of how minor, or results in damage loss of relatively
expensive 1aboratory equlpmant must be »r rted. Examples of
personal injuries that need to be r ed are cuts, burns,
puncture wounds, eye injuries, falls, qé?étr ined muscles.

In case of personal injury, the emploi&fpntifb ify his supervisor
and immediately seek medical hel . The employee
should tell the physician or eme q» I ff, that the injury
is job related and that a wor tion claim is to be
filed. The employee mnust dent report with his
supervisor using the form deseglbgg§a o¥e) within three days of the
mishap.

Kg{a supervisor or the personnel
22/ ion on handling and reporting

O\/

representative for f
laboratory a001dent8§}

‘\\5(\@

Should questions arlseE e

\

Q‘OQ
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FORENSIC SERVICES POLICY MANUAL

POLICY MANUAL 91-903.00
POLICY SECTION: Laboratory Safety

Subject of Policy: Orientation of New Employees

Date Approved/Revised July 3, 1991

It shall be the respons1b111ty of the Deputy Bur Chief and
respective Regional Supervisor to ensure that al ew enmnployees
receive an orientation concerning laboratory saf procedures and

policies within the first week of employment his orientation
will include, but is not limited to, the folfaﬁlng topics.

O
.01 Method of reporting laboratory qﬁg}dents and types of
accidents to be. reported. %)
‘K

.02 Fire drill procedures.
.03 Safety practices pertaining ;gf%h ‘§§g;§2ular area of work.
.04 Eating, drinking, and sm&%fggxg§Ea

.05 Physical tour of labo OHs?b (:ﬁng with emphasis on those
areas of increased <t>

the Laboratory Safe an in the first month of employment.

New emplovees should Qépportunlty to review and sign
The manual should g 5 onvenient location so that it may

be referred to a
«:\* ¢

Q‘OQ
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FORENSIC SERVICES POLICY MANUAIL

POLICY NUMBER 91-904.00
POLICY SECTION: Laboratory Safety
Subject of Policy: Laboratory Visitors and Tours
Date Approved/ Revised: July 3, 1991
VISITORS
The laboratories are off limits to all except staffdﬁgmbers. Staff
must use discretion when showing visitors throu \the laboratory,
and are responsible for the health and safety Dyvisitors while on
the premises. 45
\0

TOUR GROUPS

.01 All tours are to be scheduled throgi&?théiﬁureau Chief, Deputy
Bureau Chief, or Regional Super re respon51ble for
the safety of tour partlclpanQE, hi RSSlte.

.02 All tours must be conducteQS%y §$§?5§§é ¢ staff member.
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 81-905,00
POLICY SECTION: Laboratory Safety

Subject of Policy: General Housekeeping

Date Approved/Revised: July 3, 1991

.01

.02

.03

.04

The individual employee 1is responsible for eaning all
spills, leaks, drips, etc. of reagents or cheg;cals, and any
broken glassware in the laboratory. Faulty on-functioning
equipment should be repaired or brought (bhe attention of a
supervisor so that the problem is remedi

*

It is the responsibility of the \bratory personnel to
prevent the exposure of others rosmve, toxic, or
tr

infectious agents by removing or'cs {% zing such, prior to
having any equipment washed. << C)

Biologically contaminated materials will be
decontaminated or dlsposed agsre éd.

Each criminalist is r n@ie @r keeping assigned work
areas clean.

SO «<</
N
6") Oo& \i(’
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 91-906.00
POLICY SECTION: Laboratory Safety

Subject of Policy: First Aid
Date Approved/Revised: July 3, 1991
9
.01 All forensic employees should have training.@n or know the
individuals in their respective facility tr d in first aidq,
CPR, and the Heimlich procedure. Eac employee should
be informed of this during his/her or tation. If this

.02

information changes, the supervisor w{}l inform the Bureau
staff.

