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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 81-100.00
POLICY SECTION: Administration

Subject of Policy: Mission of the Bureau of Forensic Services

~

Date Approved/Revised: January 5, 1994

Expanded Definition: 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 cost effective services in the specialties of:. controlled
substance ana1y31s, 2) serology, 3) trace analysi \& d microscopy,
4) toxicology, 5) firearms/toclmarks, 6) DNA ang%fﬁls, and 7) crime

scene agssistance. O
N

©

The Bureau will maintain an open and honeQ§>rQéftionship with all
parties of the judicial system. As su32€§ee g are provided to
the public defender as well as the pro uK:; alysts will make
every effort to provide timely and rts.

@

Personnel within the Bureau wial mgke ery effort to foster
gupport and trust among fel Sl management, and user
agencies. It 1is 1mporQ%§@>\§§§ employees emphasize a

dedication to excellence when working for the pecple

of Idaho. 6(50 \\' Q/
‘\ \5(\ %O

Concise Defini é*§\ The m(éslon of the Bureau of Forensic Services

is to provxde lity and impartial scientific analysis, testimony,
crime sce estlgatlon, education, and research to the criminal

justice sy tem




FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 91-101.00 ,
POLICY SECTION: Administration

Subject of Policy: Organization of the Bureau

Date Approved/Revised: March 12, 1997

.01 ORCANIZATIONAL CHART - The Bureau of Forensic Services is

organized according to the following chart. <
Ny
=2
DIST 1 LABORATORY DIST 3 LABORATORY \g)DIST 5 LABORATORY
(Coeur d'Alene} (Meridian) Q (Pocatello)
Q
. . (éD OQ L
(1) Supervising (1) Bureau Chi C) Supervising
Criminalist é Criminalist
(1) Deput Q/
(2) Evidence Chl@ \)§ Evidence
Technicians Technicians

,58;?@
{3} Criminalists @n&ns {(3) Criminalists
\6(0((&)0 alists
ZQ@) Assistants
@ >

Q‘OQ
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POLICY NUMBER 91-101.,00, cont.
POLICY SECTION: Administration

Subject of Policy:

.02

Organization of the Bureau

The counties within the respective laboratory service areas

are:

DIST 1

Benewah
Bonnexr
Boundary
Clearwater
Idaho
Kootenai
Latah
Lewis

Nez Perce
Shoshone

DIST 3

Ada
Adams
Blaine
Boise
Camas
Canyon
Elmore
Gem
Gooding
Jerome
Lincoln
Owyhee
Payette
Twin

Page 2 of 3

&
Washis’i@%io
A\

e

O

DIST S

Bannock

Bear Lake

Bingham
eville

‘\Gut te

Caribou
Cassia
Clark
Custer
Franklin
Fremont
Jefferson
Lemhi
Madison
Minidoka
Oneida
Power
Teton



POLICY NUMBER 91-101.00, cont.
POLICY SECTION: Administration

Subject of Policy: Organization of the Bureau

.03

.04

CHAIN OF COMMAND - The Chain of Command requires 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 improper conduct or
action by a supervisor.

When information is requested by individuals &t any level,
from Bureau personnel, the request will be h red. Fallure
to do so will result in diseiplinary aCth%a

Regional supervisors are responsible, r informing staff
members of the proper procedures amgs appropriate action
regarding Bureau communications.

The Deputy Bureau Chief has aut @§%m§psurate with the
Bureau Chief and acts in the Beg au capacity during
his absence.

RANKS AND TITLES - Bureau Qgc@ es, and the chain of
command are as follows:

BUREAU CHIEF (1) 6

DEPUTY BUREAU CH\(&
(\ <</

6\ EVIDENCE TECHNICIANS (6)
QK SECRETARY (1)

LABORATORY ASSISTANTS (2)

Page 3 of 3
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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 evidence in a

manner which preserves its integrity. If evidence is received

sealed, the need for an evidence technician in court &jceedlngs is
8

minimized. It is essential to document the chain Q

tody on all

evidence received.

.01

.02

.03

.04

Q\
Whenever possible, all evidence shomhiép received by an
evidence technician,

o (\ |
Ingpect all evidence seals. A pro gb EfS§iﬁ one which cannot
be opened w1thout vigible dlsr§§ Q) ically tape or a
heat seal, "overwritten with é; qgg titutes a proper
seal.

Barring unusual circumst g%h q§; ealed evidence that is
delivered in person mus d:py the submitting party.

criminalist assigned ould either seal the ev1dence

When unsealed evidaﬁ?g personally submitted, the
Sg? technician or take immediate

in the presence
possession S?v . If the criminalist is
unavailable, t &}ev chnlclan should seal the evidence
and notify a h}) The evidence recelpt shall reflect

condition o nsea edQ5 dence when received in such a manner
from a co n carri

Toxico and blood alcohol kits that are submitted unsealed,
wil properly sealed by an evidence technician and this
infofmation noted on the receipt.

Page 1 of 2



POLICY NUMBER 91-151.00, cont.
POLICY SECTION: Evidence Handling

Subject of Policy: Receiving of Evidence

.05

.06

.07

.08

.09

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.: :

9

All evidence items shall be marked with a case.eg%ber and when
applicable, an item number. The item number.ﬁy determined by
counting the total number of items submitt and designating
the individual item as 1 of __+ 2 0f __, . If evidence is
an addition to a case previously submitted, use the original
case number with an alphabetical suffixyNe.g.--#17325 A, 1 of

.+ 2 0f _, etc.)

, , , \Q g*
Information about the ev1dence,%§:l¢j?
will be transferred to the logQﬁ . ad
also be documented on all evi@g cquen '

N
Unless the submitted eviagn exgéq special handling or
storage {(i.e.--refrigerati Q§g e&é}ng), it will be place in
(

i

chain of custody,
f custody should
ers.

r
the evidence vault unti egh cked t for analysis. Evidence
requiring special a S:}.——clandestine laboratory
samples, physiolog%g }f?y etc.,) Shall be handled as
required. XS
> QO
&C$>'<§§3 CSV'
SN
& 70

Q@
Q¥
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 91-152.00
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. qgestructive
analysis of evidence should consume as little of, He sample as
possible with notification of proper personnel i é%is cannot be
accomplished. %)

must sign the logbook. When the ana t retrieves evidence
from a refrigerator or freezer, i&?, be noted in the
logbook (e.g.--from freezer). e ood samples for

alcohol or toxicological analya?; nee <g§§lma logged asg to

.01 To document transfer of evidence and loc'é?on, the criminalist
égo

location within the laboratorydy <§a
NN
.02 Evidence should not be tr qzﬁer€§§' een evidence technician
and analyst unless it i al dence (except controlled

substance material) mafabe~§gks€8' rom one analyst to another

for purposes of ana\k‘@is&\o A
- o 8P ey

.03 Ewvidence which €§aa value (e.g.--drugs, weapons,
etc.) must beo‘\stg?ﬁ Qp such a way that only a single
criminaligt g@\any %s§abe technician has access to it at any
given timeq}

R

.05 Eviden%ismust be resealed prior to being returned to the vault

or an evidence technician.

.06 Analysts should use as little sample as possible. If the
analyst must use more than half of any sample, an attempt
should be made to notify the prosecutor or the officer. The
fact that a sample was totally consumed should be noted in any
report. Congervation of evidence is the primary goal whenever
destructive testing is involved.

Page 1 of 2



POLICY NUMBER 91-152,00, cont.
POLICY SECTION: Evidence Handling

Subject of Policy: Handling of Evidence in the Laboratory

.07

.08

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 analyst and supervisor will
review such a request, and) the submitting agency or
prosecutor (will be apprised of this need prior tqg should be
consulted before forwarding such evidence. An Ceonsultation
regarding transfer of evidence must be docu@eﬁted.

Evidence returned to the evidence technicié%fbfor placement in
the evidence wvault after analysis, é}, ld be handled in
reverse of .01 above. Q '
0\6 Qﬁ
P
@ X Q/é
N

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 responsibility for 1t'0®

or.

.02

.03

.04

All evidence will be returned to the submw%iég party through
either the U.8. Postal Service, United Pateel Service, or a

representative or designee of the sgubnp ting agency. Any
returned acknowledgement of dellve &LCE(S) are to be
placed in case files. Q

Evidence returned to an agency @ 1 is recorded on
proper receipts or logbooks k oratory

Chain of custody informi?on 6@0rded on any evidence

containers and in the 1{@ ol% Q

Evidence may be re @ase@\:c&g{ party designated by the
prosecutor, once he case has been transferred.
Evidence may be )sé ny party named in a valid court
order When released to persons outside the
submitting Cy, v&ten release must be received by this
Bureau and lS notice st be retained in the laboratory case

files
S

Page 1 of 1




FORENSIC SERVICES POLICY MANUAL

POLICY MANUAL S1-154.00
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 hat loss or
contamination and/or cross-transfer does not occbﬁ and thereby
diminish the value of the evidence or its analysz.gx

.01 All items should remain ungealed for % short a time as

possible. Temporary closures (paper'\gﬂ.ips, clamps, etc.)
should be used to minimize losgs an%{% contamination while

evidence is open.

