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EVIDENCE HANDLING AND CASEWORK DOCUMENTATION

15.1

15.2

15.3
15.3.1

15.3.2

1533

153.4

15.4

154.1

It is important to receive, handle and process evidence in a manner which preserves its
integrity. It is essential to document the chain of custody for all evidence received.

Whenever possible, all evidence shall be received by a forensic evidence specialist.
Controlled substances evidence shall not be transported or carri personnel, either
fron1 scenes or to court. Evidence shall not be accepted un ess\btis accompanied by a
properly completed ISP Forensic Services evidence sub form. Submission forms
are not required from coroners/morticians when submittiig fatality “accident victim
samples” required for by Department of Transportatjoiproficiency tests, or competency
tests. The submission form shall be used as an eviderice receipt.

Evidence sealing requirements go OQ

Proper seals shall include heat seal, tape@a ox;igll & container is “properly
sealed” only if its contents cannot rea%' esca if entering the container
results in obvious damage/altelat @ he @

I its seal.
Standard evidence tape shall be u

rs and shall be initialed (or
otherwise identified) to docu tl e}x so ing the evidence (scotch tape is not
acceptable). Heat sealed @H 1 nitials or other identification across the

heat seal to be pmpeﬂy e ed hall be initialed or otherwise marked to
document the pGISOI e. Staples do not provide seals.

Packaged eviden 1at01y, which does not bear the initials or
1dent1ﬁcat10n pei sez@ the evidence container, is not considered to be
properly seal@ ac seams do not need to be taped and initialed.

All ev1d shall ﬁﬂy sealed by the submitting agency, however exceptions
authm by a supervi may be made as required. ISP Forensics may provide a

@@seal by: (1) placing a plece of evidence tape perpendicularly across the seal with
ritials of the person receiving the evidence or (2) resealing the complete package in

heat sealed envelope or other container with proper initials. Forensic Services shall
ensute that evidence stored in ISP vaults is properly sealed. Forensic Evidence
Specialists have the authority to reject evidence if it is not properly sealed.

ISP Forensic Services does not accept syringes except in a very carefully controlled
manner that is described below. However, if the submitting agency chooses to submit
an alcohol or water rinse from a syringe, then the sample may be submitted to ISP
Forensic Services as a routine case without going through the protective measures
described below.

The agency shall contact the appropriate evidence custodian from Forensics Services
before the syringe and contents are submitted. That evidence custodian shall ascertain
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that all the guidelines below are being followed, and notify the Lab Manager. The entire
case shall be returned without analysis, accompanied by a copy of this policy, if the
evidence custodian is not contacted prior to the submission of the syringe.

The prosecutor associated with the case shall submit a letter requesting the examination,
The letter shall state why it is necessary to the case for the contents of the syringe to be
anatyzed, This letter shall arrive at the laboratory attached to the evidence or the
evidence shall be returned.

The syringe shall be packaged in an approved biohazard safety tube. (An example of an
approved biohazard safety tubes would be the “EVA-SAFE” safety tube displayed in the
“Lab Safety Supply” catalog, catalog #0A-37946.)

Generally, an analysis of a syringe for drugs shall only be perfo ng the case is a
homicide or other exceptlonaliunusual case. Syringes shall no@Qaccepted if other drug
evidence or any other evidence is available which provid same proof as the
examination of the syringe would provide. é

Syringes shall be packaged separately if the syringe i‘s@drt of a multi-exhibit case. The
entire case shall be returned, if the syringe is not ged separately.

Sharp or pointed objects or items with shar; e%éy k}{h s, razors, glass) shall be
confined within packaging that renders ti@ obj sa andle.

All evidence envelopes/packages 1@%6 n@e a lab01at01y case number
and when applicable, an item nun bers shall be consecutive,

Submitted evidence shall \@)red @the ane vault until checked out for analysis
unless special handlmg 0 ou§\ nts dictate storage elsewhere.

HANDLING EV {h&f % ORATORY:: There shall be a record, which
verifles who | ¢ at all times and evidence shall be stored so that
only the fmeé

ﬁSQ’?S ccess to1t
sfer of wvid etween individuals or locations within the laboratory shall
#& cumented he electronic internal chain of custody.

he forensic scientist shall seal all the openings that he/she created in the

Q\O proximal container with evidence tape and date and initial the evidence tape.

Evidence shall be maintained under the control of the responsible forensic
scientist during the analysis process.

The forensic scientist, supervisor, and discipline leader shall review requests for
external analysis. All requests shall be documented.

Returning Evidence:
Evidence shall be returned only to a party having legal responsibility. Generally,
this is a representative of the submitting agency.
All returned evidence handled by a common carrier, (the U.S. Postal Service or
United Parcel Service, etc.) shall have an adequate receipt acknowledging
delivery, All such receipts are to be placed in the case files,
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Diligence shall be exercised to insure that evidence is protected from loss,

contamination, deleterious change, and/or cross-transfer and thereby diminish the value

of the evidence or its analysis.

“When evidence such as latent prints and impressions can only be recorded or
collected by photography and the image itself is not recoverable, the photograph
or negative of the image shall be treated as evidence” (ASCLD/LAB manual,
page 22, April 2003 version).

Each item of evidence in a case that has been analyzed includin sof
evidence generated by the analyst shall be uniquely marked fo @ntlﬁcatlon.
The container holding the item or a tag attached to the iten l be uniquely
marked for identification if it is not practical to mark the@ directly.

CASEWORK DOCUMENTATION: The recor % t on each case shall be
extensive enough to enable an independent exa I 1n e field to determine how
testing and observations were conducted. epe&n xaminer shall be able
to reconstruct the reasoning that formulate ns 'ﬁted in the report.
The examination documentatm 1 c@ﬁa equate description of the
evidence container, the ev1d% th @« f seals, and date the evidence
was opened. Q
The laboratory shall aln \5 and administrative
documentation re thl se in a case file. Examination
documentation inf yt s references to procedures followed,
tests conducted(Stand trols used, diagrams, instrumental
printouts, atlons and results of examinations. The
laboratoéase @ h ude all examination documentation generated
in th at instrumental charts or graphs that are run in
J‘% ma)$e c y stored. Data regarding controls or standards may
é@ ntrally sto@ Instrumental parameters shall be documented either in
Q he case file or in a central location. Examples of administrative
\O documentation include records of case-related conversations, receipts,

Q description of evidence packaging and seals, and other pertinent

15.13.3

documentation, Administrative documentation that is generated by the
laboratory regarding a case shall be stored in the case file.

All examination documentation shall be marked with the laboratory case number

and the initials of the forensic scientist. “Examination documentation, such as
instrumental data, which bears the appropriate identification (i.e. unique

identifier(s) and the examiner’s initials) on an original document, may be copied

for filing in multiple places without the necessity of placing original identifiers
on each copy.” ASCLD/LAB criteria, page 30, 2003 version. If examination

documentation is prepared by someone other than the person who will interpret
the finding, reports, and/or testifies concerning the finding, then both individuals
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shall initial each page of the documentation. Page numbers shall be present on
all examination documentation and the total number of pages shall be reflected
on the first page, with the date being documented throughout. When both sides
of the paper are used, each side is considered as a page and shall be initialed and
numbered accordingly. Handwritten notes and observations made in the
laboratory shall be in ink. Diagrams or tracings may be in colored or standard
pencils, Any corrections to notes shall be made by an initialed single strikeout,
Nothing in the handwritten information shall be obliterated or erased.
Administrative documentation shall have the laboratory case number on each
page. It is acceptable to put the laboratory number on thﬁ page only of

multi-page administrative documents such as police report&provided that the
pages are fastened togethel W

15.13.4 The conclusion stated in a report is based on the results of the analysis. This
conclusion shall be fair, accurate, and complete. %

15,135 Each case that is received shall be a551gned a ﬁjque lab number. This unique
lab number may be determined by a com ed information system. The
unique lab number can be in either alph orm and/or bar code form.

15.13.6 The unique lab number shall be assi qE%;lcc:: associated with the case
and to all documentation geneiated F ren ervices as part of this case
included in the laboratory case

15.13.7 It is acceptable to use abb1ev ns {QY? in the examination
documentation p10v1ded of the abbreviations and symbols is

readily understandabl @the ?ew : the meaning of these symbols and
abbreviations is do nte le to individuals reviewing the
examination doc 1 nly understood abbreviations such as H20

for water or Wor 01 s do not have to be defined.

15.14 Releasing re QB‘ aut lduals
15.14.1 Resu%‘o 1 only be released to the submitting agency or the
cutcn @mdmtion over the case if the case was submitted by a police
y The re hall be released to the defense attorney through a
iscovery, court order, or the permission of the prosecutor or the chief
\ 1nvest1gat01
15.14, Q When giving laboratory results to telephone callers, extreme caution shall be
exercised. If the caller is authorized to receive the results, then the following
procedures shall be followed:

15.14.2.1 If the voice of the caller is recognized, then the results may be given out.

15.14.2.2 If a caller’s voice is unfamiliar, politely break the conversation and return the
call using a phone number known to belong to the agency employing the
individual.

15.14.3 Reports regarding evidence submitted by the public defender in a criminal

proceeding shall be given the same measure of confidentiality in the laboratory
as evidence submitted by a police agency or prosecutor. The results shall only
be released to the public defender or his investigator. The prosecutor can obtain
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the results only with the permission of the public defender, through a valid
discovery, or a court order (I.C. 19-861).

Upon request, the forensic scientist has the obligation to discuss his/her findings,
interpret the conclusions, and state the strengths and weaknesses of his/her
examination on evidence with the prosecutor and/or the defense attorney. The
analyst shall not discuss examination with an attorney until such has
demonstrated that he/she is entitled to the results or that the attorney has obtained
the results through legitimate means and the concerned prosecutor/public
defender has been advised, in advance, of the discussion.

9

1t is the xesponmbﬂlty of Forensic Services to provide @gﬁort to law
enforcement agencies, prosecutors, and public defenglers. In order to provide the
most timely service, it is important to limit the se@ces to situations that will
resolve criminal cases. Deviation from these- C&Qbena shall have the approval of
the Major/Manager,
Evidence shall be accepted by Forensic ioes%om law enforcement agencies
(city, county, state, or federal), othe 11 a {vestigative units,
prosecuting attorneys and public de del gl shall be done for private
defense aftorneys or the private .
Idaho School Districts shall @llo‘({i{\ t non-random juvenile drug tests
(NJDT) samples only, in p11 e 1strict policy as prescribed by Idaho
Code 33-210. Idaho @01 B\Sﬁlct 1itting NJDT samples shall do so
through one indiv (b% er 1‘10 ilding in accordance with ISP Forensic
Services plocedu% or dling and submission.
Evidernce shall 62 acc &d n%}yms only if it shall assist in the identification
of suspec% olutiotyof 1na1 charges against an individual, or establish
Wheth 1m ¢ Curiosity cases shall not be accepted.
\5(\ &

@
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1
INTRODUCTION: SERVICES PROVIDED, CLIENTS, AND COMPONENTS OF THE
QUALITY SYSTEM

1.1 Quality assurance is a basic function and responsibility of each men@gf of ISP Forensic
Services. A rigorous quality assurance program is a major tool t \hsure that ISP
Forensic Services is providing quality services to the crimin% ice system. This
quality manual is issued to describe the quality assurance sysfetn of the ISP Forensic
Services in compliance with the general quality system regquirements of ASCLD/LAB.