Each laboratory will maintain éﬁrstﬁ?id kit for treating
minor injuries. All staff memb ow the location of
first aid kits and other safe@a eq

& 050
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FORENSIC SERVICES POLICY MANUAL

POLICY MANUAL 21-907.00
POLICY SECTION: Laboratory Safety

Subject of Policy: Protective Equipment and Apparel
Date Approved/Revised: July 3, 1991

LABORATORY COATS

Laboratory coats are worn to protect employees from chemical and
biological hazards. Laboratory coats help minimize e chance of
contamination by hazardous materials throughout th aboratory and
prevent the distribution of these materials outsk\ the laboratory

work areas. Ca$§

.01 Laboratory coats will be provided for all) laboratory employees
who are exposed to chemical or biolg al hazards.

.02 These coats are to be worn while rklﬂg\ln the laboratory.

.03 These coats are to be laundere ‘<£ <;6 ' and should in any
event be laundered regular (b Qb
N\
]QL Q

.04 Laboratory coats will no (> u§§§;e the laboratory, nor
will they ke worn in deiggna ign areas., Designated clean
areas incliude the n fee-break areas, library,
conference rooms, aé\ A&ffices.

PROTECTIVE EQUIPMENT ‘Q \&O '\

.05 Safety glas éﬁ?b e Rield and gloves will be provided and
worn whencg§ ty exists for developing splashes,
aerosols, ards detrimental to exposed skin and
face, ‘

.06 Safe buckets are available and should be used whenever
tr orting bottles of hazardous materials (acids, solvents,
ets, )

.07 Protective gloves and tongs will be used when handing
hazardous agents or hot solutions.

.08 Respirators appropriate for the task at hand should be worn
when working with substances such as dusts, aerosols, or
liquids which emit vapors, containing dangerous
microorganisms, carcinogens, or toxins.

Page 1 of 1



FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 91-908.00
POLICY SECTION: Laboratory Safety

Subject of Policy: Food, Beverages, and Smoking

Date Approved/Revised: July 9, 1991

.01

.02

.03

I04

.05

.06

Each laboratory supervisor shall designate a "clean" area
where food and beverages may be consumed. A clean area may

not include any of the following locations: %)
a. Bench areas where samples are analyze ,S\

b. Areas where chemicals are stored or d.

. Area where evidence is handled in dﬁy manher.

No food or drink is to be consumed §§;Btored outside of the

clean area. Food and drink s only be stored in
refrigerators de51gnated for t : p se, and never in
refrigerators containing labor b(ss or evidence.
Laboratory‘ glassware or e never be used for
preparing or storing food be
Employees should neve e r nk 1nterm1ttently' while
performing analyses. éS%% ould be removed and hands
washed before mov cn area to consume focd or
beverages. \

o &o
Smoking is no Q} ow <&?y State government owned building
or that portr<b~ ing leased by the State. :

No ev:.den& k&’\c‘%@ etc., shall be brought intc a clean

area.

Q‘OQ
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER ©21-909,00
POLICY SECTION: Laboratory Safety

Subject of Policy: Compressed Gases

Date Approved/Revised: July 9, 1991

.01

.02

.03

.04

.05

Cylinders of compressed gas must be secured at all times.

Valve safety covers must be in place when cylin s are not in

use or during movement by personnel, \SS)

The name of the cylinder contents must b arly visible and
attached to the cylinder. Color codlng not acceptable.
Cylinders should be transported by \hd truck or cart and
secured to these vehicles during m Q% Cylinders should
not be dragged or rolled by pers

