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1.0 Scope

The Alaska Scientific Crime Detection Laboratory’s Quality Assurance Manual has been
approved by the Forensic Laboratory Manager. The Quality Assurance Manual is the foundation
for the Laboratory’s Forensic Quality Assurance Program. The Quality Assurance Manual, the
Health and Safety Manual, the individual Discipline Procedure Manuals and the individual

Discipline Training Manuals form the Forensic Quality Assurance Program.
All employees are responsible for performing work within the policies and procedares of t
Laboratory’s Forensic Quality Assurance Program.
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2.0 References

International Organization for Standardization / International Electrotechnical Commission
(ISO/IEC), 17025 General Requirements for the competence of testing and calibration
laboratories, 2005.

2011 Edition.

U.S. Department of Justice (DOJ), Federal Bureau of Investigation (FBI), Quality A
Standards for Forensic DNA Testing Laboratories, most current version.

U.S. Department of Justice (DOJ), Federal Bureau of Investigation (K
Standards for Forensic DNA Databasing Laboratories, most currept ¥ersi@n.

International vocabulary of metrology — Basic and general concept§and ociated terms (VIM),
produced by the Joint Committee for Guides in Metrology (J&GM 20Q:2008).

\
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3.0 Terms

Terms and definitions given in the VIM and Supplemental Requirements for the Accreditation of
Forensic Science Testing Laboratories, 2011 by ASCLD/LAB also apply to this document.

Adequate: The principle of being sufficient for a specific requirement.

Administrative documentation: Non-Laboratory generated documents such as Requést f
Laboratory Services Forms, Drug Recognition Examination Forms, Sexual Assaglt Resp
Forms and other pertinent information.

AFIS: Acronym for Automated Fingerprint Identification System.

Chain of custody: Documentation of all evidence transfers from regcefpt byithe oratory until
return to the submitting agency. \

tion taken to determine

Corrective Action Report (CAR): A document detailing the cdigse of
the root cause of a deviation from expected results, miniiif \npadg and recurrence.
rghn

CODIS: Acronym for Combined DNA Index Syste

Competency test: An examination given to evaluate a ability to perform work in any
functional area prior to the performance of independen@€asework or technical procedures.

Controlled document: A document disjilo® controlled manner to ensure that recipients
aVi@Us versions to ensure current information is

gnts include but are not limited to the Laboratory

ure Manuals and Discipline Training Manuals.

being utilized. Examples of Cont
Quality Assurance Manual, Disci

Derived data: Experime ' n utilized to render opinions, results and or conclusions.

Examination documentagil: record documents with reference to procedures followed,
tests conducted, st dsMgntrols used, observations and results of examinations.

Key Manage
Quality Ma#ager, Safety Coordinator, Discipline Supervisors, Administrative
Superwv NA Technical Manager.

ity(ies): Personnel authorized to direct and implement document revisions. This
e the Forensic Laboratory Manager, Quality Assurance Manager, DNA Technical
Manager, Discipline Supervisors, CODIS Administrator or Scientific Director of the Forensic
AlcohoYfProgram.

LIMS: Acronym for Laboratory Information Management System

Top Management: The Forensic Laboratory Manager and the Quality Assurance Manager have
Laboratory wide authority.
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SCDL: Acronym for Scientific Crime Detection Laboratory
SOQ: Acronym for Statement of Qualifications also referred to as curriculum vitae.
WIN: Acronym for Western Identification Network

Verification review: A review of physical comparisons, measurements or observatioris b

second qualified analyst to verify the conclusions of the casework analyst. x
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4.0 Management requirements
4.1 Organization
41.1

The State of Alaska, Department of Public Safety, Scientific Crime Detection Laborator
provides forensic services as a state funded laboratory.

4.1.2
The Laboratory performs forensic services to meet the requirements of the gigte of a,
federal authorities as relates to the FBI DNA Quality Assurance Standardd cmatiogral

Standard 17025, and supplemental requirements of the American Sog
Directors/Laboratory Accreditation Board.

p Laboratory

4.1.3

The Laboratory Management System covers all forensic opghations pgrformed by Laboratory
employees and contracted employees at any site where Yprensi®gesviges are performed.

4.1.4

The Alaska Scientific Crime Detection Laboratory Is anfele t within the Office of the
Commissioner of the Alaska Department of Public Saf

4141

The Forensic Laboratory Manager #s ponsibility for the Laboratory staff, budget,
goals and direction of the Labor

41411

The Forensic Laborator
Laboratory Manager pe
Technical Manage
must approve

ager authority over the Laboratory and the staff. The Forensic
rm formance evaluations for Discipline Supervisors, the DNA

ity Assurance Manager. The Forensic Laboratory Manager
aluations of all Laboratory Staff.

4.1.5

The La

phgvides forensic personnel the authority and resources needed to carry out their
les, including implementation, maintenance and improvement of the quality
system. All personnel are encouraged to identify and report any deviations from the
quality system to the Quality Assurance Managetr.

b) ensures there are no undue internal and external influences on the professional
judgment of all Laboratory Management and personnel. Laboratory staff will complete
and submit a State of Alaska Ethics Disclosure Form to request permission for outside
employment including volunteer work.
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c) ensures the protection of confidential information to include the names of suspects
and victims, case reports, and analytical findings. Case related information is not to
be disseminated to any individual or organization other than the submitting agency, or
the assigned district attorney or their agent, or the municipal prosecutor or their agent.
The only exception to this policy is the dissemination of results by a grant
administrator as part of grant reports or data gathered for grant purposes. The
Forensic Laboratory Manager must give prior approval before the grant a
can release information.

d) directs Laboratory employees to avoid any activity, interest, or associ
interferes or appears to interfere with their independent exercise of p
judgment. Any conflicts of interest or concerns shall be brought yon of the
employee’s direct supervisor immediately.

e) has an organizational chart demonstrating the organizatio
structure of the Laboratory and its place within the DepgrtMment®f Public Safety. The
organization chart is maintained by the Quality Assurandg Man g

f) specifies the responsibilities and authority of all forensic pgrso . Each Laboratory
member is accountable to only one immediate Su@&gvisor Rer forensic discipline or
category of testing.

g) ensures adequate supervision of all employeesYcludip@those in training. This
supervision is performed by individuals f, iar Wigh the methods and procedures as

nd procedures.

h) ensures technical management has overall r@sg@n$ibility for all technical operations

Forensic Laboratory Manager,
Discipline. This designationg

j) appoints design
the Laboratory:

manhagerial positions when the managers are away from
periods of time. This shall be recorded in the weekly
notes or via email.
re aware of the importance and relevance of their activities.
poute to the achievement of the objectives of the Laboratory

ext

Key ad€ment ensures appropriate communication processes are established within the
Labor&tory through regular meetings, email communications, written communications and
discussions with individuals.
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4.1.7

The Safety Coordinator is designated by the Forensic Laboratory Manager. This designation is
indicated on the organizational chart. The Safety Coordinator oversees the safety program of
the Laboratory and ensures that it is implemented and followed at all times. The Safety
Coordinator provides educational opportunities in the areas of biological/chemical spill control,
evacuation procedures, and hepatitis vaccination to Laboratory personnel. The Safet
Coordinator or a designee manages the chemical inventory of the Laboratory. The S@&fet
Coordinator may develop a safety committee to assist with the program.

4.1.8

The DNA Technical Manager manages the technical operations for the FORg
Discipline. The DNA Technical Manager reports directly to the Fore bOg

Manager.

The Quality Assurance Manager (Forensic Scientist 1V) has the autRority @id obligation to
ensure that the requirements of the Forensic Quality Assura Progsam are implemented
and maintained.

The CODIS Administrator and Alternate CODIS Adginistragor aré the central points of
contact for CODIS operations in the Laboratory. al jformation is provided in the
CODIS Manual.

Discipline Supervisors (Forensic Scientist nd the DNA Technical Manager must be
aware of and accountable for the perfor
responsibility to provide employees
and scientific skills and ensure thei
Program.

4.2 Management System

4.2.1
The Alaska Scientifig Cg ction Laboratory has and maintains a Forensic Quality
Assurance Pro e Forensic Quality Assurance Program documents are available to

Laboratory pefsonnel ofgn internal network drive, communicated through regular meetings
and discussiong, and @hplemented by all personnel.