1.1.1 This quality and procedure manual is published b
Forensic Services. All employees of Forensic S

Health and Safety Manual. :

SR
1.1.2  Official Publications — Forensic Sew'q@\co alzes &heres to the Idaho
State Police Policies and Procedures 4nd {l \éh i¢ad Society of Crime Laboratory Directors/

1
Laboratory Accreditation Board %g(i%)&B@&ual in its most current form.
X\

1.2 Forensic Services shall maiS i até@m@mest relationship with all parties of the

judicial system. Analysi 11 i o the public defender as well as the

prosecutor. Forensicééb 1tis6§§ill%§m every effort to provide timely, accurate and

complete repotts. $\\ o’ O

O \%0 9

1.3  Personnel w{@ﬁn the 1‘@% Services shall foster support and trust among fellow
employeespinanagement and-other agencies. It is important that all employees emphasize
a dedic to excellence and integrity when working for the citizens of Idaho.

<

1.4  Thepurpose of ISP Forensic Services is to provide quality and impartial scientific
analysis, testimony, crime scene investigation, education, and research to the criminal
justice system.

1.5  Forensic Services provides scientific analysis on physical evidence. At the time this
section of the quality manual was last revised, it provided examinations in the following
arcas:

1.5.1 Forensic biology.

1.5.2 Controlled substances analysis.

1.5.3 Firearms, toolmark examinations, serial number restorations.

1.5.4. Trace evidence examinations. Flairs, filament on/off, and examination of fire evidence.

Ch.1 Pg. 1
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1.5.5 Impression evidence: latent print processing and comparisons, footwear, and fire tracks.
1.5.6 Toxicology analysis: either gualitative and/or quantitative analysis of urine, blood,
tissues, vitreous humor for drugs, metabolites, or alcohol and other volatiles.
Alcohol containing beverages or liquids.
1.5.7 Administration of the breath alcohol program.

1.6 ISP Forensic Services provides services to the following agencies:
1.6, Local, state, federal law enforcement agencies, and other governmentaldgvestigative

unifs. e
1.6.2 Prosecutors. A\
1.63 Public defenders, o
1.6.4 Other entities by court order. 0@

N
1.7 The basic components of the quality assurance prograx@&e as follows:

1.7.1 Discipline SOPs and training manuals Q

1.7.2  Validation of new SOPs. QO OQ &
1.7.3 Discipline leaders and discipline groups. C) é
1.7.4 Employee training, both initial and 011-gq§g) Q\' Q/
1.7.5 Case documentation, technical and admit trati{&ev'

1,7.6 Documented instrument calibration and maip{éda

1.7.7 Control of standards, controls, a 106 O

1.7.8 Monitoring court testimony. ~*( e Q
1.7.9 Competency and proﬁoieng til%&\

1.7.10 Corrective action. \$

1.7.11 Audits and inspectimgSQ N \g/

1.7.12 Client feedback. ;\\ O
SENN
'SR
Q@
O

%
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2
QUALITY ASSURANCE POLICY STATEMENT AND OBJECTIVES; FORENSIC
SERVICES GOALS

2.1 Policy Statement: ISP Forensic Services is committed to providing ex nt service to
the criminal justice system. To accomplish this, a quality system h en established by
ISP Forensic Services. This applies not only to casework analysi@k%t also to written
reports and testimony.

The management of ISP Forensic Services fully supportlioiﬁé objectives of the quality
program as outlined below.

Q
S
dgé@ u@p in achieving these
l@rles of ISP Forensic

The position of quality manager was created to?‘
objectives and to serve as quality manager fo

b
1 tt
¥ &

Services. ’\C)
> &
2.2 The objectives of the quality assuragcépro arg%:)
2.2.1 Maintain and continuously impr e guakity @ ice provided to the criminal justice

system in Idaho, X 0
2.2.2 Develop and utilize new te og@@q%@(e the quality and efficiency of the analysis
of physical evidence.

\)
2.2.3 Take appropriate m@ﬁ t@eo@ﬂdenae from contamination, deleterious
1sifre 2\ n%@o yl

effects, and loss. Q hab priate chain of custody is maintained for all
evidence. @)

2.2.4 Enhance the ﬁ&lytical p@es of the professional staff through training, etc.
2.2.5 Identify L@ﬂy related probeims in all areas of operation and take corrective action to
preven&ir recurrence,

<%K

2.3 ISP Forensic Services Goals:

2.3.1 Provide crime laboratory services to the community through law
enforcement agencies.

2.3.2  Provide only those services for which there is:

2321 Properly trained and competent personnel.
2322 Appropriate equipment and reliable, accepted scientific methods.
2323 Sufficient need to justify resources, training, proficiency testing and equipment,

2.3.3 Provide accurate and timely analysis,

2.3.4 Provide accurate, comprehensive and impartial court testimony, and reports.
2.3.5 Maintain libraries of literature, regularly consulted for analysis and training.
2.3.6 Maintain staff proficiency through training, attendance at scientific meetings, and

Ch.2 Pg.1
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literature review,
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ORGANIZATION AND MANAGEMENT STRUCTURE

31

3.2

3.3

The relationship of ISP Forensic Services to the parent agency, Idaho State Police,
appears in the electronic departmental handbook. ()

%]

The “Chain of Command” requires that administrative communi tons be forwarded through
succeeding lines of authority as described in the organizational@ltart. The chain of command
shall be obsetved for administrative communications except as’allowed by problem solving
procedures, or as dictated by emergency circumstances. procedure does not apply when
reporting improper conduct or action by any SUp@WlSG{\6

Idaho State Police, Forensic Services is staffed@'@m 6@d&cordmg to the following

organizational chart:
@o
daho % \)

\(\V X /&
Lab Improvement / " Q]
Quality Asswanca Mal @ (" am ssistant
y
O N B ‘r@v{dence
%eclallst
KO ( )
6\ (Meridian Lab)
. |
Fo &4 tmanagar Forensic Lab Manager Forensle Lab Manager
cdur d'Alena Meridian Pocatello
hd ] e aamn
1
Discipling |eader { 1 Discipliae Leader
— Forensic Sclantis( 3 Disclpline Leader Biology Program Laten! Program 4 Forenslc Sclentist 3
-Drugs- H Forensk Scientist 3 Suparvisor Supernvisor -Foxicelogy-
-Trace- Forensic Sciantist 4 Forensic Sclentist 4
Discipline Leader [ |
Forenslc Scientist 2
| Foren:{ic Scientist 3 Farensle Scientist 2 Forensic Scientist 2 Forensic Scienlist 2 B
«Firearms- -
{3) &) )
Forensic Evidenca
| Forensic Sclentist 2 L] Specialist
(2)
Ferensic Evidence
— Speclalist
2)
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4
JOB DESCRIPTIONS, EDUCATION, TRAINING, AND TRAINING RECORDS

4.1 Job Descriptions (positions begin with ISP) for all positions are avax&e at the
Department of Human Resources web site. \A

4,2  The education of each employee who ultimately will perforn%ase analysis shall be
verified prior to being hired by ISP Forensic Services. ’\Qby of the college transcript
and proof of graduation shall be retained by the qual{%té;ntﬁuager for those individuals for
whom college graduation and/or proof of taking Eg\ e courses is a requirement

for employment. o) &
oS

4.3 Wliting discipline/subdiscipline txammg
4,31 A training plan shall be developed an@é‘ated Q‘e by the discipline leader. The
training plan shall be based on the relévant the knowledge, skills, and
abilities necessary to perform cas 1k a s@gk? be included in the training plan.
‘e

432 This quahty policy applies ox%& ai @ pl ated or revised after the approval date
for revision 1 (one) of the Q@ s adopted April 1, 2001,

4,3.3  Format for the training p.bg) Q/

43.3.1 Cover,

43.3.2 History p \ths leld ide a list of revisions, the revision date, the date
accepted,ithe s Ie € appiopuate discipline leader and the signature of the
quah anage;

4333 Th@mmng plan sh contain a checklist that can be signed or initialed

aining a list of appropriate topics and information about each topic in the
Q& hecklist as appropriate.

4334 The numbering system: Section 1 shall be 1; Topic 1 shall be 1.1; and Item 1 shali
be 1.1.1, ete.

43.3.5 Table of contents: Each training plan shall have a table of contents after the
history page (s).

4.3.3.6 Introduction: Each training plan shall have an introduction.

4.3.3.7 If the sign-off is for a section of an SOP rather than a task, the SOP section shall
be listed.

4.3.3.8 References as appropriate shall be included somewhere in the training plan.

43.3.9 Each page of a training manual shall have the date issued and the revision number

(rev. #) in the bottom right hand corner.
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Approval:
The draft of the training plan shall be circulated to all the managers, the quality
manager, and the staff who will be using the training plan for review and
comment before the training plan is finalized,
The final draft of the training plan shall be approved when the appropriate
discipline leader and the quality manager approve the document by signing and
dating it. The quality manager shall ensure that the appropriate staff, the
managers, and the major/manager are informed when the training,plan is
approved. The training plan shall be implemented only aﬂcrc'_@las been

approved.
N

%
Steps in training an individual: %
All the steps in training an individual shall be document 5@& they are completed.
Training does not have to proceed in the order of 1, 2 ﬁé Specific aspects of training
shall be covered only to the extent necessary w;th i éanalyst to ensure that they

understand and know the material. << C)O

An individual may fulfill a training 1eq 1 t to SOP through prior training
and/or experience. That {raining and enc cumented and submitted to
the quality manager along with the 1 of the\'eam cumentation,

The discipline leader is respog@ fo tr of an individual. The discipline
leader may designate an on-site’trai \b

Training for an indivi ha] nt e followmg elements:

General knowled ‘oécne and ISP Forensic Services practices and
procedures such in in of custody, writing notes and reports.

Study and 16@ of th @ate Police policies and the Forensic Services Quality
Manual.

Appropri safety training to include review of the health and safety standards and
1'6\/'@& the specific health and safety hazards associated with performing the SOP(s).
The'Scientific theory on which the examination(s) is based.

The theory, operation, maintenance, and troubleshooting of the instrument(s) used.
Training in the use of the SOP(s) to be employed so that the SOP(s) are thoroughly
understood.

Practice in using the SOP(s).

Performance of the SOP(s) on actual case material under close supervision.
Competency test: the results and supporting data shall not be technically reviewed,
administratively reviewed, or verified prior to submission to the trainer.

Mock court or proof of experience in testifying regarding the casework analysis for
which the analyst is being trained.

Ch.4Pg. 2
Rev. 5.0
Issued 07-G1-2004




4.,6.1

4.6.2

4.7

4.8

4.9

4,10

Quality Manual 2004 VERSION
ISP Forensic Services

Documentation: The discipline Ieader shall review all the documentation regarding the
training of an individual for a specific subdiscipline once the training is completed. The
discipline leader shall either recommend that an analyst be approved to perform casework
analysis in the sub-discipline for which the training was provided or recommend
additional training. The discipline leader shall forward a written recommendation and
either the completed checklist or a descriptive summary if the checklist is very large, and
the competency test (answer sheet plus indication of scoring or correct answers) to the
quality manager.

The quality manager shall review the summary of training to ms$ at all the quality
standards for fraining have been met and shall then issue a w approval to perform
the analysis and testify as an expert in regards to the analysi

The quality manager shall insure that this approval is an o\ﬁmced to all of Forensic
Services staff statewide.

The quality manager shall be the training ofﬁc%@\?il ¢ Services. One of the
duties shall be to maintain documentation re ral f each employee in a
central training file.

Q
It is the responsibility of each empIO)@ to eu\g}'e is/her affidavit of qualification
and/or curriculum vitae accuratel ect\@c completed training.