.02 Trace ev1dence must be prese @ paper ghould be
- placed under any items th.c tial trace evidence
(e.g.--hairs or fibers) . 1cal, this collection
paper can be used as a wr % bsequent handling of the
item. Evidence containi & and known samples shall be
opened and sealed 1% ner as to prevent cross-

transfer or contam\a@tu{\iwﬁ% the preparation for and the
actual analysa.s (\
O \/

.03 If a portion é }BQ fgls removed for testing, that sample
o &

shall be ma;&ed d in a marked container.
\

.04 Any ite&&requiring special storage conditions toc maximize its
evid ary value shall be maintained in those preferred
conditions to the maximum extent possible (e.g.--arson
evidence in closed containers, bloodstains cold and dry,
etc.) .

Page 1 of 1



- FORENSIC SERVICES POLICY MANUAL

POLICY MANUAL 91-201.00
POLICY SECTION: Laboratory Security

Subject of Policy: Locks and Key Distribution; Access to the

Contreolled Substances Cabinet

Date Approved/Revised: June 7, 1991

.01

.02

.03

.04

All ingress/egress points to the laboratory will have proper
locks. They must be locked at all times when mgt under the
direct supervision of a staff member. Keys these locks
will be limited to authorized personnel and ecord of their
distribution will be kept by the laborat@%gbsupervisor.

The laboratory will be secured duri@ovacant hours by an
intrusion alarm. Actuator codes t <§btivate/deactivaté the
alarm will be limited to authorized&er @ 1 only and records
of their distribution will be ke b ss; reau Chief.

. (')@ N
(Meridian guideline only). §r1e@§§. @ dence vault must be
mQ\ b ét

locked at all times when Ql ory employees are not
present within the labox ry\Q s to the evidence vault
will be limited to a 1defige nician, or BFS personnel
only, when accompanie?;ﬁbyo\\gi Q} ence technician.

S

O S A
(Pocatello & Coe\-&‘é\'@xe\&deline only). The vault must be
t hine

locked at alls\ ziﬁg rime laboratory employees are not
present withi®@ tk@ atory. Individual lockers must be

secured du these iods as well. Keys to lockers will be
limited & authorized personnel and records of their
distri on will be maintained by the supervigor.

<

(Applies only to laboratories having separate rooms with
locks) . The individual rooms in the laboratory will be
equipped with proper locks. These will not normally be
locked; however, unusual situations may require that one or
more of the rooms be locked to control internal traffic to
these areas. Keys to the individual rooms will be limited to
authorized personnel and records of their distribution will be
kept by the laboratory supervisor.

Page 1 of 2



POLICY NUMBER: 91-201.00, cont.
POLICY SECTION: Laboratory Security

Subject of Policy: Locks and Key Distribution; Access to the

.05

.06

.07

.08

Controlled Substances Cabinet

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

manager.
' )

(Meridian guideline only). The Bureau su y for bulk

quantities of controlled substances will be s ed in the high

security cabinet (primary standards cabinetd) located in the

main evidence vault. The primary stand S cabinet will be
secured with double 1locks of dlffezgn keys. Separate
authorized personnel will malntaln ne of the keys to
this storage area, and access wi both individuals
holding the complimentary keys. %k e locks will be

limited to authorize personnelc)gnd é\,re@ will be kept by
the laboratory manager.

Each laboratory retain Qba small amounts of
controlled substanceséiégied 1 securlty drug standards
cabinet (secondary st 1 This cabinet will be
located in an areag&@les@~ 1 all crlmlnallsts
>

(Meridian guid \sk Dupllcate keys are retained for
emergency use Ghl duplicate keys will be secured in
a storage a haV1n double-key locking system. Separate

'authoriz%i ersonnel will maintain only one of the keys to

this sagy ge area, and access will require two individuals
holdi complimentary keys.

Page 2 of 2



FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 91-202.00
POLICY SECTION: Laboratory Security

Subject of Policy: Use of Primary Standards (Meridian 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

9
Two designated criminalists, holding separate ys, are the
only personnel with access to the primary s wiards cabinet.

Prior to removing any drug standard fro c?%s container, the
criminalist obtains a container gross w@}ght for entry on the
respective primary standard inventory r After removal of
the portion of standard needed, @§ £i gross weight is
obtained and entered on this same S&veﬁépr¥égbrm. Final gross
weights must be verified by a seﬁ%n rzzl who then initials

this inventory form. QO (0\5

Primary standard contal rned to this sgtandards
cabinet and the logsh a signed and dated by both

9
parties. Individual 5 iﬁ;% y forms are completed by the

criminaligt and m welghts, the date, and the

intended use of eg} portlon of the standard. Aall
primary 1nventq§ &gﬁ ln in the custody of the evidence
technician.

Inventori Gb of the prlmary standards will be conducted
annuallﬁg) Procedures for conducting inventories are provided
elsew in this document.

Page 1 of 1




-FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 91-203.00
POLICY SECTION: Laboratory Security

Subject of Policy: Use of Secondary Standards

Date Approved/Revised: September 26, 1994

The secondary standards cabinet is intended for storage of small
amounts of controlled substances. With the exception d; marihuana,
which will be limited to fifty grams, Schedule I an@b I drugs will
be limited to 300 milligrams. All other controllégi ubstances will
be limited to one gram or five tablets/capsules e procedure for
obtaining secondary standards is as follows: (D

'\

.01 An inventory sheet is created when dxug is added to the
secondary standards of the respec tory. This sheet
reflects the .drug name, source, ate(b ‘géi and the initial
gross weilght.

.02 All amounts of a secondary &%unggﬁut§Eﬁ for any analysis must
be recorded.

.03 Inventories and files gﬁ s d%§§>standards will be inspected
annually by audltl

N O O

Page 1 of 1



FORENSIC SERVICES PQOLICY MANUAL

POLICY NUMBER 91-204.00
POLICY SECTION: Laboratory Security

Subject of Policy: Laboratory Visitors

Date Approved/Reviesed: June 11, 1991

Persons entering the area of the laboratory where evidence is being
analyzed and who are not employees of the Bureau Cgf Forensic
Services must sign the visitors logbook and be ac panied by a
staff member. The logbook entry should reflect \é staff member
accompanying the guest, the date, times of arq@%& and departure,
and the reason for the visit.

O

Page 1 of 1



FORENSICS SERVICES POLICY MANUAL

POLICY NUMBER $91-205.00
POLICY SECTION: Laboratory Security

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

All persons employéd,by the Bureau of Forensic Sexvices must
undergo a background security check and will be reqqﬁ@éd to. take a
polygraph examination administered by CIB persoanf.

&°
“Sb
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 891-301.,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 qégé should be
extensive enough to enable an independent examine n the field to
determine how testing and observations chonducted An
independent examiner should be able to reco Eiuct the reasoning
that formulated any opinions stated in the é}port

-01  The notes should contain an a at @fﬁf‘.‘rlptlon of the
evidence container, the ev1dence he C on of seals, and

date the evidence was opened. t weight/count and
the reserve weight/count or ?ﬁéu rial consumed, when
evidence consists of contﬁa EEhnces, will appear in
reports and file notes. ()

.02 Case generated gréﬁhs fégg nd printouts, or
reproductionsg of s in in the case file,

.03  Tests or obse ong, 5 d be clearly stated in the notes
for each case() alyses such as marihuana, require
observatio hat co be fitted to a simple form. Results

or observa@tons can bé documented by drawing diagrams (e.g.-~
microcr alline tests) or making photocopies (e.g.--TLC
plat Results can also be documented with photographs
(e.g. ~—electrophore81s plates).

.04 All notes and supporting documents must have the case number
and analyst's initials present.,

+05 The original notes, the final report copy, evidence receipts,
any police reports provided, and other documents generated
while a case is being processed in the laboratory should be
stored together in the laboratory case file.
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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 S%gbld express
strengths and weaknesses of the analysis. O '
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FORENSIC SERVICES POLICY MANUAL

PCLICY NUMBER: 97-302.00 ‘
POLICY SECTION: Casework Documentation

Subject of Policy: Casework Review
Date Approved/Revised: March 4, 1997

Guiding principle: Casework review has three roles. The first is
Lo ensure that opinions expressed in the report are justified by
the analysis performed. The second is to ensure that reports
issued by this Bureau are edltorlally correct. The.third is to
ensure that the analyst is following casework Qgécumentatlon
guidelines and policies which have been establlsh '

.01 An adequate description of the ev1de packaging, and
condition of seals should be pregsent in case files and/or
reports. A reviewer must ensure that t detalls of tests and
observations are described in the otes Photocopies,
drawings, instrument readouts, tographs that are
generated during the course of an be present in the
file. Controlled substance uld include the
schedule of any compounds ldemzﬂle\ < e schedule is not
ambiguous.

o™ Q

.02 Evidence of peer review sﬁz ld Qﬁ ched to, or present in
the case file. Peer rev neg ld contain the initials
of the reviewer and t te ast 20% of all drug cases
and toxicology case cular analyst, and 100% of
all other cases muﬁa é%bhé?%ally reviewed annually.

Definitions (frqﬁaﬁ %§éﬁﬁ? 7 ASCLD/LAB manual glossary.):

having expertise in a apecific

1. Peer: é:?}v
funct%sgal ned through documented training and
=3

€§2 review: The review of casework for technical
rrectness.