422
Th oNglaska, Department of Public Safety, Scientific Crime Detection Laboratory will
pro sic services to the Alaskan community through Scientific Analysis, Integrity and
Traini

These overall objectives are met through the implementation of the Forensic Quality Assurance
Program. This Program complies with International Standard 17025, the supplemental
requirements of the American Society of Crime Laboratory Directors/Laboratory Accreditation
Board, Federal Bureau of Investigation Quality Assurance Standards for Forensic DNA Testing
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Laboratories, most current version and the Federal Bureau of Investigation Quality Assurance
Standards for Forensic DNA Databasing Laboratories, most current version.

The documents of the Forensic Quality Assurance Program are reviewed annually and
updated as necessary to improve the effectiveness of the program. All personnel are
required to familiarize themselves with the Quality Assurance Manual, Health and Safety
Manual, the Discipline Procedure Manuals and procedures specific to the scope of t
responsibility.

4221

Ethics training will incorporate the ASCLD/LAB Guiding Principles of Prof | Reg@onsibility
for Crime Laboratories and Forensic Scientists document.

4222

rinci@€s of Professional
umgnt. Records of ethics

All forensic personnel will annually review the ASCLD/LAB Guidi
Responsibility for Crime Laboratories and Forensic Scientistgdo
training will be kept with the quality assurance records.

n
C

4.2.3

Key Management provides evidence of their commitmdht to e development, implementation,
and continual improvement of the effectiveness of the atory Management System through
discussions at regular Supervisor meeting nthly LaBoratory staff meetings and Discipline
meetings.

424

Key Management is responsible
requirements and for havingJ

Manual, Disci
Manual. The
docume

Lab olicy is set forth in this Quality Assurance Manual. The Quality Assurance
ucls approved by the Forensic Laboratory Manager. Any revisions to the Laboratory
Assurance Manual are approved by the Forensic Laboratory Manager.

L&boratory technical procedures are found in each Discipline’s Procedure Manual. The
Procedure Manuals are approved by the Discipline Supervisors and/or the DNA Technical
Manager. Any revisions to the Procedure Manuals are approved by the Discipline
Supervisors and/or the DNA Technical Manager.
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Laboratory training procedures are found in each Discipline Training Manual. The Training
Manuals are approved by the Discipline Supervisors and/or the DNA Technical Manager.
Any revisions to the Training Manuals are approved by the Discipline Supervisors and/or
the DNA Technical Manager.

The Health and Safety Manual is approved by the Safety Coordinator. Any revisions to the
Health and Safety Manual are approved by the Safety Coordinator.

4.2.6

disciplines as well as a minimum of 2 years of management experie

The Forensic Laboratory Manager performs performance evaluati@qos for upervisors, the
DNA Technical Manager and the Quality Assurance Manager. The Roren$§fC Laboratory
Manager appoints the Safety Coordinator.

The DNA Technical Manager is responsible for evaluatin@all D ethods used by the
Laboratory and for proposing new or modified analyigal pr@cedufes to be used by the analysts.
The DNA Technical Manager is also responsible i@ te@hnic&l problem solving of analytical
methods and for oversight of training, quality assuranc, s and proficiency testing for the
Forensic Biology Discipline.

The responsibilities of the Quality Assur: Aager include the following:
Schedule and coordinate qu
Evaluate results of quality s
Maintain and updateghe ory Quality Assurance Manual.

Maintain the Fore
International
Society of

Assurance Program and ensure compliance with
, and the supplemental requirements of the American
abor&ory Directors/Laboratory Accreditation Board.

Administ@ the prgfi€iency testing program for the Laboratory. Discuss results and any
corrgagiye Qglion#’ with Discipline Supervisors and/or the DNA Technical Manager.

Ma of training records.

s®echnical problems with Discipline Supervisors and/or the DNA Technical
nager to verify remedial action implementation.

Monitor courtroom testimony of employees through witness evaluations and direct
observation when possible.

Recommend training to improve the overall quality of Laboratory staff.
Provide and arrange for training of Laboratory staff, as needed.

Page 10 of 65
All printed copies are uncontrolled. Issued by Forensic Laboratory Manager



Alaska Scientific Crime Detection Laboratory

Quality Assurance Manual
Issued: 12/20/2011 Version: QAM2011 R2

Effective: 12/27/2011 Status: Archived
Evaluating instrument calibration and maintenance records.

Prepare an annual report of the Laboratory’s Quality Assurance Program for the
Forensic Laboratory Manager.

Discipline Supervisor duties include:

Review and evaluate proficiency test results from employees in their Discipling? rify
successful completion of tests.

Ensure that applicable quality control measures are being followed by e ees |

their Discipline.
Ensure work conditions, equipment, and procedures that prote % safety.

Discuss apparent discrepant results in proficiency tests or i§ caseliork,data with the
Quality Assurance Manager. Ensure appropriate corrective §neas are taken and
documented. The Discipline Supervisor has the authqgty and§espadnsibility to
suspend any analytical activity, pending final review pprogal by the Forensic
Laboratory Manager.

When possible, conduct personal observati employee’s courtroom testimony.

Provide for and arrange for training of assigned gt needed

Evaluate technical performance, i onal sKills and work habits of analysts and
technicians they supervise.

Conduct annual performancgevaiat of the analysts and technicians they
supervise.

4.2.7

Key Management will
Program to ensure the i

n impl€ment all changes to the Forensic Quality Assurance
rit the Laboratory Management System.

4.3 Document tr

4.3.1 General

All doc 5 that"Ccomprise the Forensic Quality Assurance Program are controlled and
C ofding to the Controlled Documents Procedure (Appendix D) by the Quality
Wgnager.

4.3.2\Wocument approval and issue
4321

All documents in the Forensic Quality Assurance Program are reviewed and approved by the
appropriate person prior to issue. The Quality Assurance Manager will maintain a master
controlled documents list according to the Controlled Documents Procedure (Appendix C). This
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list identifies the current revision of all controlled documents to preclude the use of invalid and/or
obsolete documents.

4.3.2.2

The Controlled Documents Procedure (Appendix C) ensures that all documents in the Forensic

Quiality Assurance Program:
a) are authorized and available at all times to the laboratory personnel throu%
e

Laboratory’s internal network drive.

b) are periodically reviewed and revised when necessary to ensure compli

c) are current versions and invalid and/or obsolete documents are tly ar@fived to
assure against unintended use.

d) once obsolete are suitably marked and retained.
4.3.2.3

All documents in the Forensic Quality Assurance Program afg uniqu8ly identified. Each
document contains the date issued, issuing authority, re\gsi ntifiGgtion, and page
numbering system.

4.3.3 Document Changes
4.3.3.1

Revisions to controlled documents in thedPO c Quality Assurance Program are reviewed and
approved by the same function that pefoNg p original review as outlined in 4.2.5. Any
deviations to this policy must be apgfoved B Forensic Laboratory Manager and

documented.

4.3.3.2

Changes will be identifie he ion History of each document as outlined in the Controlled
Documents Procedure pengix C).

4.3.3.3

The Laboratog does notellow the amendment of controlled documents by hand. Manuals are
changed/ypdat®d via gocument revisions only.

4.3.3.4

Th I& Documents Procedure (Appendix C) describes how changes to documents are
ma cumented by the Quality Assurance Manager.

4.4 ReView of requests, tenders and contracts
4.4.1

Laboratory personnel evaluate the Request for Laboratory Services Form prior to the
examination of evidence to ensure that the Laboratory has the capability to perform the request.
The Evidence Procedure Manual provides evidence intake procedures.
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Submission of evidence to the Laboratory indicates the submitting agency agrees the
Laboratory will make the determination of the appropriate tests/methods.

4.4.2

Communications with agencies regarding evidence submissions are documented in case
activities in the LIMS.

4.4.3

Review of requests for subcontracted work is managed by the appropriate DisciffliNg Sup8fvisor
or designee.

4.4.4

Agencies are notified when changes are made to requested exan§pationgl This notification is
documented in the LIMS.