B s
Each staff member is respons e fm@da@ s/her training record on file with the

quality manager. &
S KO

Technical support,s Y@Iha for; \uﬁle aspect of casework analysis shall have
documented tran @estmg, and proficiency test regarding the casework

analysis pelf%ﬁged

Q‘OQ

Ch4Pg. 3
Rev. 5.0
Issued §7-01-2004




Quality Manual 2004 VERSION
ISP Forensic Services

5
EMPLOYEE DEVELOPMENT PROGRAM

5.1 ISP Forensic Services encourages staff members to develop their potential by identifying
training needs and taking advantage of opportunities for professional development.

5.2  Anemployee development plan shall be written as part of the annua o‘fuation of each
employee. The employee is responsible for developing the plan s encouraged to
seek input from the supervisor. This plan shall be compatiblg with the mission of the
laboratory, ISP Forensic Services, and the department, Tt shhe included with the
annual evaluation. The plan shall be based on mutually @pted objectives and shall
include provisions independently addressed by the e ee as well as provisions
requiring agency support. The plan from the previ()(@/ear il be assessed as part of the

evaluation process. The new plan may build 01{? n% thlan from the previous

year. @ x Q/é
O

5.3 Career advancement/enhancement opg@itie&,Q@Q@

%)

X3
5.3.1 Career advancement/career enhan@ent @ai @ﬁ'om a wide variety of sources. The

following list contains some g@ted e training.
53.1.1 Professional societal tirg ol@t e NWAFS or AAFS.
53.1.2 Seminars. ‘QO A &
53.1.3 Short courses sUgh' as tl@e 1'(%6(1 by instrument companies.
5314 Training prowded bq‘@e YFBI, CCI, or other governmental entities.
53.1.5 Private Véors

'1356911365 in computer software use, career enhancement,

ete.
5.3.1.6 %?ﬁ«*enﬁ and the@vision of Human Resources training.

5.3.1.7 ege courses.

53.1.8 (Annual discipline meetings.

5.3.1.9 On-the-job training,.

5.3.1.10 On-line or computer based training.

5.3.2 ISP Forensic Services supports the training of its employees in supervision and
management to facilitate succession planning and career enhancement.

5.4  Application and Follow-up to employee development opportunities:

5.4.1 Typical application process:

54.1.1 Staff members interested in attending in-state training shall apply for training
using the ISP training request or its current equivalent. Staff members interested
in attending out-of-state training shall apply for training using the out-of-state
travel request or its current equivalent.
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54.1.2 The immediate supervisor and the laboratory manager shall approve all training
requests if possible.
54.1.3 Discipline leaders may initiate training requests for analysts in their discipline.

The discipline leaders shall be consulted regarding training in their discipline
provided that they are available for consultation in the time frame required for the
approval of the training request.

54.1.4 The training request shall be submitted to the Headquarters office for approval.

54.1.5 The request shall be approved or denied by the command staff based on
considerations such as need, budget (current funding situationgaseload demand,
and input from the appropriate discipline leader. R\

54.1.6 Requests for training shall only be approved when th @‘hlng reports for training
that occurred more than 60 days ago are compiete %ﬁled with the quality
manager.

54.1.6 Applicant shall be informed whether his/her w@f?st for training was approved or

denied.
54.1.7 Application for college classes shall foleQS]&.)p@?eKe
5.4.2 Standard follow-up to training:

5421 Forward the department Recmd mm on of the training, and a
short evaluation of the trainin

5422 Summarize the training for other sta f 1equested to do so by your
supervisor or discipline l

\.
5.5 Certification: CO \® «/
5.5.1 ABC certification for D Qe t fingerprint certification shall be obtained
cted/promoted for the position of Forensic

within the first three
Scientist 2 or by T)‘ hl® er time frame is longer. Exceptions can only be

authorized by th
552 A Fcnensw tlSt 3 ﬁ)sw Scientist 4 shall obtain discipline specific
celtlﬁcatl ﬂt in the first'three years of being appointed to their current position in
additio QABC Diplomate or equivalent certification by July 1 2007, whichever time
fra%ﬁ"gonger Exceptions can only be authorized by the major/manager
5.5.3 ISP Forensic Services shall pay all costs associated with taking discipline appropriate
certifications tests approved by management and the annual fees for maintaining
certification. Forensic Services shall also pay for approved attendance at seminars, etc.,
necessary to maintain certification,
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STANDARDS, CONTROLS, AND REAGENTS

6.1
6.1.1

6.1.2

6.1.3

6.2

6.2.1

6.2.2

6.2.3

6.2.4

6.3
6.3.1

6.3.2

6.3.3

6.3.3.1

6.3.3.2

Definitions:

Standard: “A sample acquired or prepared that has known properties (e.g., concentration,
chemical composition) for the purpose of calibrating equipment and /or for use as a
control in experiments” {glossary, 2000 version of the ASCLD/LAB manual).,

Control sample: “A standard of comparison for verifying or checking th®,finding of an
experiment” (glossary, 2000 version of the ASCLD/LAB manual), example, a blood
alcohol control, which has a known ethanol content, is run along slith the batch of case
samples for blood alcohol, This control tests the componentcsb e examination process
for accuracy and precision,

Reagent: “A substance used because of its chemical or %&gwal activity” (glossary,

2000 version of the ASCLID/LLAB manual). *

Standards and quality control specimens: Qd Q

Standards and conirol samples shall be authe@i ce@te of analysis received
from the manufacturer may serve as autt 1{{&@2&101&[ 'ds and quality control
specimens.

The procedure used to authenticate s&daxd\@% @&1 specimens shall be documented
in a SOP.

The standards and conirol sa us@z @hail be specified somewhere in the
SOP or in a related SOP.

A record shall be maintai es obtained for standards and control samples for
casework analysis. ? 1e centlally stored or be in the case file. If these
r

results are central \a he case file or the SOP shall designate that they
are centrally stor nd % e ﬁie where these results are stored.

Reagents: <\'
All reaggnts shall be labeled w1th the identity of the reagent and the date of preparation or
lot er. The initials of the preparer are suggested but not mandatory.
Length of time the reagent is dependable and special storage or handling requirements
shall be noted on the container if applicable.
Reagents shall be tested to determine if they are providing the appropriate chemical or
biological response.
Some reagents are prepated in batch and used for extended periods of time
without being tested with a standard or control each time they are used. These
reagents shall be tested before use and may be tested on a periodic basis as
required by the discipline leader or used for a specific period of time if not
periodically tested. The test results shall be documented.
Other reagents are tested with a control each time they are used, such as
phenolphthalein. Therefore, these reagents do not require other testing. These
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results shall be documented.
6.3.4 Record(s) shall be maintained for reagent preparation and contain, at a minimum, the
following components (These records are not necessarily in the same place):

6.3.4.1 The name and recipe for the reagent.
6.3.4.2 The date of preparation.

6.3.43 Identification of the preparer.
6.3.4.4 The results of testing the reagent.

6.3.5 The records regarding reagents used only for a single analysis and thendisposed of
would most appropriately be maintained in the casework notes. .

6.3.6 Reagents of questionable reliability shall be discarded. Reagent .t@?are expired shall be
discarded unless tested with a control each time they are use&P e use of an expired
reagent shall be approved by the laboratory manager prior to the reagent being used for
casework analysis. X

N
0~ . K
X a8
> & <
\6 OO N/
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CALIBRATION AND MAINTENANCE OF EQUIPMENT

7.1
7.1.1
7.12

7.13

7.1.4

7.2
7.2.1

722

7.3

7.4

Definitions:

Calibration: Calibration refers to adjusting or standardizing of any instrument and/or
equipment to ensure agreement with a measurement standard of knowndsglue.
Calibration check: For the purposes of this quality manual, calibrati (@heck refers to the
checking of any instrument and/or equipment to ensure agreeme th a measurement
standard of known value, %4

Maintenance; Maintenance refers to actions taken to ensme ﬁ.ﬂ equipment continues to
operate propetly.

Repair: Repairs are performed on equipment to 1'6:&11‘11.@% proper working order when

necessary. Q
- . «° (,0 &

Calibration and maintenance standards:

Standards traceable to national or intern q)sta d tified reference materials, or

well-documented materials provided t a third party shall be used

that the properties and chala -prepared calibration standard are
suitable for its intended pu

The materials used as r ce ce checks shall either be documented by
the supplier or be ch p18(§ it

Instruments that ®$§e %nfg @pan or maintenance that might change the calibration
shall have a 1at10n ore being used in casework analysis. The instrument
shali be c ated if the restts of the calibration check are outside of the acceptable

limits. OQ

Eac?plece of equipment/instrument used in casework analysis that requires calibration
shall have a documented calibration procedure. This procedure shall reflect the current
requirements based on the use of the instrument/equipment. The procedure may be
included in the standard operating procedure (SOP) for which the instrument/equipment
is used, may be an in-house procedure included with the calibration log, or may be a
manufacturer-supplicd procedure for calibration. All calibrations and calibration checks
shall be performed in accordance with the documented procedure if the instrument is
being used for casework analysis.

for calibration if available. When confmerci mateuals are not available, a
laboratory-prepared calibration st 1;% I ﬁef The discipline leader shall ensure
or
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7.6

7.7
7.7.1
7.7.1.1
7.7.1.2
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7.8

7.9
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A calibration log shall be kept for all pieces of equipment for which calibration shali
either be checked or performed on some routine basis.
This log shall contain the following documentation, at a minimum:
The type of instrument and its unique identification.
The calibration procedure and/or calibration check procedure.
The acceptance criteria for calibration.
Appropriate interval of calibration and/or calibration check.
Regarding each calibration or calibration check: date perfory results, reference
standard, and initials of individual performing calibrationé\

Maintenance shall be performed in accordance with the dom@nted procedure on or near
the schedule documented in the maintenance log.

N
06

A maintenance log shall be kept for all pieces of eg@'me@at may require maintenance

Or repalr. <S ,%
The log shall contain the following documen t n g\'gﬁlm@
Type of instrument and unique 1

Maintenance procedure(s). Q \>®

Schedule for maintenance.

The acceptance criteria if x@l catﬂ@
Maintenance perform @tet éin @\ce was performed, and initials of

individual per fo1m1

Repairs perform te ’6{ dividual performing repair if employed by
ISP Forensic ces; ﬁ'he and.company, if the person performing the repair is
ith

@F éﬁ Services,

New instrun /equlp\; x&i not be used for casework analysis until the discipline
leader has 1oved the caltbration procedure and log, the maintenance procedure and
log, ang @nﬁrmed that the validation and the appropriate calibration and maintenance

not emplox\&

has performed.

Some instruments are used by multiple disciplines, which may differ in their calibration
and maintenance procedures, Only one procedure needs to be used if it meets the
requirements of all users.

Instruments or equipment known to be out of calibration or not in proper working order
shall be clearly marked.

Ch.7 page 2
Rev. 5
[ssued 07-01-2004




8

Quality Manual 2004 VERSION
ISP Forensic Services

WRITING STANDARD OPERATING PROCEDURES

8.1

8.2

8.2.1

8.2.2

8.2.3

8.2.4
8.2.5

8.2.6

8.2.7

8271

8272

8.2.7.2.