Storage of cylinders Wlth t Cb atory should be

minimized. If gases are ab
ventilated, Storage of o
flammable gases. éé

e the room is well
will be separate from
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Subject of Policy:. Fire Safety and Control
Date of Approval/Revision: October 1, 1991
.01 Guidelines in case of fire: QD
A. Immediately extlngulsh the fire 1ﬁ can be
accomplished using fire extlngulsheriﬁ‘resent in the
laboratory. Be aware of possible uction of toxic
gases with certain extlngulsher t s, and always use
caution. Notify a supervisor whe@a fire occurs.
B. If someone catches fire, get dividual to drop to
the floor and roll, wrap 1 xé% blanket, or use a
safety shower or extlnguls ﬁ;ﬁn he fire out. call
for immediate medical and -inform the
supervisor.
P \\C)
cC. If a fire cannot be kS%‘ guished using existing
equipment, pull a QaarQ\ a m and exit the building.
.02 Exit Procedures: Q> é)
es: g\ R Q |
A. All person \ e é& he building 1mmed1ately upon
sounding %§§> Fire routes appear on diagrams
near mos 00
B. Close 511 qéS; w1ndows and turn off all lights upon
ex1€$§
dﬁ?sonnel must meet at a designated point away from the
ilding as soon as possible after exiting. Emergency
response personnel and supervisors should be immediately
notified of missing persons.
D. Remain at the outside assembly point until instructed

FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 91-910.00
POLICY SECTION: LABORATORY SAFETY

otherwise by a supervisor or emergency response
personnel,
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POLICY NUMBER 21-910.00, cont.
POLICY SECTION: Laboratory Safety

.03

.03

Fire extinguisher types:

Most laboratory extinguishers are multiclass types and can be
used on different types of fires. However, it is still

possible that some single class extinguishers exist within the
Bureau. Determine actual extinguisher type before attempting
to fight any fire. The following is a chart outlining fire
and extinguisher types.

9
0
TYPE OF FIRE EEE%SEUISHER TYPE
%)
paper, trash, etc. water, carbon dioxide,
‘()dry chemical, or foam
&
flammable liquids, gas, oils, <95 (gsrbon dioxide, foam,

etc. . Q , or dry chemical

N . G <<{
electrical fire or fires \\ \C§§p on or carbon dioxide

involving instruments avoid using dry

or computers chemical)
| \° o
Notifying emergen%ge? é§§?2§%prsonnel'
Whenever a medi , fire, etc. occurs that requires
specially tra‘\;}1 d ; laboratory personnel should
notify the telephone using the 911 emergency
number. F ructions of the 911 dispatcher and do
not han *ég unti to do so. ,
@Q

%
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER: 91-511,00
POLICY SECTION: Laboratory Safety

Subject of Policy: Flammable Storage/Structures and the
Storage of Concentrated Acids and Bases

Date of Approval/Revision: October 1, 1991

9

.01 Metal safety cans, speclflcally designed for‘ﬁxorage of
flammable liquids, are preferred conta1ners(¥or such.

.02 No more than 125 ml (one—fourth pint) ogbany flammable
solvent may be stored outside of a stordge cabinet. This

cabinet constitutes a designed str re approved for
storing such materials. Under no stances should
more than 50 gallons of flamm ds be stored
within the confines of the 1ab vents should
be stored on cpen well ventllqaed

né} ables must be
{@3 storage.

.04 Flammable storage teh (Ehch ag cabinets or
refrigerators must ed in high traffic areas

or where they preYS %§éa/€§§rom the facility should a

fire occur.

.05 Concentrate '\éﬁd. a@éi%ées will not be stored in the
E?iii 1

.03 A refrlgerator used t é%
explosion-proof and apprg?ed

same cabin e materials.

.06 Materia \xthat dégrade over time to more hazardous
(e. g.-—e hers concentrated peroxides),
be purchased in the smallest guantities needeq,
orage volumes should be kept to a minimum.
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER: 91-912.00
POLICY SECTION: Laboratory Safety

Subject of Policy: General Safety Guidelines
Date of Approval: October 1, 1991
.01 General Procedures

All personnel must wear a laboratory coat<§g£n performing
analyses,

Mouth pipetting is strictly forbidd&ﬁ

Discard chipped, cracked, or Qbroken glassware and
equipment. <>

When handling chemicals o (§g that are toxic and
easily absorbed through tﬁ’ protective gloves
and other protect:.on& vgt sure. Ensure that
all protective gear w breached when around
such material. \ §§

Safety glasses at all times when working
with hazardou Prescrlptlon glasses, which
are not of th $§5 . are not acceptable. Contact
lenses pos hazard and cannot be worn by
personne Yy goggles or face shield.