445

Any changes to the Request for Laboratory Services infolpation Y&de after examination of an
n

evidence item begins are communicated to the ag a ocumented in case activities in the
LIMS.
4.5 Subcontracting of tests and calibrations

45.1

The Laboratory will only subcontragivit etent subcontractor that complies with
International Standard 17025 or Forefisic Laboratory Accrediting Body.

45.2

With the exception of tQx
writing prior to any sub
Washington State
website of this

y sefWtes the Laboratory will advise the submitting agency in
trad§jpg of work. Toxicology services are subcontracted to the
ic#fogy Laboratory. Agencies are notified on the Laboratory’s
ONglacting agreement.

45.3

The La is Tesponsible for the subcontractor’'s work unless the submitting agency
specifies (€ontractor to be used.

4.5.

The L&boratory will maintain a record of all approved subcontractors used for testing and/or
calibrations.
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4.6 Purchasing services and supplies
4.6.1

State purchasing guidelines govern the procurement of products and services for the
Laboratory. The Purchasing Procedure (Appendix D) describes the selection and purchase of
supplies and services including those that affect the quality of tests and/or calibration
performed.

4.6.2

The Laboratory will ensure that purchased supplies, reagents and consu
affecting the quality of tests and/or calibrations are not used until they hav
complying with the requirements defined in the test methods or calibr,
Discipline will maintain records of these actions taken to verify co

4.6.3

readents and consumable
ed and approved

The Laboratory will maintain purchasing documents for sup
materials described in 4.6.2. These purchasing documengg will b
based on technical content by the Discipline Supervisor (o§desi

ee).
4.6.4

Laboratory Management will evaluate suppli
following the Purchasing Procedure (Apg
completed Vendor Approval for Critic

rs of critiggfconsumables, supplies and services
and maintain records of the evaluations. The
nd Services Forms will be stored in the LIMS.

4.7 Service to the customer

4.7.1

Laboratory staff communi@gtes ency representatives to clarify requests when needed
and to advise on the st@fus e requests.

4.7.2

The Laborato

utilizes
evidence sub i

tomer surveys to obtain feedback from the agencies regarding
eedback from surveys will be reviewed by Top Management. Expert

witness s are used to obtain feedback on testimony provided.
4.8 Lompints
Lab mployees will deal with complaints as outlined in the Alaska Department of Public

Safetf@Operating Procedures Manual (OPM), Chapter 111.

Any staff member receiving a complaint should resolve the issue, if it is within their
responsibility, or notify the appropriate Supervisor and/or Key Management for resolution.
Records of non-case specific complaints will be documented in the LIMS under the
‘CUSTOMERQ” case. Records of case specific complaints will be documented in the case
activities area of the case record in LIMS.
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48.1

Employees that have a complaint regarding the Quality System of the Alaska Scientific Crime
Detection Laboratory should direct their concerns in writing to the Quality Assurance Manager.

4.9 Control of nonconforming testing and/or calibration work
49.1

If a nonconformity is discovered in the Laboratory’s testing or results of work or asignific
deviation from Laboratory policies the following will occur.

a) The appropriate Discipline Supervisor and/or DNA Technical M4
of the nonconformity as soon as possible. The Quality Ass
Forensic Laboratory Manager will be informed.

b) An evaluation of the significance of the nonconformity
be documented on the Quality Review Form.

c) Any corrective action needed will be taken along
acceptability of the nonconforming work basedyo

e) The Quality Assurance Manager and the lQisciplfge Sufervisor and/or DNA Technical
Manager will authorize, if ceased, the rgunation\Rf work after consulting with the
Forensic Laboratory Manager.

4.9.2

Corrective action policies outlined in wed when the evaluation in 4.9.1b indicates
that a nonconformity could reoccurgf w e#€ is doubt about compliance with the
Laboratory’s Forensic Quality As Prggram.

4.10 Improvement

The effectiveness of th ator
use of the documents o

results, data analy

Management System is continually improved through the
sic Quality Assurance Program, quality objectives, audit
and preventive actions and management reviews.

4.11 Correctiv@action
411.1G al

mber may identify when nonconforming work or departures from Laboratory’s
ity Assurance Program may have occurred. Any member identifying such
cerns will immediately notify the Discipline Supervisor, DNA Technical Manager,

noncoMormance has been reported 4.9.1 will be followed.
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4.11.2 Cause analysis

The Discipline Supervisor and/or DNA Technical Manager will initiate the corrective action
process with a root cause analysis to ensure that the cause, rather than just a symptom, of the
nonconformance will be prevented from occurring again. The root cause analysis should take
into consideration all possible sources of nonconforming work to include an evaluation of the
methods, procedures, equipment, supplies, training, work environment, customer ag needs,
etc.

4.11.3 Selection and implementation of corrective actions

Te ical
If needed the

Upon completion of the root cause analysis the Discipline Supervisor and/
Manager will meet with the Quality Assurance Manager and discuss their
Discipline Supervisor and/or DNA Technical Manager and Quality A
select the corrective action and implement to address the problengahd prgvent reoccurrence of
the nonconformity.

Implemented corrective actions will be appropriate to the m
The corrective action process will be documented on th
documentation will be maintained by the Quality Assuran

d risk of the problem.
ion Report Form. This

4.11.4 Monitoring of corrective actions

It is the responsibility of the Quality Assurance Manag Ith ‘assistance from the Discipline
Supervisor and/or the DNA Technical Mang®eg,to verity and monitor the effectiveness and
implementation of the corrective action g :@ ective action records are maintained in the

guality assurance records.

The Laboratory will perform of appropriate areas in accordance with 4.14, as soon
as possible, when noncogf@rmi uld affect the Laboratory’s compliance with the Forensic
Quality Assurance Proggam Ngternational Standard 17025 or the supplemental requirements of
the American Society of @kime#boratory Directors/Laboratory Accreditation Board.

4.11.5 Additional audits

4.12 Preventiv

412.1

Labora nagement will proactively identify areas of needed improvement or potential
souyces formities. When identified, action plans will be developed, implemented, and
mo . umentation of the preventive action will be documented in the LIMS.

4.12.

The documentation of the preventive action will include the initiation of the action and the
application of controls to ensure effectiveness.
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4.13 Control of records
4.13.1 General
413.1.1

The Laboratory will maintain quality and technical records. Records will be stored in the LIMS
system, the quality assurance records, Discipline records and hard copy case recorg§.
assurance records include information from internal audits, management reviews as well

corrective and preventive actions taken.

4.13.1.2

ention times
delines or
and case

Laboratory records will be legible, appropriately stored and readily retg
for quality assurance records will be determined by ASCLD/LAB-Int@nati@nal'§
Laboratory guidelines of 20 years, whichever is longer. All examirngtion r
records are stored for a minimum of 20 years.

4.13.1.3
All records will be stored in a secured and confidential m\er.

4.13.1.4

The LIMS is stored securely by the Department of Pub afety Information Technology
personnel.

4.13.2 Technical Records

4.13.2.1

All Analysts and Technicianggill k&ep n®tes which adequately document the basis for any
findings concerning evid d and tests performed in every case for which they have
evidentiary analysis regponSiilities. " In general, documentation to support conclusions must be
such that in the absenc iginal analyst, another knowledgeable analyst or supervisor

could evaluate wh
personnel that

or each aspect of the case by documenting in the examination notes.

e time of examination and identifiable to the specific task. If an observation or
ed by the analyst or technician the reason must be documented in the case file.

The start and end date of the analysis will be documented for each case in the LIMS. The start
date is the date analysis or evidence examination begins. The end date is the date the analyst
or technician finalizes the case sending it for technical and/or administrative review. All notes
and case files are stored at the Laboratory either in hard copy form or in the LIMS.
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4.13.2.3

No entry may be made on case notes or other records which hides, obscures or disguises the
true nature of any examinations, results, conclusions, and interpretations. If an error is made,
the incorrect information should be marked through with a single line, initialed and dated.
Erasures or use of correction fluids is not allowed. Changes to electronic data are tracked
through the audit tracking system of the LIMS.

4.13.2.3.1
Interlinear additions must be initialed and dated by the person adding the informati

4.13.2.3.2

c

Changes made to completed electronic cases will be tracked throug§f'th
in the LIMS. Cases are considered complete when the end date fgs bee
analyst or technician and the case is sent for technical and/or admiRjstrat

cking system
orded by the
review.