. Technical review: Review of bench notes, data, and other

documents which form the basis for a Bcientific
conclusion,
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POLICY NUMBER 97-302.00, cont.

POLICY SECTION: Casework Documentation

Subject of Policy: Casework Review

.03

.04

.05

.06

All reports issued by the Bureau of Forensic Services must be
administratively reviewed.

Definition (from January 1997 ASCLD/LAB manual glossary):

Administrative review: a procedure used to check for
consistency with laboratory policy and for editorial
correctness. This review may be performedqgé the author
of the report or other personnel. ‘63

~\
Case reviews should be done prior to the ﬁgﬁé the report goes
out, or at the earliest convenience of’é} reviewer,

When errors or omissions in casewor&ﬁé%e noted, the analyst
has the obligation to ensure that an correct report does not
leave the laboratory or is r rn?&% o laboratory and

corrected if the report has alre 1 lab. The analyst
should document to the reviewe the errors were
corrected. Minor errors of pﬁé@edwzﬁ only be brought to
the attention of the analy O A.Q@ha should be made aware
of continual, frequent, o seri@hs ors.

\\
Reports should be revii’t&sd@ %\t}@@lboratory manager whenever

possible. Qb (%)
© O &
NK?2
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 91-303.00
POLICY SECTION: Casework Documentatiocn

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

jecpardize an investigation or place the life of an i tigator in
danger. .
ge | A\O
.01 When giving laboratory results to telepho allers, extreme
caution must be exercised. If the cal@r is authorized to
receive the results, then the followi\@ guidelines must be
adhered: S <g§

.02

.03

.04

a. If the .voice of the calleg( zsC)re@nized, then the
results may be given out, (')@ @ &

b. If a caller's voice JQ um@m Q, politely break the
conversation and rest@a:n e 1l using a phone number

known to belong e employing the individual.
"t%\ \\@ n¢y employing

The written or ver y be released to any employee

of the submittin &éen FS personnel have discerned the
receiver is an %bp ga % that agency.

Results may’kz‘A glven Qhe prosecutor or his/her staff if the

evidence submitted by a law enforcement officer from a
respect&;rosecutor s jurisdiction. Suitable precautions,
as liQed above, should be taken to ensure the identity of the
prosecutor or staff member.

Reports regarding eV1dence submitted by the public defender in
a criminal proceeding may be released to the defense attorney
or his client. The public defender must obtain a court order
if any reports are to be provided only to his office or

client.
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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 cne of the following:

9
a. Written permission of the prosecutor or(ége submitting
i R
party. If wverbal permission was enn to release
results, the laboratory must confirm&éié permigsion.

b. An appropriate discovery reques{s
\6
c. An approprlate court order <Q

than the submitting agency o S in the case. fThis
will be done only on t uthorization of the

Occagionally a report needs tqﬁge to a party other
;féa

submitting party. WhemQ% r releaged to an agency
other than that assoc %; case a supervisor must be
consulted prior to %S ) <%yy guch action.

The criminalist>®as (kh <8511gatlon to discuss his/her
findings, inte p et clu81ons and state the strengths
and weaknesseEDC) Cé& examination on evidence with the

prosecutori?ﬁd the débense attorney. [The analyst should not

discuss eg%aminatlon with an attorney until asuch hag
demons ed that he/she iz entitled to the results or that
the égiérnev has obtained the results through legitimate means
ag discussed above. A supervisor must be made aware of such

consultations prior to them being initiated.
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-FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER: 91-304.00
POLICY SECTION: Casework Documentation

Subject of Policy: Cage Record Storage & Disposition

Date Approved/Revised: June 18, 1991

.01

.02

.03

Retention of records: Records will be retained fellowing
department guidelines. In addition to the case Files, it is
recommended that at least one other file sys be retained
which provides the suspect(s) and victim(s \ ssociated with
the case and which could be searched ei chronologically
(e.g.--log books) or alphabetically (e.qb—-card file). Case
files will consist of all of the ocumentation for a
particular case, with the exceptlon c tain material kept
in notebooks which pertain to sev /<:uch as data from
aleohol quantitation controls, nzf@h tographs, etc.)

These exceptions shall be crosqb efe%eﬁgﬁg,ln the case notes.

Storage of case records:<2 Ca&@b rds, both active and
inactive, will be store&é@n a{ﬁi lzievhlch is accessible only
to members of the Fo N@hc ct{ép. Ideally this area will
have a low potential ?;? r mage from fire, water, heat,
humidity, and oth egradation. A duplicate of
the case report s, etc.) will be stored at the

DLE warehouse 4&n

®) Q
There bein *é§ statuté)of limitations on homicide caseg, files
pertainligbto these cases will be stored separately and kept

indefi
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 91-305.00
POLICY SECTION: Casework Documentation

Subject of Policy: Destroying Case Records or Reportg
Date Approved/Revised: June 18, 1991
Guiding principles: Occasionally a document must be troyed that

has confidential or sensitive information present.'xghese documents
should be destroyed in such a manner that info tion cannot be

casually acquired. Qb

01l. Case documents must be retained at th <$éboratory in a secure
area until they can be properly des&é;}edx

02. Documents, records, or files co%% n1£§)s§é§itive information
© can be burned or shredded. eing destroyed a
Supervisor must approve an te such action.
22 \,@
03. Any duplicated, copied, &g>wa rts/files should be
destroyed in a manner@&c Qd@ove
S
S
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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 o r to provide
the most timely service, it is important to limqut e services to
situations that will resolve criminal cases. qb

.01 The only evidence that will be accep by the Bureau of
Forensic Services will be from law en nt agencies (city,

county, state, or federal), prose WB ng rneys, and public
defenders. No work will be done at efense attorneys
or the private sector in genex <g§%n from these
criteria must have Bureau C mé}

.02 Evidence will be acceptedqghl (;%blaboratory has a trained
analyst, accurate me the proper equipment to
analyze the ev1denc {Sf@ recognlzed that in certain
situations no spe ic X;ng or methodology may exist.
These cases w11&> d only if the analyst has a
background th hlm to devise suitable tests and
accurately evglua€§ esults and prior approval has been
granted by\ ervigo Qersonnel

.03 Eviden €§Qlll be accepted for analysis only if it will assist
in tﬁ% identification of suspects, resolution of c¢riminal
charges against an individual, or establish whether a crime

took place. Cases will not be accepted for the purpose of
satisfying the curiosity of law enforcement or other
individuals.
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POLICY NUMBER: 91-401.00 cont.
POLICY SECTION: Casework Acceptance

Subject of Policy; Agencies 8erved by the Bureau of Forensic

.04

.05

Services and Criteria for Accepting Evidence

Quantitation on controlled substances will be €repted only
for the following reasons: 1) the safet () f narcotics
officers or to establish their credibili when further
purchases of an illegal drug are antici d, and 2) when

enhancement charges will be filed in subﬁs ent court action.
Quantitation for other purposes mustéke cleared with the

Bureau Chief. {gb
Due to the -increasing ealt [= ate wit rug
h health Skl}c <> ‘é&. d ith d
syringe/needle paraphernalia, t , qé?a 1 no longer accept
such evidence for analysis. r feels the contents
of such evidence is importé%t t Qt case, then containers
will be provided for anygéﬁquxé>w tng to be analyzed.
& & O
» <&
SO
&§‘<\\<</
\OO\/
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 91-501.00 7
POLICY SECTION: Subpoena and Testimony Policy

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

Guiding Principle: Subpoenas require prioritization when accepted
by the laboratory. Conflicts resulting from multiple subpoenas for
a given date, should be remediated to produce minimal ifmpact on the
criminal justice system. However, analysts that. e scheduled
time away from the laboratory prior to the receiqé of a subpoena
should be given this time whenever possible, qaa

.01 Regarding testimony, the same serviceségﬁat are provided to
the prosecutor are provided at nog, ag?e te the public

defender. | QOK C)OQ &

.02 Vacation and essential traininqg%hqg}d e priority over a
subpoena when these have b aebro previously by the
Bureau. A supervisor shouldQ)e n@l BB when conflicts arise,
and it should be their déhy 58" s 1f a compromise can be
reached. (The attorne x@&' e Egge—recorded deposition or
provide round trip trgggpdﬁégt' for the analyst to trial.)
Travel time to and m oint of departure is considered
work time. If thegbub n for a serious crime such as a

homicide, therex?i 1 @m:éggkibility in this policy.
O

s
.03  Subpoenas wi be aq:y ted and testimony provided to the
prosecutor@r public defender at no charge.

O
.04 Multiﬁ?é subpoenas for a given day will be accepted for a
criminalist, When a subpoena isg received, the current

priority of the subpoena should be established. The agency
sending the subpoena will be notified by letter or some other
means of the subpoena's priority, as it may be possible for
the subpoenaing agency to resolve any conflicts. If the
priority of the subpoena changes an updated notification will
be provided.
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POLICY NUMBER $1-501.00, cont.
POLICY SECTION: Subpcena and Testimony Policy

Subject of Policy: Prioritization of Subpoenas and Testimony

.05 Subpoenas wil; follow the descending prioxrity of:

.06

.07

.08

a. Criminal cases where an examination was performed,
regardless of whether the defense or prosecution
has requested the testimony.

b. Criminal cases where no examination was, performed,
and the subpoena is from the Qk ecution or
defense. {é

c. Civil hearings where examinati were conducted in

the course of a criminal invg?tigation.