8.2.7.2,

Standard Operating Procedure (SOP): A written document that specifies the steps,
equipment, and materials necessary to perform a task properly, SOPs are written to
provide instruction and standardization for activities affecting quality. lIoJSP Forensic
Services, they are used primarily to describe the accepted manner ¢ forming
casework analysis. \Q

Contents of an SOP: This quality policy applies only to SO}"@reated or revised after the
appmval date for revision one of the quality manual, Wh‘a@vas adopted April 1, 2001.
This revision of the quality manual, issued on the date@%’ed in the footer, contains
changes in the format for SOPs. SOPs revised or @ed - that date shall follow this
revised format. It is acceptable for the SOP to{g xtrj@ lemanon than is required
by the Quality/Procedure manual, é

The numbering system: Section 1 shall bi\() OPI@Sh @ 1.1; and Item 1 shall be
1.1.1, etc.

H1st01y page. This shall provide a hsgjf Le\ﬁ@nsct)he)evmon date, and the date

accepted.

Background: This section m% I\ t@@ m&:tmm s protocol or some other source
from which this method was detive rr% practice contain a variety of openings by
way of providing the ba urg% o1 about the SOP that is to follow. This

section may be brle

Scope: Specify th 1oa OP.
Equipment: Thlséa ﬁﬁ\hs e equipment needed to perform this SOP. Itis
1ecommend at th @ipment be as generic as possible. However, if the
procedure g ulres specific equipment, that equipment shall be designated in the SOP.
Reager e next section would be a list of reagents necessary to perform this SOP. In
) s, the preparation of the reagent will be described in this section while in other
SOPs preparation is elsewhere. Note: The reagents and equipment section can be
combined if both sections are short.
The step by step procedure: This section will vary depending on the SOP and the
discipline.
The writer needs to strive for the right level of detail, Too much detail makes an
SOP too cumbersome while too little detail leaves out important steps needed to
perform the procedure properly.
Include quality criteria as applicable:

1 Calibration. If a calibration procedure is in a separate document, specify in the
SOP, the calibration procedure to use,
2 Blanks, duplicates, standards, and positive and negative confrols.
Ch.8 page 1
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82723 Acceptance criteria in regards to quality measures if applicable.
82724 Independent positive controls if the SOP generates quantitative results,
8.2.8 Detection and Identification Criteria: Depending on the method, the detection and

8.2.9

8.2.10

8.2.11

82.12

8.2.13

83

8.4
8.4.1
8.4.2

8.4.3

identification criteria may be part of the step by step procedure, a separate section of the
SOP or in some cases, a totally separate SOP. The identification criteria shall be
included in one of these locations.

References: Often an SOP will be based on some literature reference. Ifit is not listed in
the introduction, then it shall be listed here. The references can be listec@'l the
background section if they are few in number. Other suggested refe@@ées include
relevant technical documents, published/accepted methods, in-hond¢manuals, and
equipment manuals.

Limitations to the method: Does not need to be a separate se&bn However, limitations
to a method shall be listed somewhere in the SOP, if ap i&ble.
Safety Concerns: Specific or unique safety hazards sh@%& listed as part of the SOP if
there are specific or unique safety concerns.

The location of instrumental batch files, stand Qo that apply to multiple
cases shall either be indicated in the case ﬁif:@l dlcated in the SOP, the
SOP shall indicate that the file is stmed y i

tory and identify the file.
As appropriate, SOPs shall contain a smn& @ions sample preparation, and
possible sources of error.

Each page of an SOP shall h%!\,@' %bssu@ thc revision number (rev. #) in the
bottom right hand corner.

SN
Approval: (50 Q/

Each SOP shall b% ove

v
The draft of the Eé@ ated to all the managers and the staff that shall be

using the S The len e for review is at the discretion of the discipline leader,
but adequ inie shall be for the review.
The ﬁn@@\aﬁ of an SOP shall be formally app1oved when the discipline leader and the
anager have signed and dated it. The review by the quality manager is to ensure
th e SOP has been validated as required in chapter 9 of this manual, contains the
sections outlined above, and is written to the appropriate level of detail. The analysts
who shall use the SOP, managers, and the major/manager shall be notified of the
new/revised SOP.
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VALIDATION OF NEW OR MODIFIED STANDARD OPERATING PROCEDURES

9.1

9.1.1

9.1.2

9.2

9.3

9.4

9.5

9.5.1

9.52

953
9.5.4

New standard operating procedures (SOPs) shall be validated prior to being used in
casework in accordance with this policy.

Validation: “The process of performing a set of experiments which lish the efficacy
and reliability of a technique or procedure or modification therec{&(‘g ossary, 2001
version of the ASCLD/LAB manual),

SOPs in place before April 1, 2001, do not need validation s%ies as they have been
validated through proficiency testing and usage over an ¢ fehded period of time nor do
they require validation if they are rewritten to confom&n updated format,

Modifications of approved SOPs that may pot @y @@Qﬁ fect on the outcome of
casework analysis shall be validated and tlea as a major deviation as
defined and described in chapter 10. \

> (\

The extent and depth of validation st@es shq' Ke
p10posed SOP. Novel SOPs dev d 11

stent with the novelty of the
by ISP Forensic Services would
d in the forensic science community

require extensive vahdatlon

that are being adopted by IS e % require demonstration that the SOP is
accurate and 1ei1able w er{' &/ ed ISP Forensic Services personnel.

The discipline lea all ov \Y['datlon studies, The documentation for this
validation shall égglew and shall be retained by the discipline leader.

Validatio s}ﬁyplcally beQ)deled around the ASCLD/LAB guidelines for validation
studies 1ch follow. However, the extent to which these guidelines are followed will
de n the novelty and/or nature of the SOP to be validated. These criteria for
valilation are suggested guidelines, not absolute requirements.

The person or team performing the validation shall have a complete understanding of the
theoretical basis for the method.

If a method parallels or supercedes an existing method, the proposed method and the
current method shall be compared using split samples if possible.

The method shall be tested using known samples.

It is recommended that the known samples be designed to resemble actual evidence
materials as closely as possible so that the effects of such factors as the matrix of the
sample, sample age, degradative environment, and sample homogeneity are taken into
account. This is particularly important when attempting to apply a methodology to
forensic materials originally developed for routine chemical or clinical samples.
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9.5.5 If the analysis provides quantitative data, the validation study shall include an estimation
of its accuracy and precision at concentrations which are representative of casework
samples.

9.5.6 Exchange of blind and reference samples with another competent laboratory is useful for
detecting internal systematic error and is recommended for validation involving
quantitative data,
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10
PROTOCOL PERMITTING DEPARTURES FROM STANDARD OPERATING
PROCEDURES AND POLICIES

10,1 It is expected that the staff of ISP Forensic Services will usually follow the approved
SOPs. However, the nature of the work in forensic science sometimes pgrgsents atypical
situations where an approved Standard Operating Procedure (SOP) @aot fit. This
policy describes the steps that an analyst shall take before dev1at@ rom approved

SOP(s). %Q
10,2 Definitions:

10.2.1 Minor deviation: A deviation that would not affect the%@}datlon study for the SOP or the
accuracy of casework analysis performed using th example, substituting KOH
for NaOH to adjust a pH would be a minor dev%

10.2.2 Major deviation: A deviation of such scope t e alg.ﬂca of the validation
procedure is questionable or a deviation @Fﬁs th o affect the accuracy of the
analytical test. &

10,3  Practices: when an analyst leahze‘s@at o&@m n he/she would like to depart from
an approved SOP, the anaiys t th ipline leader. The discipline leader
and the analyst shall 1ev1cw mo atigh aifd decide if the deviation is minor or

documentation no

10.3.1.1 Descupti@ ﬁ%
10.3.1.2 Detm 1ation t v1at10n was minor.

10.3.1.3 nence by the clphne leader to the deviation.
10.3.2 Ma](n @ ation - the case record for a major deviation shall contain signed and dated
tation noting the following:

major.
10.3.1 Minor deviation - the ae {é@ %/mor deviation shall contain signed and dated

10.3.2. 1 Descuptmn of the deviation from the SOP

10.3.2.2 Determination that the deviation was major.

10.3.2.3 Either a copy of the validation study or reference to the location of the validation
study.

10.3.24 Concurrence by the discipline leader to the deviation from the formal SOP and
approval of the validation study.

10.3.2.5 Acknowledgement of review by the quality manager for consistency with the
quality system.

10.3.3 Use of an analytical method that has not been adopted by ISP Forensic Services: The
variation in case samples requires that the forensic analyst have the flexibility to exercise
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discretion in selecting a method most appropriate to a problem at hand. The analyst
needs to contact the appropriate discipline leader if the analyst proposes to use a method
that has not been adopted by ISP Forensic Services. The discipline leader can approve
the use of an analytical method if:

10.3.3.1 The analyst can demonstrate that the method is generally accepted by the
scientific community and meets acceptable scientific standards.

10.3.32 These scientific standards include the use of positive and negative controls plus
standards and reagents of satisfactory quality, %]

10.3.3.3 The quality manager has reviewed the analytical method to, i\g@e consistency

with the quality system,

10.3.3.4 The analyst and the discipline leader have decided w @1 validation is necessary

and the validation study if performed, established the€fficacy and reliability of
the analytical method, O

N\
10.3.4 The analytical method, the approval of the use of the l@od by the discipline leader,

10.4

10.4.1

10.4.2

acknowledgement of review by the quality manage, @he v tion study if performed or
available from another source or the citation, tlg:@ 16,{)ntlols and the results of
the case sample(s) shall all be documented inth. ca

ISP Forensic Services operates withir enswe policies mcludlng this
Quality/Procedure Manual. Thele m be c s or situations that require a
deviation from administrative pol

Permission from either the 1 the quality manager, preferably in
writing, shall be obtained p od \él

n@ 1 administrative pohcy
The deviation, the nece : and the prior permission shall all be

documented in a ﬁleb@ ain ality Manager. If the permission to deviate

from a policy wa 1 t ex n shall be documented after the fact and included
with the file, Th@ all be maintained for a period of five years after the
deviation and&en dest ccordance with the existing retention schedule.

Q‘OQ
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11

PROFICIENCY TESTING

11,1 Proficiency testing is an integral part of a quality program. However, itds not the only
indicator of satisfactory performance. To obtain the maximum beng om proficiency
testing, ISP Forensic Services shall emphasize the educational aspgcts of the program
rather than punitive aspects when taking any corrective actiO%Q

11.2 A proficiency test(s) shall be treated like a routine case ch as possible. This
includes logging it in as a case, storing it as a case, pr ng normal chain of custody,
analyzmg it like a routine case, and pelfomnng the é{mmstlatlve and technical
review.

11.3 Proficiency testing objectives: Q/

11.3.1 Verify that standard operating proce € v&@ @

11.3.2 Ensure that quality work is being peIQmed\

11.3.3 Identify areas where additional na@hg vfa&i b Crfeﬁmal.

11.3.4 Demonstrate the competenc (90 & 10a&m, i.e. examiner and technical
reviewer.

11.4  Source of proficienc sa

11.4.1 Each laboratory s aituﬁE \cffly in at least one external proficiency test for each
discipline in whi¢h it

11.4.2 The requned@emal ﬁ test shall be from an ASCLD/LAB approved provider
if such a testexists.

11.4.3 Other exfernal proficiency tests will be obtained/prepared as decided by the quality
ma or designee.

11.5  Accuracy of results:

11.5.1 ASCLD/LAB and the proficiency review committees (PRC) have agreed that results are
correct if they meet any of the following criteria:

11.5.1.1 Results agree with the target values.

11512 The answer is correct within the limits of qualifying statements in the conclusion.

11.5.1.3 The results are consistent with a consensus of the participants. The results from

accredited labs shall provide the basis for achieving a consensus if those results
are readily available. A consensus of participants is defined as at least 75 per
cent of participants obtaining the same answer(s) on the proficiency test.
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If there is not a consensus of the participants, then results may or may not be evaluated
for discrepancies depending on the circumstances to be evaluated by the discipline leader.
Following a SOP correctly which would not provide specific answers shall not be
considered as incorrect.