4.13.2.4

Case documentation must include, but is not limited to, d§a obtagfed through the analytical
process. It should also include information regardi e p&kaging of the evidence as
received, in particular whether the package is proferly §ealefl and protected from
contamination, where applicable. All documentation of] elures, standards and controls
used, observations made, results of the tegiggperforme®’ charts, graphs, photographs, digital
images, video prints, communications, g 8k are used to support the analyst’s conclusions,
must be preserved. After a case has ally and administratively reviewed the only
copies of the case file will be the h the electronic record in the LIMS. Laboratory
members may not retain additio

audits/assessments. Any pgi [ re to be shredded once they are no longer needed.

Only photocopied or prigte
The exceptions are Cri
items needed for
Laboratory Magfger.

ies of electronic case files will be taken from the Laboratory.
ceNg? Latent Print and Footwear/Tire Track case files that contain
ther exceptions to this policy must be approved by the Forensic

4.13.2.5

Caser pport conclusions must be such that in the absence of the original analyst,
angiber p&gon qualified in that Discipline through training and experience could evaluate the
tes oMned and interpret the data.

4.13.85.1

Technical records in the Latent Print Discipline will meet the criteria as described in Appendix C
(Latent Print Examination Records) of ASCLD/LAB-International Supplemental Standards.
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413.2.5.2

The operating parameters of all instrumental analyses conducted will be documented. Each
Discipline’s Procedure Manual will define the location of these instrumental records. Any
deviations from the established parameters will be recorded and documented in the examination
notes of the case in the LIMS.

4.13.2.6

The analyst’s or technician’s name or initials (or secure electronic equivalent) al
Laboratory’s unique case number will be present on every page of the case exa
records. Instrument-generated records meet this requirement if they inclugle TRg pri case
number and date. For each page of the examination documentation, a nu % system will
be used which indicates the total number of pages used (e.g., page Jis is not
required for case data maintained completely within the LIMS.

It is the responsibility of all analysts and technicians to pgep&r which contains the
results and conclusions of analyses performed for every §ase for@#iclt they have evidentiary
analysis responsibilities. When technical records rep&red by an individual other than the
analyst or technician who interprets the findings, individ§gl’'s handwritten initials (or secure

electronic equivalent of initials or signature) will be on dac ge of the documentation
representing his/her work.

with

4.13.2.7

rep

4.13.2.8

The Laboratory’s unique case nu rwil b sent on all administrative records received or
generated by the Laboratory for §s IC cgse.

4.13.2.9

The Laboratory’s uniq
multiple cases is recor
referenced in the i

numpbers will be present on all data generated when data from
on &spngle printout. This printout may be stored in a single file and
s for which it was produced.

4.13.2.10

The Lab r e t allow the use of double sided pages in case files.

4.13.2.1

Ca cords of observations and other examination documentation must be of a

per ent nature. Hand written notes and observations should be in ink, not pencil. Pencil
may b@appropriate for crime scene notes, diagrams or tracings or when environmental
conditions prevent the use of ink.

4.13.2.12

Identifications that require an independent check on a critical finding (verification review) will be
performed by another currently qualified and proficiency tested analyst and documented in the
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case record. Established criteria for individual sections that necessitate a verification review are
listed in each Discipline’s Procedure Manual.

4.13.2.13

Abbreviations and notations will be acceptable if they are clearly documented and
comprehensible. Discipline Procedure Manuals will contain a list of common abbreviaii@gs
and/or symbols that are used by their personnel.

4.14 Internal audits

4.14.1

The Laboratory will conduct internal audits on a predetermined sche lity
Assurance Manager will plan and organize the audit. Laboratory ggembef will be trained and
instructed about their audit responsibilities by the Quality Assuranwn and will assist in

the audits as requested.
4.14.1.1 x

Internal audits will be conducted at least annually dir&tion of the Quality Assurance
Manager.

4.14.1.2

Records of internal audits will be retaj ow ality assurance records for a period of at
least five years.

4.14.2

The Laboratory will take ly co ive actions if an audit reveals that the effectiveness of
operations or correctn of Mgting or calibration may be in question.

4.14.3

Documentatiogof the ipternal audits will include at a minimum the scope of the audit, audit
findings n tive actions that may arise from the audit.

4.14.4

Sho offéctive actions arise from an internal audit; the follow up activities will verify and
docurent the implementation and effectiveness of the corrective actions taken.

4.14.5

The Laboratory will submit an Annual Report to ASCLD/LAB each year within thirty calendar
days of the Laboratory's accreditation anniversary date.
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4.15 Management reviews
4.15.1

Key Laboratory Management will conduct reviews of the Laboratory Management System and
testing and/or calibration activities to ensure their continuing suitability and effectiveness. The

review will take account of:
Suitability of policies and procedures;
Reports from management and supervisory personnel;
Outcome of recent internal audits
Corrective and preventive actions;

Assessments by external bodies;
Results of inter-laboratory comparisons or proficiency tests
Changes in the volume and type of work;
Customer feedback;
Complaints;

Recommendations for improvement;
Other relevant factors, such as quality control activiies, reg®urces and staff training.

4.15.1.1 m
This Key Laboratory Management review wilkbe held ually within 45 days of the final

completion of the annual internal audit a

% 0 include future planning for the Laboratory.
4.15.1.2

Records of Laboratory Managema&gt rey will be stored in the quality assurance records for
at least five years.

4.15.2

The Quality Ass argger will document the annual review of the Laboratory
Management g¥stem Mgng with any findings and/or actions that arise from the review. Any
actions will befgarried gut’in a timely manner.

Page 21 of 65
All printed copies are uncontrolled. Issued by Forensic Laboratory Manager



Alaska Scientific Crime Detection Laboratory

Quality Assurance Manual

Issued: 12/20/2011 Version: QAM2011 R2
Effective: 12/27/2011 Status: Archived

5.0 Technical requirements
5.1 General
5.1.1

The Alaska Scientific Crime Detection Laboratory ensures correct and reliable forensic
examinations by using adequately trained personnel, appropriate facilities, validated gtarnglard
operating procedures, appropriately maintained and calibrated equipment and instrument@tio
and by maintaining the integrity of evidence. When applicable, traceable referen@ stand
and materials, and suitable sampling procedures are utilized.

5.1.2

The Laboratory will consider all factors contributing to the tot
when developing and validating standard operating procedures, ijthe t
of personnel, and in the calibration and maintenance of the equipfent

the Uncertainty of Measurement Implementation Plan (Appeldix A).
5.1.3

Each Discipline will have documented procedurestor r@utindly checking the reliability of their
reagents.

int measurement
ingtg and qualification
ses as described in

5.1.3.1

Reagents prepared in the Discipline
reagent, the date of preparation
identify the identity of the prepar
quality control check and th
time of preparation and t

il b8 gled with, at a minimum, the identity of the

ach Discipline will maintain records that will
f preparation or lot number, who performed the
quality control check. Reagents will be tested at the
ation completed.

5.2 Personnel

5.2.1

Laboratory Mahagem ill ensure the competency of all personnel that operate equipment
and instr nt&gion, @erform tests, perform calibrations, evaluate test results, author reports,
and pe ch and administrative reviews. Any personnel undergoing training will be
supervis petent personnel.

5.2.

Each Riscipline will have a formal documented training program used to train individuals in the
knowledge, skills and abilities to perform all aspects of the position held. The completion of
training memo is retained in the quality assurance records. Each training program will cover the
topic of evidence sampling and address any sampling plans that are utilized by the Discipline.
The training program and training records will be sufficiently detailed to provide evidence that
the individual has been properly trained and competency tested. Training programs may take
into account any past training or work experience an individual may possess. The Forensic
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Laboratory Manager shall authorize an individual to perform casework based on documentation
from the discipline supervisor through the Quality Assurance Manager.

Laboratory Management provides for continuing education and maintenance of skills and
abilities of personnel by providing for training, availability of literature and encouraging
personnel to continually develop their scientific skills and knowledge.

If retraining is deemed necessary a specific plan for that individual will be developedy t
Discipline Supervisor and the Quality Assurance Manager and approved by the Forensic
Laboratory Manager. This plan would include at a minimum the scope of the retggiging re
a plan of action to accomplish the retraining, and the trainer(s) assigned. Agretrai r
competency testing performed will be documented.