When w qéhltak vidence keep hands away from face.
Ensure ive clothing is worn when working with

evi ce a@?f%ay be bilologically contaminated or
h rdous; espeécially if the handler has cuts, etc. that
offer a route of entry for such material.

(L<2 Keep the laboratory work areas as clean and neat as

possible. Be considerate of other personnel who may have
to work in common analysis areas.
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POLICY NUMBER: 91-912.00, cont,
POLICY SECTION: Laboratory Safety

Reagents

Minor injuries (e.g.--cuts, burns, etc.) requiring first
aid will be administered to immediately. Remember to
report any such accident when it occurs.

Do not use laboratory apparatus for food serving or
preparation,

Discard contents of materials that areqéﬁhlabeled or
unknown should the identification be un ble. Every
effort should be used to ascertain the ss of material
to be discarded, since proper conta%§$9 t at disposal is

\é@

, important.

and Chemicals

A.

D.

Label all reagent containeﬁggaléﬁgﬁg and concentration
of material, date prep plratlon date if

t
appropriate. The ini x‘t leldual preparing
such reagents should d on the label.

Use a chemical QS; h ﬁ:preparlng or working with

materials that ﬁi)l produce hazardous fumes.

Materials that dggé?x dous dusts or aerosols should
in AN

also be use riate hoods when wusing or

preparing. ‘Q \\'O
Never tes?)m y tasting.

Hazard qﬁgzty procedures associated with any
ch al are tained in Material Safety Data Sheets.
The, laborator maintains current MSDS files on all

emicals used and stored in the respective laboratory.

<2{~ mployees should consult such information prior to

handling unfamiliar materials or if they have questions
about how the compound is being used in the laboratory.
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POLICY NUMBER: 91-912.00, cont,
POLICY SECTION: Laboratory Safety

E. Many compounds used in the Bureau are known or suspected
carcinogens., These materials will be labeled with
appropriate notification on all such containers.

F. When smelling a chemical or reaction, use caution and
waft fumes to the nose. Never inhale directly over the
chemical or reaction.

Reagent Cleanup ng

Spills pose a significant hazard to the he \h of personnel.
Caution must be taken in cleanup to pr all concerned.
For chemical spills, proper and effegéhve equipment and
protection must be provided. Store saﬁéby response equipment
away from chemical and reagent stor areas. Periodically
check this equipment to ensure it £ s properly and that
an adequate supply is on hand. ggégédures listed below
are mainly concerned with clean Aﬁpemical spills but
should be considered appllcabkg é;& q%hanup.

A, ACIDS. Cover the cong§§1n q%%a with a neutralizing
compound such as ate or soda-ash and
slaked lime mixt r a Splll plllow When

using the neutra |QD nds it is possible to mix
‘with water and €5§ a 1urry After application to

the spill it | scoop up the mixture and wash
down the singu cess of water.
\solids should be swept up, diluted
utralized with 6M HCl1 in a large
plasti { After this process is completed the
s0 on may §? ashed down the sink using an excess of
W r. Solutidns can be neutralized with acid and mopped
, or absorbed with a spill pillow. Again the mixed
{solution may be discarded down the drain using an excess
<2 of water. Care should be taken when adding acids to
strongly basic solutions as a strong exothermic reaction

could occur, resulting in these materials contacting the
individual.
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POLIC? NUMBER: 91-912.00, cont.
POLICY SECTION: Laboratory Safety

c. FLAMMABLES AND COMBUSTIBLES. Eliminate all sources of
ignition and heat that exist nearby. Cleanup should
follow recommended procedures for the compound in
gquestion,

D. GASES. Keep concentration of gas below the explosive

range using forced ventilation. If a compressed gas tank
is the problem, remove the tank to an open rea. Forced

ventilation of the contaminated should be
undertaken. Ensure that any tank move ﬁgbls conducted
using safe practices as described where in this
document.