Responsibilities of the quality manager:

Providing appropriate and timely proficiency tests.

Distributing and tracking tests. (%)
Coordinating responses to the test provider. @
Maintaining the proficiency test reports for all analysts as well atthk documents from the
test provider.

11.6.5 In the case where the analyst is the discipline leader, the qb% manager shall issue the

11.6.6

11.7
11.7.1

11.7.2

11.8
11.8.1.
11.8.2

11.9

11.9.1

11.92

11.10

report regarding the accuracy of results.
Releasing results to ASCLD/LAB.

N
- . \Q’ Q*
Responsibilities of the discipline leader: g
Deciding what proficiency tests are zequned@l he{gd% nd for specific

individuals.
Issuing a report to the analyst, the su \)r of@ , and the quality manager
regarding the accuracy of the 1esu1 tam&k@l a ific p10ﬁ01ency test.

Responsibilities of the Eaboragxgﬁ r@\ %

Storing the individual profi e laboratory.

Ensuring that ploﬁcmncs(ﬁé tlmely manner and forwarded to the quality
manager for submlss thé% ex&owder and ASCLD/LAB.

Responsibilities &

All analysts 1 partic a t 1east one proficiency test per year in each subdiscipline
(controlledsubstances, han iber, firearms, forensic biology, etc.) in which he/she
perfor sework analysis. DNA analysts shall participate in proficiency tests in

{darice with the current national guidelines.
Except for justifiable circumstances, proficiency tests shall be completed in time to be
submitted to the provider by the stated due date. An analyst shall notify his supervisor
and the quality manager before the due date and get an extension for completing a
proficiency test.

Analysts shall take a proficiency test within the first year of being approved to perform
casework analysis and at least one proficiency test per calendar year thereafter in each
subdiscipline in which the analyst performs casework analysis.
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11.11 A proficiency test may be used for a training exercise or for competency testing instead
of as a proficiency test in some instances. If the proficiency test is so used, the results
shall be treated like a training exercise or competency test and not a proficiency test.

11.12 Records shall not be retained for scientific research tests, as these tests are not considered

to be proficiency tests.

11.13 The Proficiency test records maintained by the quality manager shall bedsept for at least

the current calendar year and previous five calendar years.

Ny

N
%Q
O
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CORRECTIVE ACTION

12.1

12.2

12.3
12.3.1

1232

12.33

12.4

12.5

12.5.1

12.5.2

The purpose of corrective action is to continuously improve the quality of services
provided to the criminal justice system. Effective corrective action shall resolve the
immediate problem and prevent its recurrence. @6

A deficiency requiring corrective action can be discovered as ar W) of external or
internal audits, proficiency testing, customer feedback, instrym@nt malfunction

(operational difficulties, maintenance problems, or calibratiohproblems), quality control,

technical review, or in other ways not specified in this li%\

Analytical deficiencies shall be classified into one @u ses:
Class one deficiency: The nature and cause of raises immediate concern
1ese dgllc
le

regarding the quality of work. In some case l are false positives.
Class two deficiencies: The deﬁcwncyz a ich may affect the quality
of the work, but is not persistent or sg eno immediate concern for the
overall quality of the work product exa e a false negative,

Class three deficiency: The deﬁc o have only minimal effect or
significance, be unlikely to 1 s 1 st and does not significantly affect the
fundamental reliability of tl 1ca11y, these deficiencies are
administrative errors. ‘Q \\'

Any employee of 01e s who identifies an analytical dlsmepancy (e.g. a
class one, two, 0 11 report the discrepancy to his/her supervisor
1mmedlately he sup @ﬂ report the discrepancy through their chain of
command 1e quahty m er who shall report to the Major.

g{ﬁ 1y managers, discipline leaders and/or the quality manager shall take immediate
actidn to stop any questionable analyses and the release of questionable laboratory
reports.

If the discrepancy is related to an SOP, no further analysis shall be performed using the
SOP until the cause of the discrepancy is determined and corrected. The validity of the
discontinued SOP shall be demonstrated before it can be used again for casework
analysis.

If the discrepancy relates to a possible error by a forensic scientist, all related
examinations by the forensic scientist shall be discontinued until the cause of the
discrepancy is identified and corrected.

12.5.3 If the discrepancy relates to a piece of equipment, the discipline leader and the involved

forensic scientists shall determine if the equipment can be adjusted and returned to
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service. If the equipment cannot be returned to service, it shall be labeled as inoperable
and not used for casework analysis until it is repaired and shown to be working properly.

12.5.3.1 If a piece of equipment is removed from service, all unreported analyses shall be
reviewed for accuracy.
12.5.3.2 All instrument problems that may have an effect on previously reported cases

shall be reported through the chain of command ultimately to the Major. The
discipline leader and the Quality Manager shall determine any action that needs to
be taken.
12.5.4 The DNA discipline leader has authority to halt or terminate fmensl@blogy analysis
due to technical problems within the section.
12.5.5 The CODIS manager has authority to terminate the laborator @tlclpatlon in CODIS in
the event of a problem until the reliability of the CODIS Cé)) ter data can be assured.

12.6 A corrective action is inifiated when a significant dev oe’n from the quality system
occurs. The following situations would result in tl @blf nce of corrective actions:

12.6.1 Whenever there is a class one or class two ana n casework analysis or in
a proficiency test as defined in section 12.3.

12.6.2 Significant deviation from the quaiity sy ra at
quality policy. The quality system ingludg bthQ’x
polices/procedures adopted by Foren Sem\'@s
other ASCLD/LAB criteria whichg@e dOg Forensic Services, national quality
standards for Forensic DNA r DNA data basing laboratories,
analytical SOPs, training pla ection quality pohcies

12.6.3 Significant deviation ﬁ ’%pohcy or a repeated minor deviation from a
health and safety poh

12.6.4 Customer feedbacl§\ tlfy@@a s@\i’camt quality deviation.

ﬁox violation of a specific
icted to the quality
ial criteria of ASCLID/LAB and

12,7 A preliminar vestlg}% = app1opriate personnel may be pelfmmed to determine
whether a epancy is avdeficiency requiring corrective action before issuing a
Quality Faprovement Action (QIA). For any analytical deficiency the discipline leader

uatity manager or other appropriate staff shall determine whether the deficiency is a
clas$.one/two or class three deficiency.

12.7.1 Competency testing is not required to resoive a class three analytical deficiency.
Class three analytical deviations generally can be resolved informally but require
written documentation.

12.7.2 Competency testing shall be included with each corrective action involving a
class one or class two deficiency. If a deviation is found to be analyst based and
the analyst permanently discontinues performing the analysis, the competency test
may be waived.

12,8 Corrective action shall be documented through the use of the currently approved Quality
Improvement Action (QIA) form. A QIA shall be issued by the Quality Manager,

Ch.12 Pg2
Rev. 5.0
Essued 07-01-2004




12.8.1

12.8.2

12.9

Quality Manual 2004 VERSION
ISP Forensic Services

designee, or Major, if the QIA is directed to the Quality Manager, to the individual that
will have the supervisory responsibility to resolve the deficiency. For example,
technical/analytical issues would typically be directed to the discipline leader. Safety
issues will likely be directed to the lab manager.

An evaluation of the deviation is performed to determine if there is a root cause. The root
causes is the single thing that if changed would eliminate the problem. The person
performing the root cause analysis shall attempt to determine the underlying problem, the
root cause, not the supetficial causes. Remediating the underlying root cause will
permanently resolve the deviation. N

Corrective action shall be proportional to the severity of the devié&h.

%)
The Quality Manager shall retain the documentation for coclg)lﬁlted QIAs for five

calendar years after the QIA is completed. N
9
O@}\ QO
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13
TECHNICAL REVIEW, ADMINISTRATIVE REVIEW, AND CONFLICT
RESOLUTION

13.1  The three kinds of casework review are technical review, administrativa@eview and verification.

13.2  Technical review is the “.. review of bench notes, data and othet c&\uments which form the
basis for a scientific conclusmns” (ASCLD/LARB manual, gl % April 2003) and is
performed to ensure that the conclusion(s) expressed in the réport is justified by the
documentation for the case. Evidence of technical revieyasHall be present. Every case
(including negative results and non-conclusions) shalldpetechnically reviewed. “The reviewer
shall have sufficient knowledge of the discipline to@iify pliance with the laboratory’s
technical procedures and that the conclusions r €S DQ:Gd with the examination
documentation” (ASCLD/LAB manual, Apri 3 pgli 1e conclusions shall be reviewed
to insure that they make the conclusions @ ed performing technical review
shall ensure that the details of all test described in the notes.

13.2,1 Analysts approved to perform indep ent lysis within ISP Forensic Services
following current SOPs may pelfo@ ﬁ@a on other analysts that perform analysis
t

with the same SOPs. Techni N@ne Q other qualifications shall need documented
approval prior to performin Q} the appropriate technical leader or lab
manager if the technicalsﬁéé % 1p]me leader.
13.2.1.1 Individuals W for & ag eXaniination in the past may continue to provide technical
review p1 echnical reviewer understands and is familiar with the
current S e operation of analytical instruments, and can determine
whet the con &) are supported by the examination documentation.
13.2.1.2 Al that perforta similar or parallel casework analy31s may also perform the

13.2.2 Bx technical review:

13.2.4.1 The qualifications of the reviewer shall be documented and on file with the quality
manager. The Major/Manager shall approve external reviewers who are not from
ASCLD/LAB accredited laboratories.

13.24.2 The technical reviewer shall be supplied with the pertaining SOPs.

13.2.4.3 A check-list with a sign-off shall be supplied to the reviewer with each case.
The check-list shall contain sufficient detail to establish that the conclusion is justified
by the examination documentation and that the appropriate ISP Forensic Services SOPs
were followed, The check-list shall be approved prior to any external technical reviews
by the discipline leader or lab manager whichever is appropriate.

@&mlcal review providing that they meet the guidelines in 13.2.1.1.
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Administrative Review is a review performed to ensure that the laboratory reports issued by the
staff of Forensic Services are editorially correct and to ensure that the laboratory reports and
their documentation are consistent with Forensic Services policies.

Though different employees may be involved in the final compilation of a case report, the
individual who signs it as the author (i.e. affidavit/attestation), is ultimately responsible for the
contents of the report, and the accuracy of the information presented in the report.

Every case report (i.e. analysis report or crime scene report) prepared by staff within ISP
Forensic Services, shall be administratively reviewed by someone oth Ghan the analyst

who performed the analysis and wrote the report. Typically, the ad tstrative review is
performed by the technical reviewer. The individual who pelfoui&l ministrative review

shall be familiar with ISP Forensic Services note taking and do@bihentation requirements,
Additional administrative reviews may be performed as de r

Evidence of administrative review shall be present. N

The information from IETS in the report shall be 16V1 to ensure that the report

accurately reflects information provided by the ag 1\ & ubmission form, The

report shall be reviewed for consistency with a n,t(gns for spelling, gramrar

and word usage.