5.2.1.2
Training programs for all forensic personnel will include training okpr sgftation of evidence
in court.

5.2.1.3

Training programs for all forensic personnel will include geeral l#fowledge of forensic science,
criminal and civil procedures and ethical practice ensig sciences. Ethical training will
incorporate the ASCLD/LAB Guiding Principles of ion@l Responsibility for Crime
Laboratories and Forensic Scientists document. All fo ¢ personnel will annually review this
document. Records of ethics training will t with the quality assurance records.

5.2.2

the GOntinuing education and training of all Laboratory
ding this training to personnel and evaluating the

personnel. ldentifying training n
i ibility of the Discipline Supervisors.

effectiveness of this trainin he

vide occasions for each member to attend education courses
benefit the effectiveness or efficiency of services provided.

Discipline Supervisor
when such attendance

t will provide opportunities for training whenever possible and
est utilization of personnel resources.

Te gratories and the FBI Quality Assurance Standards for DNA Databasing
Lab each calendar year.

A Lab®ratory member receiving training is responsible for completing such training in a
satisfactory and professional manner and will complete an evaluation of the training received.
This evaluation will be documented in the training record in the LIMS. Laboratory members are
encouraged to improve their knowledge, and skills through a variety of educational
opportunities, such as but not limited to:
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¢ Attendance at professional meetings such as:

The American Academy of Forensic Sciences

The Association of Firearm and Tool Mark Examiners
The International Association for Identification
The Northwest Association of Forensic Scientists
International Association of Chemical Testers x
International Symposium for Human Identification
CODIS User’s Meeting %
Society of Forensic Toxicologists
e Technical Training Courses such as: x
FBI FSRTC courses
DEA Forensic Chemist Seminars

Indiana University Center for dies of L®W in Action

In-house technical meeting d seminars
e College courses

Web-based training.

employees will be held t
competency and iCiNCWLesting.

5.24

me ,
Ass ce Standards for Forensic DNA Testing Laboratories and the FBI Quality Assurance
Stand§ds for DNA Databasing Laboratories at the time of hiring.

The position descriptions (PD) explain the duties, functions, and tasks for each job and are
maintained by the administrative support personnel.
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5.25

The Forensic Laboratory Manager authorizes Laboratory personnel to perform forensic analyses
and issue reports. The Quality Assurance Manager will retain records of all forensic personnel to
include educational qualifications, training, and competency records. A competency memo will
be issued upon completion of a training program that includes the scope of competency and

date authorized for casework.
5.2.6 Technical personnel qualifications %
5.2.6.1 Education x
5.2.6.1.1

Forensic Scientists performing casework in the Drug Chemistry and §rac@ E ce disciplines
shall possess a baccalaureate or an advanced degree in a naturaRsciencg oga closely related
field.

5.2.6.1.2
Forensic Scientists performing casework in the ToxicologWdiscip shall possess a

baccalaureate or an advanced degree in a natural ce,Noxicology, or a closely related field.

5.2.6.1.3

Forensic Scientists performing casework j Biology discipline shall possess a baccalaureate
or an advanced degree in a natural sciefige or alosely related field and shall meet the
educational requirements of the Qu As§uran@e Standards for Forensic DNA Testing
Laboratories and Quality Assura Stafidar’Tor DNA Databasing Laboratories.

5.26.14

Forensic Scientists perfoging rk in the Firearms/Toolmarks, Latent Prints, and Crime
Scene disciplines shallqgoss a baccalaureate or an advanced degree with science courses.

5.2.6.15

Forensic Tec
requirements

ing as technical support in any Discipline shall meet the educational
ecifieghin the job description.

5.2.6.2 ncy testing
5.

LaboRglory Management will ensure that all Forensic Scientists satisfactorily complete a
compegency test for each discipline and category of testing prior to assuming casework
responsibilities. A competency memo will be issued and retained in the training records for that
individual.
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5.2.6.2.2

The following shall be included in the training program of all Forensic Scientists and Forensic
Technicians that issue Laboratory reports:

Examination of unknown samples covering the range of assigned duties and areas within
the discipline or category of testing of training.

A written test report demonstrating the ability to properly convey results and conclysio
and their significance.

A written or oral examination demonstrating the individual’s knowle the ipline or
category of testing, testing or tasks performed.

Each of the above will be appropriately documented and retained inghe th&ini cords for that
individual.

5.2.7

The Laboratory shall maintain a library containing relevaf§i sciemficjo®ynals and texts. This
library may be in electronic form. Discipline Supervisors Will encQ#ffage the review of
appropriate new literature by Laboratory personne ch Rjscipline will document literature
review in the LIMS.

5.3 Accommodation and environmental condjtions

5.3.1

Laboratory facilities will be appropqg e performance of all aspects of testing, provide
nd instruments. All examinations require normal
laboratory environmental conditio noted in a procedure. Extreme care will be taken

when sampling and/or ex
5.3.2

Examinations will
environmental ditl
monitored, cofitrolled,

en the environmental conditions could jeopardize the results. If
could affect the quality of an examination the conditions will be
recorded in the appropriate case records.

5.3.3

Thal aboRlory will take measures to prevent cross-contamination and provide effective
se B0 b®tween incompatible activities or testing.

5.3.4

Access to and use of Laboratory testing areas is limited and controlled. The Forensic
Laboratory Manager determines the access level.
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5.34.1

The Laboratory entrance/exit points and the outer perimeter have security control at all times.
Only laboratory personnel shall have unrestricted access to the Laboratory’s exterior
entrance/exit points. The internal testing areas of the Laboratory will have a locking system.
Security codes, cards and keys for the Laboratory exterior and individual interior forensic
discipline laboratories will only be issued to those individuals assigned to that laborat These
items will be accounted for and documented as described in the Key Control Proced¥ir
(Appendix B).

e
The Laboratory facility is monitored by an intrusion alarm system when vacaat. The ratory
facility has a fire detection system.

)

Evidence storage areas are secured and have limited and controlle S storage
conditions are designed to prevent loss, deterioration and contamgaation @8s well as maintain the
integrity and identity of the evidence.

5.35
Laboratory Management will ensure good housekeeping&e L atory.

5.3.6

The Forensic Laboratory Manager will designate a Saf o@rdinator to manage the Laboratory
safety program. The safety program will in

¢ A Health and Safety Manual.

e Annual Blood borne Pathog all employees

e Annual Fire Extinguisher mployees.

e CPR and AED training for

e First Aid training for :

e Periodic in-house fety issues. This may include annual review of
biological/chem ontrol, evacuation procedures, hepatitis vaccination, safety
training oppg@tunj

e Documeniati oyees participating in safety training (in-house, external).

e Monitorihg compfgnce with OSHA requirements (e.g. Regular checks on exhaust hoods,

. e of the Laboratory’s chemical inventory, with associated hazard warnings
an ployee access to Material Safety Data Sheets.

54 and calibration methods and method validation
5.4.1 General

The Laboratory will use appropriate methods and procedures for all tests and calibrations
performed. Discipline Procedure Manuals will include methods and procedures for all testing
and/or calibrations performed in that specific Discipline to include sampling, handling,
preparation of evidence to be tested and/or calibrated and, where appropriate, an estimation of
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the measurement of uncertainty with statistical techniques for analysis of test and/or calibration
data.

Discipline Procedure Manuals will include or reference instructions on the use and operation of
all equipment and instruments used by that specific Discipline. Discipline Procedure Manuals
will describe the handling and preparation of evidence for testing and/or calibration. Each
Discipline will maintain and keep up to date all equipment and instrument instruction
standards; manuals and reference information relative to testing and/or calibration perforried,
Any significant deviations from test and calibration methods will be documented f the ca
record, technically justified and documented through the technical case review pgro8gss
Customers are contacted when appropriate regarding analysis deviations.

5.4.2 Selection of methods
The Laboratory will use test and/or calibration methods, including Sgampli at are appropriate
for the analysis and which meet the needs of the customer.