Q .
Any criminalist may provide expert Qﬁgg%iéxt stimony or other
services not provided by this Burééu qg} Kimpensatory time,
vacation, or non-working hoursucgiggﬁfmi q§§St should notifiy
an immediate supervisor and n prior to accepting
such work. Aan application<%or ry employment must be

filed and approved with\@he\ﬁ\ep ent prior to becoming
involved in activity o ths&}ypg)

| N , |
Payments, volunta ,Qéae A&o an analyst, for sgervices
rendered at tria%sgﬁl%see gé;hed over to the Bureau.
N O

The Bureau ofé}o y2§5érvices will accept subpoenas and
testify forxiﬁua pros ion in Driving Under the Influence
cases onl Q}n the circumstances where:

auéb he defense has acquired its own expert.

b.

An unusual circumstance has occurred surrounding
the administration of a DUI breath test which would
show cause for expert testimony on the part of this
Bureau.
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 91-502.00
POLICY SECTION: Subpoena and Testimony Policy

- Subject of Policy:‘ Testimony Policy Regarding Civil
Proceedings when Personnel have Performed
an Analysis involving Criminal Charges

Date Approved/Revised: June 20, 1991 ng
A\O
.01 The criminalist will appear at these civil rlngs as part of
his/her routine job duties. A crlmlnall ust notify their
immediate supervisor as soon as su3§$Enas involving such
testimony are received.
\Q

.02 Subpoenas for these hearings wmlfkbe g ‘§§a lower priority

than subpoenas for any crlmlp The attorney
‘should be informed of the pr 1t¥~ subpoena
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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 anns for the
criminalist to communicate results and conclusiorx stated in a
report. The goal of the criminalist is to aeéurately present
findings, explain analytical techniques, offer é%@ert opiniong, and
make clear to the court any questions regardrdé’a particular case.
Evaluations are a way to improve a 501ent1q§ S courtroom demeanor

and testimony.

.01 Each criminalist will be ev ‘dgshls/her peer or
supervisor at least once annua%

.02 A reviewer will fill out <g ‘§$%a form following each
evaluation. The evaluat 1 kept for three years by

the laboratory superv1€;r Qb
\\((,
&

.03 Reviewers should ﬁé? 1que with the analyst as soon
as possible aftif\ process

@

Q‘OQ
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 391-504.00
POLICY SECTION: Subpoena and Testimony Pollcy

Subject of Poliéy:‘ Expert Witness Testimony in Civil Cases

Where No Exam was Performed

Date Approved/Revised: June 25, 1991

o

.01 A criminalist will not testify in civil hearlng Con state tlme

.02

.03

unless:

a. That criminalist previously perforM%éb analysis in a
related criminal case. '43

b. The criminalist is subpoenaed to ify about the rules
and policies governing programéba. istered by this

Bureau %
In both of these cases guidelineeb gﬂégging for services

will be followed. \\O

It may be possible for a cr <gha ‘<BrOV1de expert witness
testimony or other serv \b v1ded by the Forensic
Bureau on his/her own mpensatory time, vacation
time, or non- workln hoé?% ior to doing such, the
criminalist must G§§» aboratory manager and get
approval for sec ent.

If a criminaléi <%b provide services in a civil matter
ime,

on his/her criminalist cannot use any State of
Idaho matef}el Or resources in providing this service.

Q©
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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/Revigsed: June 25, 1991

Guiding Principle: Proficiency testing provides significant
information about the quality of analyses performed. Like typical
casework, it reveals the strengths and weaknesses of screening
techniques and analytical procedures, and demonstrate he training
level and competency of individuals. Proficie: testing Hhas
tremendous educational value. It can be u to test new
analytical techniques, test the adequacy of a sis schemes, and
demonstrate adequate training.

O
.01 If proficiency tests are available i Qa‘forensic discipline,
each fully trained examiner will paegéci ate in at least one
proficiency test in that discipli du@F the course of a
calendar year, {( C)O 'é

.02 When a gtaff member ana {ég é}' ciency test with
ingenuity, that methodol gﬁbu be documented and
Qtaf %) C)

distributed to the Bureau
\5; all proficiency testing
€L

.03 The Deputy Bureau Chie‘%%i
€§?. i ade known to the District
T

results. Any failu

Supervisor, the Bu nd the analyst who completed
the test. Togqu?i géimediate supervisor (s} and the
analyst will meetQ& de€t the nature of the error (i.e.--
typographica dg n observation, lack of equipment,

1
etc.). Depené?ng ofnvth ture of the error they should reach
a consensus tH€>re » and document the corrective action

to be ta Thig cumentation need not be lengthy. It
should i de a statement of the problem, the solution to the
proble nd measures to ensure the problem does not continue.
This tement of corrective action should be attached to the

proffciency test results.
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POLICY NUMBER 91-601.00. cont.
POLICY SECTION: Quality Control

Subject of Policy: Proficiency Testing Guidelines

.04

.05

.08

.07

Proficiency test files will be kept for the current and
previous two years.

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 import§§% errors on
proficiency tests, could be affected in regar o performance
ratings, promotions, meritorious raisesg, a job retention.
Failure to complete a proficiency test a@,assigned, if not
excused, will result in a downgraded rati for that domain in
the performance evaluation. If the agalyst has a reason to
anticipate that a proficiency test ca be completed by the
deadline, he/she should notify the pexwisor before the due
date.
O
e

I

Each regional supervisor has th g%%'h@%lty to oversee and

evaluate proficiency testing 4f) haé$1a tory. In addition,

each regional supervisor wi \iéo £ maintain appropriate

records regarding profi enqw?;t performed for that
e

laboratory. The record qymdgg& results, summaries, and
corrective action. é%he file in Meridian will
duplicate these filq§> Rg§%'3i§§iy records for the Breath
Alcohol Program wi%é e <29 agreement with the rules and
regulations set $§> Y ‘8§§artment of Law Enforcement.

The same res ﬁ&s c@(l\l@ﬁ in routine casework can also be
utilized in é%oﬂas@encgg ests. This includes co-workers not
involved i t iciency testing, instrumentation,
technique@§§;tc

%
o

<2\
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POLICY NUMBER 91-601.00, cont.
POLICY SECTION: Quality Control

Subject of Policy: Proficiency Testing Guidelines

.08 Occasionally, a proficiency test will be used for a training
exercise. It is not necessary to retain the results of these

tests nor is it necessary to have a written statement of
corrective action.
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER: 91-602,00
POLICY SECTION: Quality Control

Subject of Policy: - Resolution of Technical Problems

Date Approved/Revised: June 25, 1991

STANDARDS ' %)
0\0

.01

9

The individual analyst should monitor theé}xamlnatlon for
pProper technical performance. Danger si ls would include
but are not restricted to: failur \é& blank samples to
give negative results, 2) fallure %? controls to give
appropriate qualitative or quantita { e ‘sults and 3) non-
reproduc1b111ty of the same pro e same sample.
When these type of problems arlsqy thézé22§§8t ghould report
such, to the technical leader Y manager.

Typical corrective action <31Q§? iﬁbe checking for reagent

deterioration, checklng<p. controls for proper
\\Q’/\Qx

settings, etc. Qb
The analyst is exp ég;‘ (ﬁb R§6 ue the cause of the deviation
and take sufflc ensure and document that the

problem has bee 25?)

@
Q‘OQ
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 91-603.00 i
POLICY SECTION: Quality Control

Subject of Policy: - Adoption of New Procedures

Date Approved/Revised: June 25, 1991

New or unusual analytlcal procedures must be thorou%hly tested
using known controls prior to implementation on cegbwork. The
tests should be performed on materials similar to thise encountered
in case material and be completely documented. new procedures
must be based on principles that are accepte q%y the scientific
community or supported by data gathered d recorded in a
scientific manner. Time, cost, speclf101§§§ d accuracy should
also be considered when developing new<?e§ %S

New procedures must ultimately pass er\yl ‘gther analysts and
the Bureau Chief. Changes in p e té%& new methods or
procedures must be written up and supporting
. documentation of results inclu E:L The method will then
' be disseminated for review ané§§2ségb testing. Once approved
for inclusion into Q%E manual, by general
consensusreccommended by ry managers, the method can
become part of the routi <§$/ y for a particular discipline.
N\
s\ \5(\ Q)%
N
%)
X

<2
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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 cont 6%’ over all
reagents whether prepared in house or purchased c@mmercially, to
ensure that all reagents work properly or are digtarded.

.01 All reagents and standards prepared in q%§ée will be dated and
initialed. .
. & 3

N

.02 All reagents and standards used QJ.Qh@é@Qﬁlity control in
casework must be checked when prepared %Z/ ermine that they
‘give the correct results in nﬁ§ﬁa§$§b;€§. In addition, the
container must have an exp. iqﬁsda@; or that particular
reagent. The expiration @F!ieé}i (}he time span in which
there is certainty unde \brqsg %égbbmstances that a reagent
will produce the prope§§§e t

O <$) A
.03 Many reagents wi&S?gkp‘ tiéﬁ'dates may be used after the
Vi

expiration date they are checked for efficacy

with each usagé} &be;f%z materials which are prepared as

quality con 1l sa and are put through an analytical
- procedure wé§h samples “dnd standards may not be used after the
expirati?ﬁQdate.