"o

Hearing protection may be requiredCaround tanks that are
discharging from high pressu . Tanks that are
determined to be defective ose a hazard mnmust

immediately be returned to Hﬁ% sg?g ier.

J

sewage system 1local
usly be contacted to
e such activity and how
Quantities too large to
e one of the following as

Whenever discharging any c Q§?Qal
water control boards shou <§}p
determine if it is p0531b

much can be flushed i é"

discharge into a syst m

action.
"O\QJ
A. Absorb the 25@91 é& © and inert carrier or place

compound er, after which the compound is
evapora fume hood,. The carrier may be
burnad*@ i of in an acceptable manner after

remova @ e ard.

B. Ahéﬁrb materlg?|onto an inert carrier or absorbent, seal
: a proper container, and dispose of all materials in a
(wWay that is in compliance with public health procedures.

<2 Questions regarding this, may be addressed to the local
Health District Environmental Services Group.Material
Safety Data Sheets provide information regarding cleanup
and safety associated with compounds. This reference is
a good source of information concerning this and other
topics related to the material in question.
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FORENSIC SERVICES POLICY MANUAL

POCLICY NUMBER 91-213.00
POLICY SECTION: Laboratory Safety

Subject of Policy: Chemical Fume Hoods
Date of Approval: October 1, 1991
.01 Hood face air velocity (also called capture velocity) for

.02

.03

.03

fume hoods in the respective laboratories shoul et the

criteria listed below: \SS)
A. 100 ft*/min/ft? of hood opening 'Qg‘recommended for
nuisance odors, corrosive materia moderately toxic

materials, and trace gquantities qsbradionuclides.

B. 150 ft¥/min/ft? of hood openin Q§; recommended for highly
toxic materials and low maxiné per@. sible concentration

(MPC) radionuclides, Q C)
Air velocity measurements aqu acing the velometer
inside the hood and lowe;§n until adequate air

movement is reached,

required to reach the
above criteria shoul bee zgé) on each hood. These
h

- recommendations are q@,ed }ro e American Conference of
Governmental Industgiea ﬂleeﬁ{éts.

xS
Air velocity meeQ% t r a hood are taken using a
velometer that ﬁgioa dé%e calibrated and working properly.
Any laborat :N@)eq that routinely remains in a hood
. should be Qé%se time any measurements are taken to
ensure meet g\é) requirements.
Q Q
Laboraﬁé&y ventilation systems should compensate for air
move s by exhausting hoods. Air flow and pressure should
al be such that an environment outside of a laboratory

wo area is greater than the air pressure within the work
area. ‘

Fume hoods should be kept as clean and uncluttered as possible

to ensure airflow reqguirements and provide an adequate working
area.
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FORENSIC SERVICES POLICY MANUAL
POLICY NUMBER 91-914.00
POLICY SECTION: Laboratory Safety
Subject of Policy: Evidence Handling

Date of Approval: OCctober 1, 1991

and others should be kept to a minimum, The followi guidelines
should be followed to ensure individuals are xéb exposed to
hazards.

The exposure of laboratory personnel, police and cou;t personnel,

_ . %)
.01 Biological Hazards Qb

A, Stained material will be su‘agited in appropriately
prackaged and secured contalneqa

improper packaglng or agb aking container,
ne proper handling.

c. Never reuse contal qg}szf§§§;g material that have

been contaminated

B. If evidence 1is submltte a@%&m a risk due to
e

consult trained perso

will not be evidence reception area.

E. Evidence é§§? ig§ f%? laboratory work areas mnust be

D. Hazardous mategip §§g§>ev nce that poses a health risk

perio d with hypochlorlte, Amphyl, or a

10% b%ﬁ? l n. If the area is known to be

cont st immediately be sanitized using any
above erials.