Methods used by the Laboratory will either be validated Baborafgy-gdegeloped methods or
published in international, regional or national standards, § by regltable technical
organizations, or in relevant scientific texts or jour or specified by the manufacturer of the
tho

equipment. Discipline Supervisors will ensure thaf¥all
them for testing and/or calibration.

operate properly before using

5.4.3 Laboratory-developed methods

The Discipline Supervisor or the D
new test or calibration methods

anager will coordinate the introduction of any
IScipline. The Discipline Supervisor or the DNA

5.4.4 Non-standard,met
Analysts will ug€ valid®gd technical methods. If a deviation from a method is necessary, the
deviation will §¢ docu ted in the case record and technically reviewed and documented
through CRg Se review process.

5.4.5 Valiqgtio methods

5.4.

Validatfon of new methods or procedures for the Laboratory confirms by examination and

objective evidence the particular requirements for the intended use of the new method or
procedure is met.
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5.45.2

Validations will be performed on all new technical methods or procedures to demonstrate
reliable and accurate results for the intended use of the method or procedure. Disciplines will
maintain a record of the validation to include the procedure used, results obtained and a
statement as to whether the method is fit for the intended use.

5.4.5.3

The validation process will review the range and accuracy of the results obtaine m teg to
ensure the new technical method or procedure meets the requirements needed.

5454

Methods validated outside of the Laboratory will be evaluated prioy t& imglememtation. This will
include reliability testing by the Discipline through a documented ifghousdipgfformance
verification. This verification will be maintained in the Discipline recQrds f@tuture reference.

5.4.6 Estimation of uncertainty of measurement

The Laboratory will be compliance with the most cugent, paiblish&d version of the ASCLD/LAB
Policy on Estimation of Uncertainty of Measuremefit bfAthe Wnplementation date of July 2012.

5.4.6.1

Calibration services are only performed } path alcohol Discipline of the Laboratory.

5.4.6.2

Measurement of uncertainty appfgs @the fgearms, blood alcohol and the chemistry Disciplines
of the Laboratory. Each of these Digcip will maintain records related to measurement of

uncertainty.
5.4.6.3
Estimation of the It measurement will be based on knowledge of the performance of

the method a experience as well as any significant parameters that affect the

measurement

5.4.7 C

5.

Any ua¥calculations performed in casework will be reviewed during the technical and/or

admirNgtrative review process.
5.4.7.2

When computers or automated equipment are used for casework, Disciplines Supervisors will
ensure that:
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a) computer software developed or modified in house will be documented and validated
prior to use;

b) procedures are established and implemented for protecting the integrity and
confidentiality of data;

c) computers and automated equipment are properly maintained to ensure the integrity
of data.

54.7.2.1
Discipline Supervisors will implement appropriate measures to prevent unautho% to

computers used for digital evidence examination.

5.5 Equipment

55.1

Key Management will ensure that all items and equipment necessayy for g#Sework are available
to Laboratory personnel.

5.5.2

Equipment and its software used for casework will t théyaccuracy requirements set forth in
the Discipline Procedure Manuals. Prior to use in‘casdiivork' ®quipment will be calibrated or
performance checked as described in the Discipline Pr ure Manuals.

5.5.3
Laboratory equipment will be used uthe dypersonnel. Instruction and maintenance

manuals will be readily available egdpprogffate personnel.

554

Laboratory instruments equi t will be labeled and uniquely identified.
5.5.5

Disciplines will ipmeht records to include:

a) iderf@ity of thg equipment and its software;
2 r, type, and serial number or unique identifier;
@ formance checks and/or calibration records;
drrent location;
Mufacturer’s instructions;
libration certificates, adjustments, date of next calibration as applicable;
) maintenance performed and, where appropriate, maintenance plan;
) repair records.

>

5.5.6

Discipline Procedure Manuals will outline any necessary procedures for maintaining measuring
equipment to ensure proper functioning and to prevent contamination or deterioration.
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55.7

Any equipment that has shown to be defective or operating outside of limits specified in
Discipline Procedure Manuals will be taken out of service and marked as such. The equipment
will be repaired and once reliability has been demonstrated by calibration and/or performance
checks returned to use. A determination will be made if any test results were affected. The

procedure for nonconforming work will be followed, if necessary.

5.5.8 w
Where practicable, Laboratory equipment requiring calibration will be labeled wiNﬂ s of
calibration to include date calibration was performed and date next calibr due.

5.5.9 ZQ

Laboratory equipment will not be used by non-laboratory personn& withofit pgior approval from
the Forensic Laboratory Manager. If equipment is operated outsideWpf th ntrol of Laboratory
personnel, the equipment will be calibrated or performance ckedgrior to next use by

Laboratory personnel.

5.5.10

Discipline Procedure Manuals will outline any per% ecks required on calibrated
equipment.

5511

correction factors necessary are correctly

Discipline Procedure Manuals will e re
updated.
5.5.12

ure

Discipline personnel will guipment and software are safeguarded from any
adjustments that wouldggavallate the test and/or calibration results.

5.6 Measurement t I
5.6.1 General

W™ e a documented procedure for the calibration of equipment used for
alibrations that have a significant effect on the accuracy or validity of the test
&@gluipment described above will be calibrated prior to being put into service.

Discipe procedures will establish the time frame for checking the calibration of equipment
based on the specifics of the testing performed with the equipment. Calibration checks will not
be less stringent than the manufacturer’'s recommendations.
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5.6.2 Specific requirements
5.6.2.1 Calibration
5.6.2.1.1

The accredited Disciplines of the Alaska Scientific Crime Detection Laboratory do not issue
calibration certificates.

5.6.2.1.2

The accredited Disciplines of the Alaska Scientific Crime Detection Labora d%ue
calibration certificates.

5.6.2.2 Testing

5.6.2.2.1

Disciplines that perform internal calibrations of equipment/ingigumentgtion will establish
traceability by means of an unbroken chain of calibrationg or ¢ arisSgns linking the calibration
standards to the relevant primary standards of the Sl unit§of med$irement.

When necessary, Disciplines can utilize competed{ ext@rnalQalibration services that can
demonstrate measurement capability and traceability. albration certificates issued by
these entities will contain the calibration results, includigf the measurement uncertainty and/or a

statement of compliance with an identifieg ogical specification.

5.6.2.2.2

Measurements made by Discipli
achieved by reference to national

S uld ®e traceable to Sl units. The link to SI units may be
ea ent standards.

Where traceability of me
establish traceability to
materials or referepge s

eme Sl units is not possible and/or relevant, Disciplines will
er opriate measurement standards such as certified reference

5.6.3 Referengf stan s and reference materials
st ards

jl have a procedure for the calibration of their reference standards. The

e reference standards to the relevant primary standards of the Sl units of measurement
ribed in ISO/IEC 17025:2005 5.6.2.1. Reference standards will only be utilized for
calibration purposes; unless it can be documented that additional use will not invalidate their
performance as reference standards. Reference standards will be calibrated before and after
any adjustment.
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5.6.3.2 Reference materials

Reference standards will be traceable to S| units of measurement or to certified reference
materials. Internal reference materials will be checked to verify their suitability.

5.6.3.2.1

Disciplines utilizing reference collections maintained for identification, comparison or,
interpretation purposes will document, uniquely identify and properly control the referenc
collection.

5.6.3.3 Intermediate checks
Each Discipline will have procedures to perform checks on reference ggma Working
standards and reference materials to maintain confidence in their ornanceX

5.6.3.4 Transport and storage

Each Discipline will have procedures for the safe handling, port,\torage and use of
reference standards and materials to prevent contaminafion anRgroie® their integrity.

5.7 Sampling
571 w
The Laboratory will have a documented sagamiing plan Tor Disciplines that take a representative

sample of a substance or material for teg @ report on the whole substance or material. The
sampling plan will be available at thed®caig re sampling is undertaken and will address
the factors to be controlled to ens allejif’ of the testing.