The report and documentation shall be r ;@a&ed n nce to casework

documentation gmdehnes and quallty es &res

When errors or omissions in cascwo
to ensure that an incorrect report
report is released, an amende,
shall contain the words “A]@f

ensu: scientist has the obligation

Ve oratory. However, if an incorrect

ed The heading for the amended report
ed t the begmmng of the amended repott, a
paragraph shall be inser ib '{he changes made in the amended report. This
paragraph needs to b%ﬁ @ i manner that will draw the attention of the
reader. In ETS, t\v% the to write the paragraph in capital letters or to put
the paragraph in glotes, %1211 report shalil be left in the case file. It will only be
changed/marjed to the é&t the analyst shall add a statement to the report noting
that the é‘;g as been amehded and initial and date the statement. Suggested wording

for the tion is ““This report has been amended.” Only the amended report shall be
sto@‘e cctronically in the evidence tracking system,

Verification is a process of independently performing a comparison or analyzing evidence to
determine if the reviewer comes to the same conclusion regarding the analysis as the analyst.

Forensic Evidence Specialist check of data entry from the submission form for accuracy:
After Forensic Evidence Specialists log evidence into IETS, they shall check the
information contained in IETS against the information contained in the submission form
to ensure accuracy.

Information shall be transferred exactly as written from the submittal form to the
database and from there to the written report, The description of the evidence on the
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report from the submittal form shall be put in quotes.

13.6  Conflict resolution:

13.6.1 If differences in opinions between the casework analyst and either the technical reviewer
or discipline leader cannot be resolved during a review of casework analysis, the
following process shall be used to mediate the dispute:

13.6.1.1

13.6.1.2

13.6.1.3

Mediation by a mutually agreed upon individual who is experienced and performs
technical review in that casework analysis.

Formation of a review committee: The parties shail notify th@?fmmediate
supervisor and laboratory manager that they cannot resol eir dispute after
mediation. The laboratory manager shall contact the guahity manager to arrange
the formation of a review committee within ten (10 s. The majority of the
review commniittee shall be individuals who are expeienced in the particular
casework analysis in dispute. The quality mangger may participate in this review
committee.

Conflict resolution shall not involve co%n@l @Ql idual to sign a case report
containing oplmons and/or conclusm it vﬁ& nalyst disagrees, The
decision of the review commltte mcl sis, issuance of an
administrative report by the i 1 €l a f the analyst, or other suitable
action based on an evalua‘uon \Y the mittee. The decision of the

review committee concering the res lu fox-of the casework analysis conflict
shall be reviewed an ve th or before it is implemented.
N &
O .©
NN
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MONITORING COURT TESTIMONY

14.1

14.2

14.3

14.3.1

14.3.2

14.4

Courtroom testimony provides a means for the forensic scientist to communicate results and
conclusions stated in a laboratory report. The goal of the forensic scientist is to accurately
present conclusions, explain analytical techniques, offer expert opinions, and make clear fo the
court any questions 1ega1ding a laboratory report in a particular case. The analyst shall ensure
that the testimony given is scientifically consistent with the documentaﬂgn in the case file.

Evaluation shall be by direct observation, questionnaire, review %\)mt transeripts, or
telephonic solicitation by laboratory staff to one or more of f the court for responses to
the evaluation form.

Each forensic scientist shall be evaluated at least once@%uaily. An evaluation by the
supervisor is encouraged biennially.

A forensic scientist who is inexperienced in co Qﬁn Qyora forensic scientist new fo
ISP Forensic Services shall be reviewed by er f chtist or the supervisor from ISP
Forensic Services when this analyst first {estifies. h 1sic scientist gains experience
with ISP Forensic Services, direct revi @a@twnated with review by other means.
Neither review of transcripts nor feefgck fm@? { officials can provide the quality of

il
evaluation that is available throu ect\ er@
A reviewer from ISP Forensi all @ the es1gnated form for each evaluation and

critique the forensic sc1entlst ¢ after the peer review process, The examiner
shall be given feedback R@QVG ts of the testimony as well as areas that need
improvement, 6(0

Corrective aotlo 1t] @QQ the courtroom evaluations indicate any issues in the
testimony th qulres

Q‘OQ
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EVIDENCE HANDLING AND CASEWORK DOCUMENTATION

151

15.2

15.3
15.3.1

15.3.2

15.3.3

15.3.4

154

15.4.1

It is important to receive, handle and process evidence in a manner which preserves its
integrity. It is essential to document the chain of custody for all evidence received.

Whenever possible, all evidence shall be received by a forensic evidence specialist,
Controlled substances evidence shall not be transported or carrie @y personnel, either
from scenes or to court. Evidence shall not be accepted unlesQ accompanied by a
properly completed ISP Forensic Services evidence submis form. Submission forms
are not required from coroners/morticians when subm1tt1€@ atality “accident victim
samples” required for by Department of Transpmtatlakﬁpioﬁcwncy tests, or competency
tests. The submission form shall be used as an ev e receipt.

\Q
Evidence sealing requirements
Proper seals shall include heat seal, tape g(m 1(@9 se 1 container is “properly
sealed” only if its contents cannot 1ead1@a 1@"&11(1 @' entering the container
results in obvious damage/altelation@le @qg(l\ai ts seal.
Standard evidence tape shall be u inefs and shall be initialed (or
otherwise identified) to docun the@m 1g the evidence (scotch tape is not
acceptable). Heat sealed es @ itials or other identification across the
heat seal to be properly s&%ﬁ s'shall be initialed or otherwise marked to
document the p61301 . Staples do not provide seals.
Packaged eviden at01y, which does not bear the initials or
identification pei 1e evidence container, is not considered to be
propeily seal Ctu ams do not need to be taped and initialed.
All evidence s 1a11 y sealed by the submitting agency, however exceptions
i a superv1 ay be made as required. ISP Forensics may provide a
al by: (1) placing a piece of evidence tape perpendicularly across the seal with
ials of the person receiving the evidence or (2) resealing the complete package in

pm&1
&heat sealed envelope or other container with proper initials. Forensic Services shall

ensure that evidence stored in ISP vaults is properly sealed. Forensic Evidence
Specialists have the authority to reject evidence if it is not properly sealed.

ISP Forensic Services does not accept syringes except in a very carefully controlled
manner that is described below, However, if the submitting agency chooses to submit
an alcohol or water rinse from a syringe, then the sample may be submitted to ISP
Forensic Services as a routine case without going through the protective measures
described below.

The agency shall contact the appropriate evidence custodian from Forensics Services
before the syringe and contents are submitted. That evidence custodian shall ascertain
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that all the guidelines below are being followed, and notify the Lab Manager. The entire
case shall be returned without analysis, accompanied by a copy of this policy, if the
evidence custodian is not contacted prior to the submission of the syringe.

15.4.2 The prosecutor associated with the case shall submit a letter requesting the examination.
The letter shall state why it is necessary to the case for the contents of the syringe to be
analyzed, This letter shall arrive at the laboratory attached to the evidence or the
evidence shall be returned.

15.4.3 The syringe shall be packaged in an approved biohazard safety tube. (An example of an
approved biohazard safety tubes would be the “EVA-SAFE” safety tube displayed in the
“Lab Safety Supply” catalog, catalog #0A-37946.)

15.4.4 Generally, an analysis of a syringe for drugs shall only be perfor the case is a
homicide or other exceptional/unusual case. Syringes shall not Yesaccepted if other drug
evidence or any other evidence is available which provides th&same proof as the
examination of the syringe would provide. %

15.4.5 Syringes shall be packaged separately if the syringe is par of a multi-exhibit case. The
entire case shall be returned, if the syringe is not pac@ged separately.

15.5 Sharp or pointed objects or items with sharp e@e@(s @ives, razors, glass) shall be
confined within packaging that renders the andle.

15.6  All evidence envelopes/packages shai&‘k%’ma wi aborat(ny case number
and when applicable, an item nu ers shall be consecutive.

15.7 Submitted evidence shall be ;g% ev cc vault until checked out for analysis
unless special handling o §@§1re ts dictate storage elsewhere.

15.8 HANDLING EVID 'ﬁbBORATORY There shall be a record, which
verifies who ha @' ce’at all times and evidence shall be stored so that
only the foren &me ss to it.

15.8.1 Trat @ of hm a laboratory shall be documented on the electronic

ipternal chain o@%dy In addition, evidence transferred between individuals
@hall be documented on the internal chain of custody form. The original internal
OQcham of custody form and a printed copy of the electronic internal chain of
Q custody will be placed in the case file.

15.8.2 The forensic scientist shall seal all the openings that he/she created in the
proximal container with evidence tape and date and initial the evidence tape.

15.8.3 Evidence shall be maintained under the control of the responsible forensic
scientist during the analysis process,

15.8.4 The forensic scientist, supervisor, and discipline leader shall review requests for

external analysis. All requests shall be documented.,

15.9 Returning Evidence:
15.9.1 Evidence shall be returned only to a party having legal responsibility. Generally,
this is a representative of the submitting agency.,
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15.9.2 All returned evidence handled by a common carrier, (the U.S, Postal Service or
United Parcel Service, etc.) shall have an adequate receipt acknowledging
delivery. All such receipts are to be placed in the case files.

15.10 Diligence shall be exercised to insure that evidence is protected from loss,
contamination, deleterious change, and/or cross-transfer and thereby diminish the value
of the evidence or its analysis.

15,11 “When evidence such as latent prints and impressions can only be recorded or
collected by photography and the image itself is not recoverable, the ghotograph

or negative of the image shall be treated as evidence” (ASCLIDY/L nanual,
page 22, April 2003 version). QO
A\
15.12 Each item of evidence in a case that has been analyzed 1 ng items of
evidence generated by the analyst shall be uniquely m. for identification.
The container holding the item or a tag attached to thexitém shall be uniguely

marked for identification if it is not practical to n@ﬁb 16&6111 directly.

15,13 CASEWORK DOCUMENTATION: Th Q)It}@g oﬁach case shall be
extensive enough to enable an mdepende@exa 1eld to determine how
testing and observations were conduo%e@ @epe examiner shall be able
to reconstruct the reasoning that f ate ‘Q y 0 ns stated in the report.

15.13.1 The examination doc;gmg tior i an adequate description of the

1d

evidence container, t 1tion of seals, and date the evidence

was opened.

15.13.2 The laboratory cl'l)m Inatlon and administrative
documentati gm ular case in a case file. Examination
document 111 mgs as references to procedures followed,

tests ¢ }ucte and controls used, diagrams, instrumental
p11nto®s %@bsewations, and results of examinations., The
1% tory case all include all examination documentation generated
hat lab01at01§?xcept that instrumental charts or graphs that are run in
Qbatches may be centrally stored. Data regarding controls or standards may

Q\ be centrally stored. Instrumental parameters shall be documented either in
the case file or in a central location. Examples of administrative
documentation include records of case-related conversations, receipts,
description of evidence packaging and seals, and other pertinent
documentation, Administrative documentation that is generated by the
laboratory regarding a case shall be stored in the case file.

15.13.3 All examination documentation shall be marked with the laboratory case number
and the initials of the forensic scientist. “Examination documentation, such as
instrumental data, which bears the appropriate identification (i.e. unique
identifier(s) and the examiner’s initials) on an original document, may be copied
for filing in multiple places without the necessity of placing original identifiers
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on each copy.” ASCLD/LAB criteria, page 30, 2003 version. If examination
documentation is prepared by someone other than the person who will interpret
the finding, reports, and/or testifies concerning the finding, then both individuals
shall initial each page of the documentation. Page numbers shall be present on
all examination documentation and the total number of pages shall be reflected
on the first page, with the date being documented throughout. When both sides
of the paper are used, each side is considered as a page and shall be initialed and
numbered accordingly. Handwritten notes and observations made in the
laboratory shall be in ink. Diagrams or tracings may be in colored or standard
pencils. Any corrections to notes shall be made by an initialed single strikeout.
Nothing in the handwritten information shall be obliterate¢g¥erased.
Administrative documentation shall have the laborator e number on each
page. Itis acceptable to put the laboratory numbel on the flrst page only of
multi-page administrative documents such as poli ports provided that the
pages are fastened together. <

The conclusion stated in a report is based onaﬁe results of the analysis. This
conclusion shall be fair, accurate, and co

Each case that is received shall be as e 1ab number. This unique
lab number may be determined by :Qompqég ormation system. The

unique lab number can be in eitl lph 'm and/or bar code form.