.04 The réggent check must be documented in an appropriate
location.

.05 All reagents which do not work properly will be immediately
and properly discarded.

.06 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 921-605.,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 these proca?ures used.

.01

.02

.03

.04

.05

.06

.07

%]

All routinely performed examinations must Q§GQvailable in
written form in a procedure manual. The itten technical
procedure must be based on methodology ge ally accepted in
the field or by data gathered and recg ed in a scientific

manner. Q

The written technical procedure gﬁ@
controls and adequate 1nstreg¢nta\

methodology. O (Q @Q/

The instruments used must E§£¢d as required.

ate appropriate
€§ﬁ addition to

When performing an exaﬂ%pat hlch a technical procedure
has been establish nallst must use standards,
reagenta, quallty instrumentation as required.

Experimental rqéﬁLQS Q@Bually obtained while concurrently
running a s§é§dard r quality control, These results

- should be dé%umented il case notes as appropriate.

The criinalist must perform an examination according to the
written' procedure, with few exceptions. Exceptions would
include an unusual sample, instrument breakdown, or unusual
circumstances warranting deviation from generally followed
protocol. Reasons for this deviation must be justified and
documented in case file. The deviation must follow a
generally accepted scientific method. Supervisory approval
must preceed procedural deviations.

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 bPurpose of goals and objectives is to give
the laboratery system direction in meeting its mission.

.01

.02

.03

Goals define the mission and needs of the Bureaa) d outline
the manner in which they will be met. GoaQ@,are reviewed

annually. 432$

Objectives are definable and measur&@le accomplishments
furthering the goals of the organizaQ@%h. Cbjectives are
clearly defined tasks and are usuaqzy ieved in 1 to 2
years. These are also reviewed aq%gaaifb‘éf\

<
Goals and objectives should be’\\gﬂel é %

nt the needs of the
law enforcement community, Qzﬁbc: 1 ed to staff so all
understand the mission of s eaQ)
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 21-702.00
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 ig attempting to meet and the manner in which
those needs should be met. These goals define the mié§ion of the
Bureau of Forensic Services. ‘(fb

\

.01

.02

.03

.04

.05

.06

.07

.08

‘that is und

Provide crime laboratory services to t%ggéﬁaw Enforcement

Community within Idaho.

\$9
Provide only those gservices for which ere is
a. Proper training and competent SOQ? 1.

OV K

b. Adequate equipment and Pra¥en \g@é}%'epted scientific
methods. ’\\O QQ @
NN
c. Sufficient need to ju <gf luing and equipment.
\@ K&r Qing quip

Provide accurate and f?:g ? Qsis; less than one month
turn-arocund. If this(is Qé} ible, the supervisor should
determine the reasmﬁ ,éfo e&nce should be backlogged for
longer than 4 mo ) C)O O\/

> S
Provide accg;iﬁf, co ?i§9nsive, and impartial court testimony
o)

andable the primary receiver.

Write ggégzse and readable reports that are understandable to
the primary receivers.

Keep libraries updated.’

Keep staff updated through training, scientific meetings, and
literature. :
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FORENSIC SERVICES POLICY MANUAIL

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

Subject of Policy: Objectives

Date Approved/Reviged: March 7, 1997

01

.02

.03

.04

.05

.06

.07

Have technical leaders for each laboratory discipline.
Accomplished by January, 1998. 5

Have second analyst within all laboratory disaci nes, for all
services offered within the Bureau. Accomplighed by January,

2000.
%Q

Organize a Bureau of Forensic Service Advisory Committee,
composed of a variety of personnel w15§?§bthe State's criminal
justice profession, to offer guidan ssess needs of this
Bureau's clientele. Accomplished(§§bJu{?/<}998

Acquire alternate light sources £0 g;b oratory to enable
a more complete assessment and(goll i f certain evidence
types that come into each l ra v ccomplished by July,
1998. \)

Research and acquire s fl for an electronic evidence
handling and data ba s{gﬁ§ ctronically link all Bureau
laboratories. Acco 1sé§ uly, 1998,

Offer complete €§§> 1me gcene response with Bureau
personnel an ng laboratories and major violent
crimes. Acc 16@9 % anuary, 1999,

Acquire tron;c:(betworklng to national data base for
firearmifb Accomplished by January, 1999.

©

<
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FORENSIC SERVICES POLICY MANUAL

~ POLICY NUMBER 91-801.00 _
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 maintain adequate
forensic library to include literature published ixlé%i areas of

expertise and services offered by that laboratoryi a gsystem or
procedure must exist to encourage a review of new'éigerature by the

appropriate personnel.
0\0

.01  Each branch of the Bureau should have Qg?its library, books,
journals, or other literature regularkgbco lted for analysis

and used for training. Q C)Oé&
%)
.02  The Bureau will purchase and re§$1n<$$}%§§§6urnals pertaining
R g T3

to the examinations perform ratory. When new,
each journal will be circul@} d\g§vrdgpective branches of the

Bureau. \(b' G Q

OY @
-03  All circulating literagur d§kl&f§é accompanied by a routing
Yégé
) |

sli C ensure acc b c loyee.
Pt ‘ \g%\oo Hemploy
6\ \)(\ Q)%
'S
Q@
Q®
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 91-802.00

POLICY SECTION: General Laboratory Opefation

Subject of Policy: Crime Scene Assistance and Call-out

Date of Approval: October l, 1591

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

scenes gubject to the following guidelines,

A.

o

When laboratory personnel are called to\?&élst agencies

at crime scenes the following proqgﬁure should be
followed:
O

1. When called, determine the nqﬁare of the crime,  the
agency and officer ing laboratory
assistance, and any othe%@n on that may help
identify the needs of 22/ l at the scene.

2. Notify the Eurea %sgt‘QE> 1s representative,
relaying the abo n€§rm

3. The crlmlnalegt xb é;h Chief will then contact

the Reglo 1sor for the Criminal

Investi u (CIB) and communicate any
1nform €hd est for assistance on their
part. \f§§; 3%9 ce is required from the Bureau of

nal ification (BCI) notify these

e%ggnnel aswell., A list follows giving home and
k phone numbers for personnel within CIB and

Q%CI

Notify any fellow criminalists that may be of
asgistance at the scene; proceed to the laboratory
and collect any supplies required.
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POLICY NUMBER 21-802.00, cont.
POLICY SECTION: General Laboratory Operation

Subject of Policy: Crime Scene Assistance and Call-out

5. Laboratory personnel should identify themselves to
law- enforcement personnel who are Present at a
crime scene. Ensure that all requests for extra
personnel and equipment follows chain of command
through the primary officer or agency, once Bureau

persomnel have arrived on scene, )
B. When crime scenes represent a gecuri threat, law

enforcement bersonnel must sgecure t@scene Prior to

laboratory personnel becoming involved @n gite. Any time
during the bProcessing of a crime g e, that a security

threat eXists, and law enforce ersonnel are  not
Presgent, Bureauy personnel wilé\ J.m&"éiately leave the

premises.‘ Q C) é
9 X
\\0 \QQ\)@{(/
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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

.02

.03

.04

safety equipment requirements, hazardous micals, and

clandestine laboratory manufacturing techfrques will be

allowed to enter a Suspected site. Crimi ists so trained

will have completed the requisit course k as outlined by

this Bureau and the Department. prior e into h
1

ONLY those criminalists trained in the use of rg&rators and

ommengurate to e_circumstances. .)'Pridr to entering
alleged laborato pergonnel g -Agzr%'@&: that fire and
safety personnel have been notifiwd Qf &3 pregent
@ X
t ienl5 Qe estine laboratory

products, precursors, or eq'ug@en 1] collected by Bureau
personnel assisting at the s eg. ™~ Samples collected at
clandestine laboratories.@sh sist of only a few
milliliters of liquids Q@a Y grams of golids. Gases
under pressure shou@ R@er collected in sampling
containers. If larger)qu éy\.t' g/of pProducts or equipment are
pe ’g{ 1 o

to be collected, B nn@ ill not take charge of it.

ACCEPT OR ASSUME RESPONSIBIL,ITY
OR TH AGEN l@c cals, equipment, etc. collected at
clandestine boratér; enes. This Bureau will not accept
for destr@ N or skerage any chemicals other than those

T NO TI WILL

collected its personnel at such Scenes,

Q©
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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

.05

.06

.07

.08

Use of state vehicles to transport friends and family members
and/or facilitate personal business ig strictly pyohibited.