5.7.2

Deviations from the sampjifig p uire prior approval from the Discipline Supervisor and will
be documented in LIM

5.7.3

5.8 of test and calibration items
5.8.1

Procedures for the transportation, receipt, handling, storage, and retention of evidence items will
be outlined in the Evidence Procedure Manual to ensure the integrity of the evidence and
protect the interests of the laboratory and the submitting agency.
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5.8.1.1

The Request for Laboratory Services Form will be utilized to document the chain of custody for
all evidence submitted to the laboratory. The external chain of custody will include the receipt of
the evidence by the Laboratory. All internal transfers are documented in LIMS. Each internal
transfer includes a signature, or secure electronic equivalent, of the person/location receiving
the evidence; the date of receipt or transfer; and the unique identifier of the evidence

5.8.1.1.1

Any evidence items subdivided by the Laboratory will be tracked in the LIMS in the'ggme
manner as outlined in 5.8.1.1.

5.8.1.1.2

All evidence accepted and stored at the Laboratory will be under joper Sealg Evidence is
properly sealed when its container is secured to prevent access to thg cont . Upon receipt of
evidence from contributors, evidence personnel will inspect evidence dgntainers for proper seals.
Any evidence received with improper seals will be properlyg sealégand at process will be
documented in the LIMS.

5.8.2

Evidence received at the Laboratory will be assigned u€ identifier comprised of the
Laboratory case number and item number ghhis identiM&r is retained and documented in the

LIMS. LIMS provides a system to sub-dig0 ence items as well as documents all transfer of
items within and from the Laboratory,

5.8.3 %
Upon receipt of evidence, dgpartufgs froy¥ normal or specified conditions will be documented in

the LIMS. If the suitability gf a f evidence for examination is questionable or the request
for examination is unclear, subrmting agency will be contacted. This communication will be
documented in the LIM

5.8.4

The Laboratorg will en the integrity of all evidence while at the Laboratory by avoiding

deteriorgjemg, | or gamage during storage, handling and preparation of evidence for testing.
If eviden r portions of evidence items, are inadvertently lost or destroyed while in the
cu f yanalyst or technician, whether prior to, in the course of, or following examination,
the will occur:

e The appropriate Supervisor shall be notified.

e The occurrence is to be reported in the “Results” section of the Scientific
Examination Report.

e Details surrounding the occurrence should appear in the notes.
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e In the event that any results were obtained prior to the loss or destruction,
these results should be reported along with the statement reflecting the
loss or destruction.

e Damage to outer containers or items not requiring examination need only
be documented in notes.

5.84.1

Evidence in the Laboratory not in the process of examination is stored in a seal onditi
secured, limited-access storage areas.

5.8.4.2

Unattended evidence while in the process of examination will be pro@erlygsec to prevent
loss or contamination. This can be accomplished by securing evidgnce in porary storage
location or a locked room.

5.8.4.2.1
The Laboratory defines evidence in the process of examirigtion ag’during the work day. All
evidence will be secured overnight in locked area

5.8.4.3

sealing the evidence and the dat . enever possible these markings should cross the
barrier between the evidence_ tape

laboratory personnel will b jth the Laboratory case number and item number. Where

practical the inner most e wil's'so be marked with Laboratory case number and item
number. If Laboratory on ust vary from this practice, it must be documented in the
LIMS.
5.8.4.4

or ig#ages collected from latent prints will be treated as evidence and stored

Any phot
on a lim

ternal network drive titled “Physical Section Images”.

contargjnation and/or deleterious change, during transportation to an evidence facility.
5.8.4.6

The appropriate Discipline Procedure Manuals will outline procedures for the operation of
individual characteristic databases.
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5.8.4.6.1

The CODIS individual characteristic database is treated as reference materials.
5.8.4.6.1a

The Laboratory does not have any individual characteristic databases under its control
5.8.4.6.1b

Individual characteristic database samples not treated as evidence will meet 5. 2 thr@flgh
5.8.4.6.4.

5.8.4.6.2

Each CODIS database sample under the control of the Laborator | befuni ue:y identified.
5.8.4.6.3
illb

CODIS databases samples under the control of the Labgrat rotected from loss, cross
transfer, contamination and deleterious change.
5.8.4.6.4

f

Access to CODIS database samples under the control aboratory will be restricted to
those persons authorized by the Forensic Lghoratory ager.

e Use of ref
e Use of
e Use of negative controls;
e P i roficiency testing programs.
59.1.1
Dis cedure Manuals will specify the controls and standards utilized in each method or

proca@tre. All controls and standards utilized in casework will be documented in the case
recor

5.9.2

If quality control data is found to be outside of the pre-defined criteria, a planned action will be
undertaken to correct the problem and prevent incorrect results from being reported. Discipline
Procedure Manuals will provide additional guidance for that specific Discipline.
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5.9.3

Each Discipline of the Laboratory will participate in proficiency testing. The Quality Assurance
Manager will coordinate the ordering and submission of proficiency tests for the Laboratory.

5.93.1

Manager will review the proficiency test documentation and forward
Manager. The Quality Assurance Manager will send the proficie est
proficiency test provider. All proficiency test documentation is mgke

assurance records.

5.9.3.2
The Laboratory Quality Assurance Manager will en th&lL abofatory’s proficiency testing
program complies with the ASCLD/LAB Proficienq Reyiewgrogram.

5.9.3.3

Each analyst and technician performing &8
internal or external proficiency test p

will successfully complete at least one
ear in his/her forensic science discipline.

5.9.3.3.1

The proficiency test requirergents & th ality Assurance Standards for Forensic DNA Testing
Laboratories and the Qual ce Standards for DNA Databasing Laboratories will be
applied to DNA analys echniC&l support personnel performing DNA analysis.

5.9.3.3.2

Each analyst
proficiency te
of Accredimgio

ician performing casework will successfully complete at least one
itation cycle in each category of testing under the Laboratory’s Scope
the individual performs casework related activities.

5.9.3.4

At ternal proficiency test will be successfully completed each year for each
discif§iffie of forensic science the laboratory provides service in. When available an ASCLD/LAB
approgd test provider will be used.

5.9.35
The Laboratory Quality Assurance Manager will maintain the proficiency testing records and
proficiency testing program records to include:
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e Test identifier
e Sample provider
e Individual performing the test
¢ Date of analysis and completion
¢ Documentation of all data and notes supporting the conclusions
¢ Proficiency test results
e Any discrepancies noted
e Documentation of the review and feedback to the individual performing the test andt
Discipline Supervisor and/or the DNA Technical Manager
e Any corrective actions taken.
5.9.3.6 9
The Laboratory Quality Assurance Manager will maintain the profigi sting'Tecords and

iéhcy
proficiency testing program records for not less than five years.

594

The Laboratory will perform technical review on 100% of §cienti afination records and test
reports prior to release. The technical review process ensi§es th&conclusions are reasonable
within the constraints of the validated technical k ge and supported by the examination

records. Technical reviews are documented in the LIM§ a e technical reviewer’'s name is
printed on the test report.

The Discipline Supervisor or the DNA Tg Manager will resolve any differences in opinion
between the case analyst and the re

r we
594.1
Each case record is technic reewe include a review of all examination records and the

test report to ensure:
Conformance wityL ab®gatory and Discipline procedures;
Data suppo [t€”and/or conclusions;

[ ]
[ ]
e Accurac ort;
[ ]
[ ]

Associdlions are Wpoperly qualified in the test report;
Testrep@t congains all required information.

s for the technical review process may be outlined in the Discipline

5.9.

Technieal reviews will be conducted by a qualified competency tested analyst or supervisor who
has extensive knowledge of the Discipline through casework, supervision, training and/or
regular casework review. The reviewer will have knowledge of the Laboratory’s technical
procedures.
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5.9.4.3

The technical reviewer will not have authored or co-authored the examination records or test
report under review.

5.9.5

The Laboratory will perform administrative review on 100% of scientific examination #c
test reports. The administrative review process ensures the completeness, correctness a
clarity of the test reports issued. Administrative reviews are documented in LIM d the
administrative reviewer will not have authored or co-authored the examination réc or
report under review.

At a minimum, the administrative review will include:

e Areview of the test report for spelling and grammatic@l accur
o Areview of all administrative and examination recgr
uniquely identified according to laboratory policies\and pr
e A review of the test report to ensure that all infogmatio
Chain of custody.

that the records are
S,
is included;

Y
ensu
u

The administrative reviewer will review the Request fo
report, bench notes and all additional cas ments
areas:

oratory Services Form, the test
ensure agreement with the following

¢ Requesting agency

e Agency case number

e Laboratory case number

e Officer name

e Agency item num and riptions.

itor the testimony of all testifying personnel. Each testifying individual
heir testimony at least once per calendar year. Court monitoring

This m plished through one of the following methods:

ct®bservation by a Laboratory member, court officer or other individual present in the
urt room;
o YWommunication by Laboratory Management with a court officer.