The unique lab number shall idence associated with the case
and to all documentation Q; ate 1e11s1c Services as part of this case
included in the laborato

It is acceptable to u reyla @ symbols in the examination
documentation p1ﬁi% ed 1@%\ ing of the abbreviations and symbols is
readily undelst ie ,%ewer and the meaning of these symbols and
abblev1at1o doc available to individuals reviewing the
examm nt Commonly understood abbreviations such as H20
for waiq r GQ@QO % gxams do not have to be defined.

15.14 Releasmg\ﬁsults to aut@ ed individuals:

15.14.1

&

15.14.2

15.14.2.1
15.14.2.2

15.143

@esults of examination shall only be released to the submitting agency or the

prosecutor having jurisdiction over the case if the case was submitted by a police
agency. The results shall be released to the defense attorney through a
discovery, court order, or the permission of the prosecutor or the chief
investigator.

When giving laboratory results to telephone callers, extreme caution shall be
exercised, If the caller is authorized to receive the results, then the following
procedures shall be followed:

If the voice of the caller is recognized, then the results may be given out.

If a caller’s voice is unfamiliar, politely break the conversation and return the
call using a phone number known to belong to the agency employing the
individual,

Reports regarding evidence submitted by the public defender in a criminal
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proceeding shall be given the same measure of confidentiality in the laboratory
as evidence submitted by a police agency or prosecutor. The results shall only
be released to the public defender or his investigator. The prosecutor can obtain
the results only with the permission of the public defender, through a valid
discovery, or a court order (1.C. 19-861).

15.14.4 Upon request, the forensic scientist has the obligation to discuss his/her findings,

15.15 Casework acceptance:

interpret the conclusions, and state the strengths and weaknesses of his’her
examination on evidence with the prosecutor and/or the defense attorney. The
analyst shall not discuss examination with an attorney until such has
demonstrated that he/she is entitled to the results or that the attorney has obtained
the results through legitimate means and the concerned pﬂ@dtor/public
defender has been advised, in advance, of the discussi(&o

o

15.15.1 It is the 1esponsibi1ity of Forensic Services to pg %le support to law

enforcement agencnes pr osecutors, and publ cfenders. In order to provide the
most timely service, it is important to hn@ sexvices to situations that will
resolve criminal cases. Deviation flO se %13 shall have the approval of
the Major/Manager. Q

15.15.2 Evidence shall be accepted by F&ﬂ@nsm Set

Servxces@
15,153 Ev1de e

law enforcement agencies
(city, county, state, or federal )}y @1 investigative units,
prosecuting attorneys and cd 166% ork shall be done for private
defense attorneys or the ate or i eral.
15.15.2.1 Idaho School Distric @ o submit non-random juvenile drug tests
(NJDT) samples ¢ 11 c&h eewith District policy as prescribed by Idaho
Code 33-210. ho S ;@cts submitting NJDT samples shall do so
through one v1d 1sthict or building in accordance with ISP Forensic
idénce handling and submission.
for analysis only if it shall assist in the identification
3 cts u@ f criminal charges against an individual, or establish
\%161‘ a crime place. Curiosity cases shall not be accepted.

Q‘OQ
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MAINTAINING EVIDENCE STORAGE AREAS

16.1

16.2

16.3

16.4

16.5

16.6

All evidence in long-term storage shall be sealed in accordance with ISP Forensic
Services Protocol. )

<
All evidence shall be properly logged into the evidence 1nvento1{..@s em.

The evidence storage areas shall be kept clean and well or %)%ed

The evidence vault shall be kept locked except when Q&)leed personnel are in the
vault,

The only individuals who are authorized to epte t rvised are the
custodians of the vault who are directly 1& 31b1 idence stored in the vault.
When a custodian of the vault ceasesg hav @} er the vault or its contents, all the
evidence shall be audited. The Vak{?)and b@v shall be inventoried at least once
annually. \(b' 0
2
\6 c)OQ \%
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17
DOCUMENT CONTROL AND MAINTENANCE

17.1  Documents shall be maintained and destroyed according to the department record
retention policy as outlined in the department electronic handbook.

Card files and/or electronic databases that are used to reference case&s shall also be
stored according to department record retention policy. Card file ahd/or electronic
databases shall be stored in a manner and location most appropgiate for the specific file to
ensure continued accessibility.

‘\O

17.2  Case record storage and seculity All current case ﬁle@?ﬂll be stored in a secure area
maintained by ISP Forensic Services. As case file olf@nd become inactive, they may be
transferred to a secondary storage location wit @te acgess The potential for damage to the
files by fire, water, heat, and humidity shall téf nim h as feasible. All honiicide
files shall be stored separately and not tia{@ ed se ry location for storage

17.3  Forensic Services policy manuals, sta%ald o@at'
manuals, ASCLD/LAB manuals, gk@otheéc}se
value shall be managed consi Pro: document control. Current
documents shall be ava;lable uss\ thestaff and all obsolete documents shall be

archived by the quahtyl from general usage.
ality system shall be maintained electronically.

17.3.1 The official approve @ me
They shall be av to aff electromc read-only format. The Quality

Manager or dGSI @Qﬁ i?@x an independent electronic backup updated more often

ocedures (SOPs), training
related documents of long term

than or near time sp e months.
17.3.2 Dlsmphne ers may mainéain an official hard copy of approved SOPs and training
plans. ipline leaders shall maintain the approval for SOPs and training manuals in

the ipline.

17.3.3 Thgﬁahty manager may maintain an official hard copy of the approved
quality/procedure manual and the health and safety manual. The quality manager shall
maintain the approval for the quality/procedure manual and for the health and safety
manual.

17.3.4 All other copies of approved documents whether in electronic form or in written form are
unofficial copies only,

17.3.5 Obsolete quality documents whether electronic or hard copy shall be clearly designated
as obsolete so that the reader shall recognize that the document is obsolete.

17.4  Training plans, SOPs, policy manuals, and safety manuals shall be reviewed annually.
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These documents shall be revised as necessary to ensure that they reflect current policies,
practices, and technology.

Documents that contain confidential or sensitive information shall be burned or shredded when
they need to be destroyed.

Retention and Circulation of journals:

Forensic Services shall purchase and retain major journals pertaining todhe examinations
performed by its laboratories. Literature shall be circulated both in -atories and between
laboratories to individuals for whom it would be appropriate. IS%&\rensic Services shall
provide Internet services to compliment library materials. (%)

Each laboratory shall maintain an adequate forensic library temciude literature published in the
areas of expertise and services offered by that laboratory\@ system or procedure shall exist to
encourage a review of new literature by the appropriai;e&rsonnel.

Changes made to correct mistakes in punctuatif), Kaghé'?s lling, numbering, etc. in
documents of the quality system that do not e thethe of a quality document are not
regarded as a revision of the document aI{k@Cﬁot @uit filter a change in the revision number
or documentation.
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HANDLING COMPLAINTS AND DISCL.OSURE OF INFORMATION

18.1

18.2

18.3
18.3.1

18.3.2

18.33

18.3.4

ISP Forensic Services considers valid complaints to be indicators of customer
dissatisfaction and an opportunity for improvement. Forensic Services shall take
appropriate steps to address complaints regarding its services in order t@mwde the
highest quality service to its customers, \O

The ISP complaint procedure shall be followed if appropriat @en a complaint is made
against any department employee. %

Disclosure of Information: (0

Section 15.14 of this quality manual contains the pt\l@)y fo e release of reports and the
related documentation prepared as a result of ¢

The Public Records Act, 1daho code 9-338 thxough 9 é@ junction with rules
established by this agency governs the re P\ of a & documents and records to
the general public.

The procedure for release of mfouna@n thr @h dé)‘o&ery in criminal cases is contained
in the Idaho Criminal Rules, 16 (b&@ \(\

The procedure for the release form
contained in the Idaho Crimir

h a court order in criminal cases is

Ch.18 Pg. 1
Rev. 5.0
Issued 07-01-2004




Quality Manual
ISP Forensic Services

19
QUALITY AUDITS AND QUALITY SYSTEM REVIEW

19.1 A variety of audits and inspections are performed. The purpose of these audits is to
identify noncompliance with applicable standards whether they are internal or external
and remediate those areas of noncompliance through corrective action hofh formal and
informal. O

19.2  Quality audits: A quality audit shall be conducted on no less %@%n annual basis of all
three ISP Forensic Services laboratories. Each 1ab01at01y shall be audited for compliance
with established ISP Forensic Services quality policies, % h and safety policies, and
ASCLD/Lab accreditation criteria.

19.2.1 The quality manager shall issue a report to the lab ?%1 age1 and to the
major/manager of Forensic Services Iegaldmg 01t shall note outstanding

performance, may contain 1ecommendat10ns 1all have attached to it
quality improvement actions (QIA) regar; ﬁ'g 31g11 tions from the quality
system if QIAs were generated as p e av ﬁle tracking forms used to
document corrective action for 51gn1 nt d m the guality system and are

discussed in chapter 12 of this ma‘& 1

19,3, Technical audits: The dlSC lea el expert in the discipline shall pelfcnm
an annual technical 1ev1 s@u in each laboratory that offers services in the
specialty. If a discip h§b en@t nly one laboratory, then the technical audit is
optional. These t e performed as part of the annual quality audits.
Suggested tasks }1 VIeW include:

19.3.1 Review 31gn nt nun 3&

19.3.1.1 Ap ‘spuate use of 1oved SOPs.

19.3.1.2 @\ch}smns
19.3.1.3 { Pocumentation.

19.3.1.4 Q Controls and standards - appropriately used and authenticated.

19.3.1.5 Reviewing for conformance to quality guidelines.

19.3.2 Review use of equipment. Suggested tasks as follows:

19.3.2.1 Validating equipment using appropriate procedures.

19.3.2.2 Performing calibrations using designated methods and properly documented,
19323 Performing maintenance procedures as required using designated methods.

19.3.3 Discuss issues and problems with individual analysts and with groups.
19.3.4 Quality issues particular to this discipline,

19.4  Audits specific to forensic DNA laboratories shall be performed in compliance with
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current national quality standards.

19.5 Review of the quality system: Each year, the management team shall review the quality
system to ensure that appropriate measures are being taken to provide high quality
services. This review shall include at least one of the following:

19.5.1, Management team review of the annual reports submitted to ASCLD/LAB regarding the
self-evaluation of each lab for compliance with the ASCLD/LAB accreditation criteria.

19.5.2 Review of the quality audits of the three laboratories by the managementfeani.

19.5.3 Report regarding the state of the quality system in ISP Forensic Servé@& prepared by the
quality manager or other designated individuals, é\

%Q
O
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LABORATORY SECURITY

20.1
20.1.1

20.1.2

20.13

20.1.4

20.2

20.2.1

20.2.2

20.2.3

20.2.4

20.3
20.3.1

2032

Access to the forensic laboratory:

Ingress/egress points to the laboratory shall have operable locks. The entries shall be

locked at all times when not under the direct supervision of staff. The laboratory shall be
secured during vacant hours by an intrusion alarm. O

Only personnel staffed to the laboratory as part of their routine n&mon (e.g., forensic scientist
series, forensic evidence specialists, laboratory technicians aﬁxmtants the quality manager,
the major/manager and administrative support) or those individuals designated by the laboratory
manager shall have unrestricted access to any forensic labQratory during normal duty hours,
after-duty hours, and the opening and closing of the I t(ny Only the laboratory manager
may add to or remove from the list of personnel ha thissagcess to the laboratory.