.02 DrugcﬁQldence

1\<2 Treat all drug evidence as if it contains hazardous or
toxic material.

B. Avoid skin contact with drug samples and avoid breathing
dust produced when working with the evidence.
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POLICY NUMBER: 91-915.00, cont.
POLICY SECTION: Laboratory Safety

.03

.04

C.

Use caution when opening evidence packaging. Be aware of
hazards such as syringes, broken glass, etc. Do not
blindly remove evidence from its packaging. '

Firearm Evidence

A, Firearms submitted to the laboratory must always be
checked and rendered safe before acceggghg such for
analysis, Check to ensure that no ammuni®ion is present
in the chambex, magazine, or cyli , as well as
checking to ensure that the firear not cocked for
discharge. Firearm evidence receiv by UPS or the Mail
should be opened and checked 1mmeébately

Transportation of Evidence <g§>

A. Transportation of ev1denc 3:)<g mployees shall be

onally taken into

avoided except where 1tggs
custody at a crime sce nce should never be

transported or carrle er , elther from scenes
or to court. The o q9 <i§> to this would be small
guantities products seized at
clandestine labqgg Exceptions to this
guideline mus yzgi head with the Bureau Chief.

oo«
RN
E}(bo(\\i(’
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER: 91-915,00
POLICY SECTION: Laboratory Safety

Subject of Policy: Biological Hazard Safety

Date of Approval: October 1, 1991

.01

.02

I03

.04

.05

Avold creating aerosols when opening containers_,.which may be

under positive pressure. Open containers slo and ensure
that the opening is not directed toward p nnel. Avoid
forceful expulsion of fluids from plpettes. ever completely

£fill centrifuge containers, and ensure % such are capped
during this process so no material conta nates equipment or

personnel.
6
Wear protective garments and gloves @Fen .%)rking with material
or evidence of this type. Co r use of disposable
garments when the likelihood of gj;h tﬁpn is great during
e rments are not to

manipulation of material. Pg? qb
enter areas outside of they or
have been involved in pr

Wash hands after remov1n gar

rk areas once they
vidence or material.
whenever contamination

;s suspected. \\
. Disposable garment gsbd materials, or disposable
laboratery equlp i nlpulatlng biological hazards

must be placed 1 receptacle and rendered safe as

required by 106 hésx\: delines.

Laboratory gg; st be disinfected, using 10% bleach,

after ma ﬁihg azard materials. This same solution

can be u@?%?to dlsi:) ct equipment or material that has become

exPOS%SZtO biologicals. Laboratory apparatus (e.g.--test tube

rack tc.) should also be processed through a washing
ically.

Consult trained biological hazard personnel if questions or
problems arise with this type of material.
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER: 91-916.00
POLICY SECTION: Laboratory Safety

Subject of Policy: Electrical Safety

Date of Approval: October 1, 1991

001

.02

.03

.04

.05

I06

Avoid use of extension cords whenever possible._. If one must
be used ensure it is adequate to meet the elec al load and
withstand mechanical stresses to which it m3§gbe subjected.

Never overload a power outlet, Thi Qépplies to surge
suppressor strips as well, to ensure é;ﬁt loads placed on
these do not exceed the load placed onébhe room outlet.

Laboratory equipment and apparatus Qé&uiﬁgng three pronged or
grounded outlets must be used h . No attempt to
mechanically alter the equipmeﬁg ogjge ice cord is to be
undertaken by laboratory personpnel. ory equipment with
damaged or defective powqx1 outlets that are
inoperative or damaged ™ ported to building

congg,
st e Q%?e
maintenance personnel fQ rq@rc}@ or to being used for
WA

service.

Power cords must b Eg??%wdi)from traffic areas.

Circuit breakersq§21k\m é§ lled with the location or item
serviced. Equiphent\'must/be labelled with the number or
location of hgsbr er(é}&ch protects it so that power can be
turned off Ef) i

A surge«' ppresso€§§%ould be used on all equipment where

possi%ﬁ@.