-

Employees will be held responsible for operagﬁég vehicles in
a safe and courteous manner. qu

Employees will wear seat belts at all é$kes while operating
state vehicles. Q :
, @
e

Employees shall not operate staté& eaifiiéswhile under the
influence of élcohol/drugs or erx t se of medication
which would impair the employeekggﬁkﬁgt¥§gg'operate a vehicle
in a safe manner. QO X\ \5

x<Q
RN @Q
Vehicle log books will alegal in each wvehicle at all
times. All repairs, g@pu&%a@ 7 ete. will be logged into
this book, documenti peqﬁlgzﬁ@ information. Each Regional
Supervisor will e is complete and accurate,
FT |

Each employee whé}og:é&t Bureau vehicle will have in their
possession tth?epar of Law Enforcement issued photo I.D.
ho

and a validqétate of I drivers licenge,

A spar (g of keys will remain in the offices where vehicles
are assigned.

The state police frequehcy radios will be removed from cars
and stored in the laboratory offices each night. The radios
are not to be left in vehicles while personnel are away from
station on overnight business. Prudence should dictate when
Lo remove a radio if a car is taken home or while the vehicle
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POLICY NUMBER $1-804,00, cont.
POLICY SECTION: Administration

Subject of Policy: Use of State Vehicles Assigned to BFg

.09

Maintenance of state vehicles is assigned to each District
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 91-901.00
POLICY SECTION: Laboratory Safety

Subject of Policy: General Safety Responsgibility and

Guidelines

Date Approved/Revised: June 25, 1991

Chemical, biological, and physical hazards are encountered daily by
all laboratory employees. The support of all personnel is
essential to providing a successful safety program. The Bureau is
committed to prov:x.dlng a safe working env1ronmen A quality
gsafety program is measured by a reduction in: number of
accidents, 2) the amount of property damage, and () he number of
man hours lost. Safety is a cost containment pe& ram from which
all employees will benefit. c2$b

The objective of the Laboratory Safety Pregram is to provide a
safe, healthy, and comfortable working e ronment for employees
and visitors to the laboratory. Achieve Qg o this objective will
require strong emphasis on accident and an attitude of
safety awareness by each labora%éry j9) ee. Training,
investigation, and enforcement a vi y and management
responsibilities, with the ulti {ﬁbp ility for employee
gafety residing with the Burea€2E§?

RESPONSIBILITY FOR LABORATOR@SAEE@Y OC)

A.  MANAGEMENT %\’ Q/
1. Establlsh
2. Provide thy working environment.
3. Comply d safety regulations.
4. Assess of the safety program.
5. ReV1 and recommendations developed.
6. Pr adequ funds for a safety program.
7.

sz lde safety equipment.

B. D_EQEY BUREAU CHIEF, DISTRICT SUPERVISOR, OR THEIR DESIGNEE

1. Provide new employee safety orientation.

2. Establish safe ‘working procedures.

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

Report laboratory accidents.

Develop a p051t1ve attitude toward accident prevention.
Train employees in the use of safe practices.

Y L >
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POLICY NUMBER 91-501,00,

cont .,

POLICY SECTION:

Subiject of Policy:

Laboratory Safety

General Safety Responsibility and Guidelines

7. ‘Perform routine checks on operation of safety equipment.
8. Report safety hazards to the Bureau Chief or resclve the
hazard .-

C. EMPLOYEE

1. Use safety equipment provided.
2, Follow safe laboratory practices.
3, Report all accidents and injuries. S
4. Report hazards to supervisor. .(fb
'S
%Q
0\0
&
N4 Q*
O P K\
. N
§° E W
N
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 91-902.00
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 that occur in the
Bureau should be reported within three working days to the Bureau
Chief or Deputy Bureau Chief using the Bureau's "Report,of Accident
or Injury" form. Any accident that involves p nal injury,
regardless of how minor, or results in damage or lo of relatively
expensive laboratory equipment, must be repor . Examples of
personal injuries that need to be reportec%? re cuts, burns,
puncture wounds, eye injuries, falls, and s&gﬁ ned muscles.

In case of personal injury, the employee notify his supervisor
and immediately seek medical help if ce ry. The employee
should tell the physician or emergenc o . that the injury
is job related and that a worker's mpgbsa ' claim is to be

filed. The employee wmust fila,g§h i report with his
supervisor using the form describ boye; in three days of the
mishap. Q N\ \5

Should questions arise, che 'Eﬁg% (ﬁ;érvisor or the personnel
representative for furth at{:y on handling and reporting

- BN
laboratory accidents. o O\\ ,&
QS(\ Q <
O P oV
« o O

SN
& 70
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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 responsibility of the Deputy Bureau Chief and
respectlve District Superv1sor to ensure that all w employees
receive an orientation concerning laboratory safet; ocedures and
policies within the first week of employment. 2&18 orientation
will include, but is not limited to, the follo g topics.

.01 Method of reporting laboratory accxdengg,and types of
accidents to be reported.

.02 Fire drill procedures \Q Q*
.03 Safety practices pertaining to agglg\garbésélar area of work.
.04 Eating, drinking, and smokl@ e@\ @

.05 Physical tour of labora Qggg {:g with emphasis on those
areas of increased rlsb}

The manual should be venient location so that it may

be referred to as Qf\ C)
@ <b

New employees should be <¢?portun1ty to review and sign
the Laboratory Safety Mﬁgi g he first month of employment.

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/ Revisged: July 3, 1991

VISITORS

The laboratories are off limits to all except staff members. Staff
must use discretion when showing visitors through, laboratory,
and are responsible for the health and safety of %§§ tors while on

the premises. %)
TOUR _GROUPS ‘ . 0%
N\

.01 Tours must be approved by the BureagS%%i f in advance.’ ' Aall
tours are to be scheduled through{‘ e eau Chief, Deputy
Bureau Chief, or District Supervi ;pronsible for the
safety of tour participants whi oncg&t

. X
.02 All tours must be conducted 6&0&1&Q&e§\% staff member.
<2 xsb (3:>
SANNe)
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 91-905.00
POLICY SECTION: Laboratory Safety

Subject of Policy: General Housekeeping

Date Approved/Revised: July 3; 1991

.01

.02

.03

.04

The individual employee is responsible for cleaning all
spills, leaks, drips, etc. of reagents or chemi@als, and any
broken glassware in the laboratory. Faulty or -functioning
equipment should be repaired or brought to th&sattention of a
supervisor so that the problem is remedieQé}

It is the 'responsibility of the 1lg atory personnel to
prevent the exposure of others to orrosive, toxic, or
infectious agents by removing or nﬁgsral'zing such, prior to

having any equipment washed. (§\ <Q

O
Biologically contaminated gla égar A&aterials will be
decontaminated or disposed of %gq i

N
ib

ui .
xéégzéﬁsgieeping assigned work
x@ O O

Each criminalist is res
areas clean.
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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

.01

.02

All forensic employees should have training in%r know the
individuals in their respective facility traln%2 n first aid,
CPR, and the Heimlich procedure. Each ne mployee should

be informed of this during his/her ori tion. If this
information changes, the supervisor wil¥)inform the Bureau
t .

staff ‘63

Fach laboratory will maintain a fl aid kit for treating

minor injuries. All staff member @{.now the location of
first aid kits and other safety
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FORENSIC SERVICES POLICY MANUAL

POLICY MANUAL 91-907.00
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 cocats help minimize the chance of
contamination by hazardous materials throughout the oratory and
prevent the distribution of these materials outsidecégg laboratory
work areas. <é

.01 Laboratory coats will be provided for all g&matory employees
who are exposed to chemical or biologigg} hazards.

.02 These coats are to be worn while wo€§$gg in the laboratory.

.03 These coats are to be laundered weééﬁ (§gd4\and should in any
event be laundered regularly. ?S) ‘s;
<
Q

. XN
.04 Laboratory coats will not beggbrn<Qg%s§§e the laboratory, nor
will they be worn in desig<§ d Qéean<§ eas. Designated clean
areas include the lunc nd<§gof eg-break areas, library,
conference rooms, and %gsav'au 1 ices.

XS
PROTECTIVE EQUIPMENT 0% O\\® Q/Q
.05 Safety glasses é§gce<§hie§éVand gloves will be provided and
worn when thecégss' 1 exists for developing splashes,
aerogols, oré$t\§§> a s detrimental to exposed skin and

face,
O

.06 Safety h@}kets are available and should be used whenever
transpe§@1ng bottles of hazardous materials {acids, solvents,

etc<?{

.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, aercsols, or
liguids which emit vapors, containing dangerous
microorganisms, carcinogens, or toxins.
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER $1-908.00
POLICY SECTION: Laboratory Safety .

Subject of Policy: Food, Beverages, and Smcking

Date Approved/Revised: July 9, 1991

.01

.02

.03

.04

.05

.06

Each laboratory supervisor shall désignate a "eclean" area
where food and beverages may be consumed. A dlean area may
not include any of the following locations:

a. Bench areas where samples are analyzed.. Cgb
b. Areag where chemicals are stored or us
c. Area where evidence is handled in an anner.

No food or drink is to be consumed or. ored outside of the

clean area. Food and drink should only be stored in
refrigerators designated for that . (purpose, and never in
refrigerators containing laboratoay‘ ggéhes or evidence.

O <A%
Laboratory glassware or equa. Q\) ver be used for

preparing or storing food or.