The laboratory manager or his/her designee is let Qo%e record for all keys, pass
cards, secunty codes, etc. allowing access to abot %x cord of the individuals having
possession of all such devices allowing %@to t)@\fab shall be maintained either in
writing or electronically.

All security codes, keys, etc. shall begnend&ﬁ bb(elmmanon of employment. Security
codes shall be removed in a timel thY\ lectronic access device whenever an
individual leaves employme S @ an compromises any such device.

Laboratory visitors:

Anyone entering the @1 ted \61 t1&'1 areas of the laboratory who is not employed by
ISP or does not w k\%ﬂll @(my system shall be required to sign a log book
prior to entering ny sy 1ti the laboratory. Restricted/operational areas of the
laboratory atg ﬁned as’a re that evidence is open or may be analyzed or any
evidence s ge area.

This 10 shall contain pertinent information to identify the individual, the time
per' VISlt the staff member accompanying the visitor, and the reason for the
VlSI S

Laboratory personnel shall accompany any visitor accessing restricted/operational
portions of the laboratory at all times.

Visitors shall don appropriate safety attire, if such is a requirement of laboratory
personnel within a given laboratory location.

Primary controlled substances standards:

Access to the primary drug standards cabinet (located only in Meridian) shall be limited to
personnel designated by the laboratory manager. The laboratory manager shall maintain a list
of the personnel having access to this drug cabinet.

This cabinet shall remain locked at all times except when being accessed by designated
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personnel.

This primary drug cabinet shall be structured in such a way that two designated personnel shall
be required to open this cabinet at any given time.

A logbook shall be maintained for the primary drug standards cabinet that shall list the date and
signature or initials of personnel accessing the primary standards cabinet.

20.3.5 Inventories shall be kept of all primary standards listing drug, source, initial gross and net

20.3.6

20.3.7

20.3.8

20.4
20.4.1

20.4.2
20,43

20.4.4

20.4.5

20.4.6

20.5

weight, weight used, audit record, and how authenticated.

The gross weight of the standard and the container shall be entered intodhe inventory form prior
to removing any drug standard from its container. After a portion Qfé@standaid has been
removed from the container, the gross weight of the standard ant{.th% container, the date, and the
initials of the user shall be entered into the inventory form.

The primary standard container shall be returned to the doub@ockmg cabinet. Both parties
involved in obtaining the pnmaly standard shall initial { s@ag sheet.

The combined weight of the primary controlled substaqs; standards and container shall be

audited annually. \6 *
R K
C)

Secondary controlled substances standards:

Allowable amounts of secondary standar: s\(') ar 1] bin mushrooms, and GHB - 50
grams; Schedule I and II controlled s ces ams; and Schedule III, IV, and V

controtled substances one gram or ﬁ table
The standards shall be mamtame the laboratory.
is added to the secondary standards of a

An inventory sheet shall be ¢ %e ny
laboratory. This sheet shall réffect t@az@/ he drug, source, date added, the initial net/gross
weight, and how authent]

A gross weight shall ordédh \fn h%rventmy sheet each time a controlled substance is
removed from its gontainer he name of the user and the date.

The combined weight o @ ary controlled substances standards and containers shall be
audited annu

All contm substances h@ by ISP Forensic Services laboratories shall be entered into the

contlol ubstances inventory. The only controlled substances samples that are not required
Qﬁd into the controlled substances inventory are evidence samples submitted for

ana sis which is found to contain controlled substances or controlled substances standards that

can be purchased without a DEA license.

Quantities of controlled substances in excess of the amounts allowed in these quality policies
may be held and used by individuals performing research and development. However, the
Major/Manager shall grant prior approval in writing for each request.
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21.1 The ISP Forensic Services health and safety program is documented in its health and

safety manual(s).
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22

PERSONNEL PROCEDURES

22.1  General personnel procedures:

22.1.1 Offices shall observe Official State of Idaho business hours, which are Monday through Friday from
8:00 a.m. until 5:00 p.m. Altering the standard work schedule may be authorized by the
major/manager. ()

22.1.2 Identification shall be worn at the ISP facility in Meridian. ‘\O®

~\

22,2 Guidelines for interns and non-personnel: @K

22.2.1 Internships with ISP FS are non-funded positions. %

22.2.2 Candidates shall be evaluated on a first-come, first-serve basis. ‘\O

22.2.3 Interns shall only be accepted if a forensic scientist or lab ma r volunteers to supervise and mentor
the individual. Upon apploval from the lab manager, spemf{ uti interns shall be left to the
discretion of their supervising forensic scientist. % &

22.2.4 The following restrictions shall apply for the internshi gal

222.4.1 Shall be college juniors and above mteln@ co x it toward a degree in Chemistry,

shall already possess a degree in one

Biology, Molecular Biology, or a closglyy ated\ ler
of the above areas,

122.2.4.2 Shall have a recommendation flOﬁ\@plth@i @gﬂy advisor or other professional.

7222423 Shall pass backgmund check oly
22244 Shall remain under the close 3 renslc scientist at all times.
22.2.4.5 Shall become familiar overning Conduct and Confidentiality and health

nSiPR&'V

and safety policies of 1%{
tin tory scenes or crime scenes unless accompanied

22.2.4,6 Shall not attend clan

by a forensic scigniist, @c ry sensitive or hazardous areas shall not be permitted.
22.2.4.7 May attend 31es wpanied by a forensic scientist.
22248 Shall not owed in any a of the laboratory afier business hours unless

accom d by a forensic scientist.
22249 Shal fiot be allowed in designated areas of the laboratory without permission,
22.2.4.10 Shald not be involved in the analysis of evidence.
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23
SUBPOENA POLICY AND WITNESS FEES

23.1  Subpoenas shall be prioritized in the chronological order that they are received at the
laboratory. In cases where multiple subpoenas are accepted for a given day, it shall be
the duty of the forensic scientist to notify the attorneys of the conflict sethat they are
aware of the situation and can work out the scheduling conflict.

23.1.1 The Idaho State Police Forensic Services shall accept subpoenas Hcf‘estify for the prosecution
in Driving Under the Influence cases when an Intoxilyzer or é@ Sensor was used only in the
circumstances where:

23.1.1.1 The defense has acquired its own expert. ‘\0

23.1.1.2 An wnusual circumstance has occurred surrou the administration of a DUI breath

test which shall necessitate expert testimon &@ the-part of Forensic Services.

23.2  When summoned to State or Federal Court i C‘l}se ﬂob related civil cases,
employees shall report to the court as par {[l? eir 11y 1elated duties.

23.2.2 Any fees collected shall be remltted o St( mancial Services if witness fees are
paid by the couit. C)
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CRIME SCENE AND CLANDESTINE LABORATORY CALL-OUT AND ASSISTANCE

24,1

24.2
24.2.1

2422

2423

24.3

24.4

24.5

The Idaho State Police Forensic Services shall provide support at crime/clan-lab scenes subject
to the following guidelines.

9
The following are recommended guidelines for responding to crime Q@les
When assistance is requested, determine the nature of the crime, gagency and officer
requesting laboratory assistance, and any other information t y help identify the needs of
the personnel at the scene. Notify the major/manager or his designee, relaying the above
information. The forensic scientist, lab manager, or majosfmanager may then contact the
regional captain of ISP Investigations and commumc ertinent information and request for
assistance,

If ISP Forensic Services elects to respond, the ;glonal forensic scientists that
may be of assistance at the scene and p1ocee lgfzdjat 1d collect any supplies
1equued
Forensic scientists shall identify them @; to en ment personniel who are present at a
crime scene. Ensure that all 1equests§1 ex and equipment follow the chain of
command through the primary of! @cy@ ISP Forensic Services personnel have
arrived on scene. X

D" W
When crime scenes repre@ @n t, law enforcement personnel shall secure the scene
prior to laboratory pessGhhel b€eo &Wolved on-site. Forensic Services personnel shall not
remain at a crime gcbe or de ab if insufficient law enforcement officers are present to

conditions bggome conipfo , Forensic Services personnel may immediately leave the
premises. orensic scientst shall notify the appropriate authorities as to the reason the

departut'Q/as necessary.

Only trained clandestine laboratory personnel shall be allowed to enter a suspected clandestine
laboratory site, Forensic scientists so trained shall have completed the requisite course-work as
outlined by ISP Forensic Setvices and the Department. Prior to entry into such, Forensic
Services personnel shall put on clothing and safety equipment commensurate to the
circumstances. Prior to entering a potential laboratory, Forensic Services personnel shall
ensure that fire and safety personnel have been notified or are present.

maintain securityyWhe fhe s;@ y of a crime scene or clan lab becomes uncertain or safety

Only the minimum quantities of clandestine laboratory products, precursors, or equipment shall
be collected by Forensic services personnel assisting at these scenes. Samples collected at
clandestine laboratories shall consist of only a few milliliters of liquids or a very few grams of
solids. If larger quantities of products or equipment are to be collected, Forensic Services
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personnel shall not take custody of it

24.6

ISP Forensic Services shall not accept responsibility for another agency’s chemicals,

equipment, etc., collected at clandestine laboratory scenes. ISP Forensic Services shall not
accept for destruction or storage any chemicals other than those collected by its personnel at

such scenes.
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25
DRESS CODE

25.1  Forensic laboratories contain many chemical and biological substances that are damaging

to clothes and/or harmful to people. @)
\

252 Rev, 1, dated 02-01-2002, of the ISP Forensic Services Heal&ab@% Safety Manual states
in 3. 27 “General clothing considerations: While in the laboratory, shoes with adequate
gripping surfaces shall be worn (many dress shoes do ng ss-éet this criteria), open-toed
sandals are not permitted, long hair and loose-fitting agém shall be secured, and ties
shall not be worn. When worn in the laboratory, S #Police\identification badges shall
be secured inside of one’s lab coat to prevent p@al&; contamination,”

25.3 In consideration of the ISP Forensic Servi @%eal \al % Manual and the needs of
forensic scientists that work daily in atm code was modified to allow
the following attire: &@

25.3.1 The wearing of jeans or other casu@pant ll@e% atory is acceptable. The pants shall
be in good condition with no %L’ an sta@

25.3.2 Polo shirts (in good conditionwith ol tains) are acceptable for wear in the
laboratory environment. Q@ t'&; ptable.

25.3.3 Shoes (conservativ ear hﬁzbe protective of the feet, plovide support and
cushion when wo @)1 $ m \l(ald surfaces, and provide a gripping surface on
the floor.

2534 ISP Fmensw.&%'vmes statf @mve a ready change of clothes for court or other duties
1equnmg I ormal attireNf he/she chooses to wear the permissible casual attire.

25.3.5 ThlS dr ode applies to Forensic Evidence Specialists (FES). However, FES shall

ock or laboratory coat over the their casual attire while in the front office.

25.3.6 tandald department policies apply during periods of time when FS employees are
pelformmg duties outside the laboratory or attending meetings or conferences.

25.3,7 Employees not meeting this dress code (as interpreted by the lab manager or

major/manager) may be asked to change their clothes on their own time.
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