QP
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FORENSIC SERVICES POLICY MANUAL
POLICY NUMBER 91-917.00
POLICY SECTION: Laboratory Safety

Subject of Policy: Instrumental Hazard and Safety

Date of Approval: October 1, 1991

Laboratory equipment and instrumentation possess mechanical and
electrical hazards. Hazards include extreme temp tures, high
voltage, high pressures, open flames, etc. Com sense often
dictates how to avoid such hazards but the fo ing guidelines

should also be observed. CESD

A. Oonly individuals trained on thé& use of laboratory
equipment will be allowed to op te such.

B. Where the potential for %;;gerggﬂ shock exists an
insulating floor mat is re@ &

C. Long hair and loose flt ust be secured when
a safety risk 1nvolv1 §§p sent.

Special equipment precautli%g \(\ O
A. Electrophore%ggy %§$Eh
. f must be installed on all
tanks to eliminate hazards from
qé$ ks,
2. {S,ll e egégzcal terminals must be shielded and

wiring c ot be exposed.

{SQ. Power supplies must be located near tanks so as to
<2 reduce the possibility of shock.

4, Ground fault interrupters must be installed with
electrophoresis equipment when possible.
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POLICY NUMBER:
POLICY SECTION:

91-91%.00, cont.
Laboratory Safety

B. Laser sources

1.

2.

Follow manufacturer’s instructions regarding proper
operation of such equipment.

Wear proper eye protection when operating or
working with a laser source. Avoid directly
looking at a laser source or any terial that
could reflect the laser beam. %)

be

N
%Q
O
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 91-918,00
POLICY SECTION: TLaboratory Safety
Subiject of Policy: Firearms Handling and Test-Firing

Date of Approval: October 1, 1991

General Safety Procedures

9

.01 All firearms being submitted or handled wi@gbe given an
inspection to ensure that the weapon is un ed and safe.

.02 No firearms will be loaded in the laboratgé& except in defined
firing areas.

2
.03 Handle all firearms as if it they arq§ko‘g$d and follow safety
practices that assume such.
.04 When doubt exists as to a f£f4 ‘Ailty to discharge
safely, then a remote firi v1g§ be deployed.

problems that arise with a firearm to the

.05 Report unsafe flrearm,han C% iﬁfé(ﬂischarge practices, or
proper supervisor. é)

.06 Personnel who ha éé% é§§ Azgps will be instructed, by a
quallfled 1nstrq§éb oper and safe practlces for

handli 1ng weapo&% O\/

Test-Firing Safsgﬁ 0(\ Q)

When te&g flrlng a weapon, a second laboratory analyst or
supe or must be present. This second person will act as an
ob er and be present to render aid should a problem arise.

.02 Personnel present during the discharge of a weapon must wear
safety glasses and ear protection.

.03 Check the bore and chamber area of weapons for obstructions
prior to loading.

.04 Firearms are to be loaded only in designated areas. Never
carry loaded firearms between testing areas and the
laboratory.
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POLICY NUMBER: 91-920,00, cont.
POLICY SECTION: Laboratory Safety

.05

.06

.07

.08

Forensic staff should be the only personnel present in the
test-firing area and are the only personnel who may use the
bullet trap apparatus.

Examiners conducting test-fires have control of the firing
area when such testing is being undertaken. Personnel who are
present in the facility during firing, should remain behind
the firearm’s operator. Personnel present i “he facility
during firing should always be kept to a min{ég%.

The firing area, and personnel routine#g?hsing or who are
present within the firing facility, will tested yearly for
lead levels. If prolonged firing ocqus over a relatively
short time period, it will be at the @iscretion of firearm’s
personnel as to whether more frequen€§énv‘ronmental testing is
undertaken, both to the facility e iners.,

commencement of firing in as to alert all

Prior to discharging a weapon gaggﬁ;hdié;\must announce the
Qég% r
personnel present. 0\ (Q
QL P

AN
O O A
Q \\<</
> QO
\6 OO \2
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