Employees should never 43 g§?§>1nterm1ttently' while
performing analyses. Qé%p be removed and hands
washed before moving area to consume food or

beverages. (0 \@
Smoking is not al ﬁ&. ate government owned building
or that portlon leased by the State.
No ev1dence,§$h lgggztc shall be brought into a clean
area,

(&

Q‘OQ
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 91-9095.00
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 cylinders are not in
use or during movement by personnel. ng

The name of the cylinder contents must be clgggiy visible and
attached to the cylinder. Color coding i%gb t acceptable,

2

Cylinders should be transported by h@g truck or cart and

secured to these vehicles during move €. Cylinders should

not be dragged or rolled by personne{}

@.
Storage of cylinders within KSE éS%QQ?tOIY should be
minimized. ' If gases are flammég&e,CEMSu e* the room is well
ventilated. Storage of oxidigéﬁ% %zges<5' 1l be separate from

flammable gases. O\\ \Q 0@
Q™ <@ O
SANNe)

> D

o%\ o\\Q)«(OQ
PAPNIRZ
\6 C)O \V
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 91-510.00
POLICY SECTION: LABORATORY SAFETY

Subject of Policy: Fire Safety and Control
Date of Approval/Revision: October 1, 1991
.01 Guidelines in case of fire:

A, Immediately extlngulsh the fire if this can be
accomplished using fire extinguishers | sent in the
laboratory. Be aware of possible pro tion of toxic
gaseg with certain extlngulsher typ and always use
caution. Notify a supervisor when re occurs.

B. If someone catches fire, get tha%#%dlvidual to drop to
the floor and roll, wrap in 2@ blanket, or use a
safety shower or extlngulsher {‘ he fire out. Call
for immediate medical ,Q?nd inform the
supervisor,

C. If a fire cannot be re (Ry.ggk shed using existing
equipment, pull a ne{? exit the building.

.02 Exit Procedures:

A,

C.

All persons mu(@ Q@J @ bulldlng immediately upon
sounding of Fire routes appear on diagrams

riear most S}

Close alk géb qggsandows and turn off all lights upon

exitingo 0 @

Per nel must ‘mMeet at a designated point away from the

b@% ding as soon as p0881b1e after exiting. Emergency
ponse personnel and supervisors should be immediately

notified of missing persons.

Remain at the outside assembly point until instructed
otherwise by a supervisor or emergency response
personnel.
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POLICY NUMBER 91-910.00, 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. ‘

| )
TYPE OF FIRE EXTINGUISHER TYPE,
\

paper, trash, etc. wate carbon dioxide,
d@b chemical, or foam

flammable liquids, gas, oilsg, (\“carbon dioxide, foam,
etc. {Sb %§;on, or dry chemical

<2(> (:S) ¢<\
electrical fire or fires .cfb X H{é§% or carbon dioxide
involving instruments N QQ @ avoid using dry
o' chemical)

or computers
Aoy
SN
Notifying emexrgency a%é$0%5§>p nnel:

. S & ,
Whenever a medical dner v re, etc. occurs that requires
specially traine er nedy, laboratory personnel should
notify the aut ti lephone using the 911 emergency
number. Foll h thggﬁltions of the 911 dispatcher and do

not hang up @atil\ko o do so.
FS 0

&S
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER: 1-911.00
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
-01 Metal safety cans, specifically designed for st ge of

.02

.03

.04

.05

.06

flammable liquids, are preferred containers f such.

No more than 125 ml {(one-fourth pint) of flammable
solvent may be stored outside of a storag inet. This
cabinet constitutes a designed structqsp approved for
storing such materials. Under no ci mgtances should

within the confines of the laborat lvents should

be stored on open well ventllateQ h%@

more than 50 gallons of flammab1£s<}1q§ids be stored’

A refrigerator used to les must be
explosion-proof and approve%) rage.
Flammable storage str re \vs c as cabinets or
refrigerators must neve t 1n high traffic areas
or where they preven ’é@ba@?> the facility should a
fire occur.

()
Concentrated acids an%Sbaség'w1ll not be stored in the
gsame cabinet w éh £ materials.

Materials }‘@t ggover time to wmore hazardous

compounds X fe.g. ——e(ﬁ? 8 or concentrated peroxides),
should be,purchased "in the smallest quantltles needed,
and st ge volumes should be kept to a minimum.

QK
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' FORENSIC SERVICES POLICY MANUAL

PCLICY NUMBER: 91-912.00
POLICY SECTION: Laboratory Safety .

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

A,

All personnel must wear a laboratory coat whqp performing
analyses.

Y
Mouth pipetting is strictly forbidden @K

Discard chipped, cracked, or ;%fégn glassware and
equipment. Q}

When handling chemicals or so Qllo that are toxic and
easily absorbed through the protectlve gloves
and other protection to pr Qi %EE Ensure that
all protective gear w1ll qZ/ eached when around
such material.

O
Safety glasses mus <Z z?g% all times when working
with hazardous ma i scrlptlon glasses, which
are not of the Y e e not acceptable. Contact
lenses pose a%fi
t

ard and cannot be worn by
personnel wi ggles or face shield.

ence keep hands away from face.

\
When worhﬁﬁ? i
Ensure t ﬁébe clothing is worn when working with
ev:.denc@ té % be biologically contaminated or
haza ly if the handler has cuts, etc. that
may er a route of entry for such material.

Q% the laboratory work areas as clean and neat ag

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

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 are unlabeled or
unknown should the identification be unrea le. Every
effort should be used to ascertain the clisé of material
to be discarded, since proper containmqub t disposal is
important.

%Q

Reagents and Chemicals égb

A.

Q

Label all reagent containers waéh n and concentration
of material, date prepared() anéD expiration date if

appropriate. The initials Gf &%} individual preparing

such reagents should algqjﬁe %gg uegsson the label.
A\

Use a chemical fume Qgéa ring or working with

materialg that contzi or,

w
*$$§> oduce hazardous fumes.
Materials that produg é%@

dusts or aerosols should
also be used O

e hoods when wusing or
preparing. N\
o

O &E
Never test r%ﬁis ka.asting.
NS 2o *- -
Hazards gg 2%%? procedures associated with any
Dar e

chemica Q%& ed in Material Safety Data Sheets.
The kggorat v intains current MSPS files on all
chqub s used d stored in the respective laboratory.
Em yees should consult such information prior to

ling unfamiliar materials or if they have questions

<é&mmt 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 gsuspected
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

Spills pose a significant hazard to the healt Qg? personnel.
Caution must be taken in cleanup to protecgb 11 concerned.
For chemical spills, proper and effecti equipment and
protection must be provided. Store safetzggiiponse equipment
away from chemical and reagent storage eas. Periodically
check this equipment to ensure it func 8 properly and that
an adequate supply is on hand. The ocedures listed below
are mainly concerned with cleanup of@ax chemical spills but
should be considered applicabha{?b o) nup.

A. ACIDS. Cover the contam%§ﬁte r ‘gith a neutralizing
compound such as sodinm b@a € or soda-ash and
slaked lime mixture 5 spill pillow. When
using the neutraliz'ﬁgfb 0! it is poseible to mix

c?ég

with water and mak‘\gh o) s y. After application to
the spill it is ibﬁé}t op up the mixture and wash
down the sink ué%hgq& ess of water,

OO '

B. BASES OR A I8\ 8€1ids should be swept up, diluted
with wat%)g an@ n@&lized with 6éM HCl in a large
plastic Qﬁ ¥3$g§r fter this process is completed the
solutioiDma e ed down the sink using an excess of
watex‘Q\Solu qg%é%gg be neutralized with acid and mopped

up, absorbed”’with a spill pillow. Again the mixed

SO lon may be discarded down the drain using an excess
©water. Care should be taken when adding acids to

<2§trongly basic solutions as a strong exothermic reaction
could occur, resulting in these materials contacting the
individual,
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POLICY NUMBER: 91- .00, cont,
POLICY SECTION: Laboratory Safety

C. FLAMMABLES AND COMBUSTIBLES, Ellmlnate all sources of

ignition and heat that exist nearby. Cleanup should
follow recommended procedures for the compound in
question.

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 area. Forced
ventilation of the contaminated area should be
undertaken. Ensure that any tank movement cis conducted
using safe practices as described elseﬁbere in this

document . Qb

Hearing protection may be required a d tanks that are
discharging from high pressures Tanks that are
determined to be defective ose a hazard must
immediately be returned to the %kﬂler

<< e

Whenever discharging any chemica do age system local
water control boards should evxegg&y be contacted to
determine if it is poss1ble c¢h activity and how
much can be flushed into t ,<§§Pntities too large to
discharge into a system sg% ne of the following as
action.

A. Absorb the mai.%l %Sbn@ an inert carrier or place
compound 1nto(§ after which the compound is
evaporated me hood. The carrier may be
burned o q§§$ 1n an acceptable manner after
removal

B. Abson ater o an inert carrier or absorbent, geal
per container, and dispose of all materlals in a
wag% hat is in compliance with public health procedures.
tions regarding this, may be addressed to the local
alth 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 concernlng this and other
topics related to the material in question.
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 91-913.00
POLICY SECTION: Laboratory Safety

Subject of Policy: Chemical Fume Hoods

Date of Approval; October 1, 1991

.01

.02

.03

.03

Hood face air velocity (also called capture velocity) for
fume hoods in the respective laboratories should meet the

criteria listed below: )
<
A. 100 ft3/min/ft of hood opening is commended for
nuisance odors, corrosive materials ’%oderately toxic

materials, and trace quantities of (#umuclides

B. 150 ft°/min/ft? of hood opening 1s‘£écommended for hlghly
toxic materials and low max1mal misgible concentration
(MPC) radionuclides. <§§

Air velocity measurements are tg& 1ng the velometer
inside the hood and lowerin th@\ﬁa ntll adequate air

movement is reached. The sa 10 equlred to reach the
above c¢riteria should ma each hood, These
recommendations are c1te American Conference of
Governmental Industrlab\

Air velocity measufﬁh a hood are taken using a

e
velometer that is M@pwn éﬁ b§§ llbrated and working properly.
t routinely remains in a hood

Any laboratory E§&
should be pre @g \ime any measurements are taken to

ensure meeti ﬁ\alfgb uirements.

Laboratory\ventz systems should compensate for air
movemen Y exhau ng hoods. Air flow and pressure should
always such that an environment outside of a laboratory

wor <g} a 1s greater than the air pressure within the work
are

Fume hoods should be kept as clean and uncluttered as possible
to ensure airflow requlrements 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: October 1, 1991

The exposure of laboratory personnel police and court personnel,
and others should be kept to a minimum. The following guidelines
should be followed to ensure individuals are notqaexposed to
hazards.

A

.01 Bioclogical Hazards

o
A. Stained material will be submmt?égy in appropriately
packaged and secured contalners _

B. If evidence is submitted t g a risk due to

improper packaging or a ﬁzﬁk eaklng container,
consult trained personnel t 2émm e proper handling.

C. Never reuse contalnersVé? s@@% material that have
been contaminated.

D. Hazardous materia %1 that poses a health risk
will not be Opeeggbin é& égpdence reception area.

E. Evidence ha & oratory work areas must be
perlodlcal 1th hypochlorlte, Amphyl, or a
10% blea sol If the area is known to be

contamln t 1mmed1ately be sanitized using any

of tha§ aQQS ls.

.02 Drug Ev1ance

A. Igﬁgt 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: 21-914.00, cont.
POLICY SECTION: Laboratory Safety

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

.03 Firearm Evidence

A,

Firearms submitted to the laboratory must always be
checked and rendered safe before accepting such for
analysis. Check to ensure that no ammunitigy is present
in the chamber, magazine, or cylinde @"as well as
checking to ensure that the firearm is\\Xot cocked for
discharge. Firearm evidence received PS or the Mail
should be opened and checked immedi Y.

.04 Transportation of Evidence égb

A,

Transportation of evidence by<§é§e ﬁ%employees shall be
avoided except where itemg Q@Qre @Qr nally taken into
custody at a crime scene. Dfug éjldQFk should never be

transported or carried by@ergennel N either from scenes
or to court. The only”ﬁ§%e this would be small
quantities of prqugéor products seized at
clandestine labora yééggénqsf Exceptions to this
guideline must be &%a a with the Bureau Chief.

‘5\@\@ Q

» <&
O

RN

P .0

&
\
S o
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- FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER: 81-915.00
POLICY SECTION: Laboratory Safety.

Subject of Policy: Biological Hazard Safety

~

Date of Approval: October 1, 1991

.01

.02

.03

.04

.05

Avoid creating aerosols when opening containers which may be
under p051t1ve pressure. Open containers slowly and ensure
that the opening is not directed toward personel Avoid
forceful expulsion of fluids from pipettes. r completely
fill centrifuge containers, and ensure that Sgch are capped
during this process so no mater1al contamﬁgﬁtes equipment or
perscnnel,

Wear protective garments and gloves whqﬁ§&ork1ng with material

or evidence of this type. Conside use of disposable
garments when the likelihood of cong: Q@E;on is great during
manipulation of material. Pro ments are not to
enter areas outside of the la areas once they
have been involved in proce idence or material.
Wash hands after removing g enq§ enever contamination
is suspected.

Disposable garments, aterlals, or disposable
laboratory equipment ulating biological hazards
must be placed in a eptacle and rendered safe as

required by local<§3 L{?Dgzg' ines.

Laboratory wor &ﬁ? gﬁi{'e disinfected, using 10% bleach,

after manipu %; rd materials. This same solution
can be used equipment or material that has become
exposed Lok ologlcqgggj Laboratory apparatus (e.g.--test tube
racks, shou also be processed through a washing

perlodé@ ly

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

POLICY NUMBER: 91-916.00
POLICY SECTICON: Laboratory Safety

Subject of Policy: Electrical Safety

bate of Approvalg October 1, 1991

.01

.02

.03

.04

.05

.06

Avoid use of extension cords whenever possible. If one must
be used ensure it is adequate to meet the electrical load and
withstand mechanical stresses to which it may bqysubjected.

Never overload a power outlet, This qgééies to surge
suppressor strips as well, to ensure tha ocads placed on
these do not exceed the load placed on t@s oom outlet,

-

Laboratory equipment and apparatus rqu§§ﬁng three pronged or
grounded outlets must be used witk} uch. No attempt to

mechanically alter the equipment {?5 S ice cord is to be
undertaken by laboratory personn O'L ory equipment with
damaged or' defective power c&rds r utlets that are

inoperative or damaged mus) b& T rted to building
maintenance personnel for é$£?a'f§?pri to being used for

i
service. A\
Q™ <@ |
Power cords must be ro%§gﬁ aNS& traffic areas.
Circuit breakers wif%;b% e%g%?Qh with the location or item

serviced. Equipmq%f labelled with the number or
location of the b e j<%> rotects it so that power can be
ir, N/

turned off as {; . C)
O

A surge sup§§éaé§> ld be used on all equipment where

possible. ~§

@i\ O

&S
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 91-917.00 :
POLICY SECTION: Laboratory Safety.

Subiject of Policy: - Instrumental Hazard and Safety

Date of Approval: October 1, 1991

Laboratory equipment and instrumentation possess mechanical and
electrical hazards: Hazards include extreme temperatures, high
voltage, high pressures, open flames, etc. Commong.sense often
dictates how to avoid such hazards but the follo g guidelines
should also be observed. Qb

A, Only individuals trained on theg@e of laboratory
equipment will be allowed to operﬁs uch.

B. Where the potential for elec{ﬁ?cal shock exists an
insulating floor mat is recom &nde

C. Long hair and loose flttlng<klotﬁé5% ’§St be secured when
a safety risk involving Eghh §£§1

Special equipment Drecautlons <2

A. BElectrophoresis g@lpn@t QO

1. Safety te ust be installed on all
electr ks to eliminate hazards from
electe} al

2, Al() ‘{3 termlnals must be shielded and

ring be exposed.

<Q 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: 91-917.00, cont,
POLICY SECTION: Laboratory Safety

B. Laser sources

1. Follow manufacturer's instructions regarding proper
operation of such equipment.

2. Wear proper eye protection when operating or
' working with a laser source. Avoid directly
looking at a laser source or any material that

could reflect the laser beam.

&
&
%e}
G’)\O
\Q(\ Q*
C L
9 o
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 91-918.00
POLICY SECTION: Laboratory Safety.

Subject of Policy:  Firearms Handling and Test-Firing

Date of Approval: October 1, 1991

General Safetyv Procedures

.01

.02

.03

.04

.05

.06

Test-Firing Safgtxg:\

.01

.02

.03

.04

All firearms being submitted or handled will cge given an
inspection to ensure that the weapon is unlo§i§ﬁ and safe.

\
No firearms will be loaded in the laborator%gg§cept in defined

firing areas. Qb

Handle all firearms as if it they are Lééaed and follow safety
practices that assume such. Q§>

o . RN .
en doubt exists as to a flr@n's ;{11:\_/ to discharge

safely, then a remote firing d%g e t‘gg deployed.

. N
Report unsafe firearm handli CDungﬁée charge practices, or
problems that arise duri ogéa ith a firearm to the
O

proper supervisor.

AN
Personnel who handl \@fiﬁgarmag? ill be instructed, by a
gqualified instructo :Qb o) r and safe practices for
handling weapons.(\o \&'O &
) <

o’ O

O XX o9

When testyﬁéring eagﬁgapon, a second laboratory analyst or
g

supervis st be present. This second person will act as an
observe d be present to render aid should a problem arise.

Peré@ﬁhel present during the discharge of a weapon must wear
safety glasses and ear protection.

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

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: 91-918.00, cont,
POLICY SECTION: Laboratory Safety

.05

.06

.07

.08

Forensic staff should be the only personnellpresent 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 in the facility
during firing should always be kept to a minimumb

The firing area, and personnel routinely ugdfhg or who are
present within the firing facility, will beg§@sted yearly for

lead levels. If prolonged firing occu ver a relatively
short time period, it will be at the digc¥etion of firearm's
personnel as to whether more frequent ronmental testing is

undertaken, both to the facility and aminers.

Z
Prior to digcharging a weapon, Q%ﬁﬁhaqéﬁ% must announce the
commencement of firing in such¥Xas ﬁgnn as to alert all

personnel present. ’()® é\, Q/
O
x@ O O
ARG
RNZ &
® L8
& &
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