The Witness Evaluation Forms are used to obtain testimony feedback. The form will be
returned directly to the Laboratory’s Quality Assurance Manager. The Quality Assurance
Manager will review the form and provide a copy to the testifier's Supervisor. The Supervisor will
provide the testimony feedback to the testifier.
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If the feedback indicates needed improvement, the testifier's Supervisor will seek further
information to determine the course of action to be taken. This communication will be
documented as well as any remedial action that is taken. This documentation will be retained
by the Quality Assurance Manager.

It is each individual’s responsibility to advise their supervisor of any pending court appearances
and seek testimony feedback. At the end of each calendar year Discipline Supervisorgsmgl notify
the Quality Assurance Manager of any Discipline personnel that did not testify.

5.9.7

The Quality Assurance Manager will retain testimony monitoring records re 1al
actions taken for not less than five years.

5.10 Reporting the results
5.10.1 General

iguoUgly and objectively provide
nt information required
the case record.

The Laboratory will issue reports that accurately, clearly,,un
the result of each test performed. The Laboratory ensure§ that a
by International Standard 17025 5.10.2 and 5.10.3 is cont@ined ¥

5.10.1.1

If analytical work is performed and a report is_not issue e reason(s) for not producing a
Laboratory report will be documented in

5.10.2 Test reports and calibration cg#tific

The case records will contain all ¥§f tioggrequired by International Standard 17025 standard
5.10.2.

5.10.3 Test reports

5.10.3.1 \

The case recor i ntairPadditional information where necessary for the interpretation of the

test results.

5.10.3.2

The cas ill contain additional information regarding the results of a sampling where
ne the interpretation of the test results.

5.10.

Laboratory reports will only be released to the submitting agency and/or assigned prosecutor’s

office. The only exception to this policy is the dissemination of results by a grant administrator

as part of grant reports or data gathered for grant purposes. The Forensic Laboratory Manager
must give prior approval before the grant administrator can release information.
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The Laboratory allows the release of preliminary findings and/or analyses prior to the issue of
the final report. If the report is ready for review, the analyst performing the work or a technical
reviewer can release preliminary information. If the status of the case is prior to “draft complete”
in LIMS, then only the analyst can release information. The issuer will clearly indicate that
information given is:

e Preliminary in nature
e Subject to change
¢ Requires a technical and administrative review.

A record of the release of information will be documented in the LIMS to in the on the
information was provided to and the method provided.

5.10.3.4

Laboratory personnel who issue findings, including writing test repgts an viding testimony,
based on the examination records generated by another person willgevieW and document the
review of all relevant pages of the case record. This docum tion Vi|jll be placed in the LIMS.

5.10.3.5

The significance of any associations made will begonfnuniQated clearly and qualified properly
in the case record.

5.10.3.6

Comparative examinations resulting i
communicated in the Laboratory re

@tion of an individual or object will be clearly

5.10.3.7

When a definitive conclusj ofbe reached, the case record will clearly communicate the
reason(s).

5.10.4 Calibration

The accredite
calibration ce

s of the Alaska Scientific Crime Detection Laboratory do not issue

5.10.5 terpretations
Opimions interpretations will be clearly marked in laboratory reports. The case record will
do basis upon which the opinions and interpretations have been made.

5.10.0§Testing and calibrations results obtained from subcontractors
Results of tests performed by subcontractors will be clearly identified.
5.10.7 Electronic transmission of results

The requirements of International Standard 17025 standard 5.4.7 will apply to the transmission
of all test reports to include telephone, facsimile or other electronic transmissions.
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5.10.8 Format of reports and certificates

Laboratory reports are formatted to accommodate all Discipline reports and minimize the
possibility of misunderstanding or misuse.

5.10.9 Amendments to test report and calibration certificates

An amended report will be issued, when necessary, which clearly communicates thegeaSpn for
the amended report. This new report will state “This report serves to replace or supplemeft t
report issued on date.”

4
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Appendix A Uncertainty of Measurement Implementation Plan

This plan is designed to comply with the ASCLD/LAB- International Policy on Measurement
Uncertainty document that is effective July 1, 2012.

The Quality Assurance Manager/Forensic Alcohol Discipline Supervisor and th
Substances/Firearms Discipline Supervisor in coordination with the Forensic La
Manager will be responsible for the oversight, development and impleflygntatio
Measurement of Uncertainty policy.

The Uncertainty of Measurement policy developed will apply to the follow eri€al reported

values:
Weights of controlled substance samples
Alcohol concentration in biological samples
Alcohol concentration in non-biological sample

Barrel length of a firearm
Overall length of a firearm

Trigger pull weights in firearms case \
The following elements for each test will be identified afd rded:

e Measurand and its measure

e Measuring device and/or i

e All significant compon gribute to the sources of uncertainty

e Data used to estimat and reproducibility

e Uncertainty attribut alue of the measurand, an expanded uncertainty,

and the specifi obability.

The Measurement of UpnceNginty pO¥cy will be implemented no later than June 15, 2012.
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Appendix B Key Control Procedure

1. All controlled Laboratory keys shall be stamped with numbers for tracking
purposes. This Key Control procedure includes laboratory door keys, electronic
keys and evidence locker keys.

2. The Administrative Assistant Ill or designee will be assigned the responsihgitg of
being the Key Controller. All non-electronic keys will be tracked in th& LI
utilizing the chain of custody in the “Management” case. Electronig keys die
tracked by the Physical Plant Maintenance Specialist.

3. Each employee will be assigned a numbered key.

4. The Key Log shall reflect changes when any of the follo§ing ocurss
A. Employee Leaves the Department:

When an employee leaves the Departngent, Supervisor shall be
responsible for obtaining the controlledYkeys ore the employee

leaves and for returning the control eys§o the Key Controller within
five days. The Key Controller wil theeturn of the keys on the
Key Log and retain the keys for future agsi nt.

Lab keys. If a key i
notification to the
shall submit g me
report shallg :

key number
(3) A bWgf description of the events surrounding the key loss

ployee will be required to sign for the replacement key. A copy
he memorandum shall be filed with the Key Log.

When a key has been lost, the Laboratory Manager shall decide
whether or not to rekey the affected locks within the Laboratory for
security purposes.
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C. Recovery of Lost Key:

If a key is recovered at a later date, a memorandum shall be written to
the Forensic Laboratory Manager by the employee originally
responsible for that key. The key should be placed in the custody
the Key Controller and records changed to reflect the recovery. Tife
memorandum should include:

(1) Employee's name x
(2) Employee's key number - recovered key

(3) Date key was lost

(4) Brief description of events surrounding the fin&of ey.
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Appendix C Controlled Documents Procedure

The Forensic Quality Assurance Program documents are controlled to ensure the documents
have been approved for use and only current versions of the documents are in use. Controlled
documents are posted on the Laboratory’s internal network drive.

Controlled Document Approval and Issuance

The Laboratory Quality Assurance Manual is approved and issued by the Forengic Laboraito,
Manager.

The Discipline Procedure Manuals and Discipline Training Manuals are agprov®d anggfSsued by
the Discipline Supervisors and/or DNA Technical Manager.

The Health and Safety Manual is approved and issued by the Labgrdtory® Safety Coordinator.
All controlled documents are reviewed at least once per calendar y&ar.

Controlled Document Maintenance N
The Quality Assurance Manager or designee will maintainghe offglal controlled documents,

place them on the internal network drive and archj ver§jons of the controlled documents.

r8lled Documents List. It will
ive version and a list of all archived

The Quality Assurance Manager will maintain a Maste
contain a list of all controlled documents indigating the
versions of each document.

Controlled Document Revisions

Revisions to controlled documentg af€appgved and issued by the same authorities that issued
the original document. Any revisedgor n ext is identified in the revision history of each
controlled document. The gur ument will be archived and the new version will be posted
on the Laboratory’s interifalgetworft@rive by the Quality Assurance Manager or designee. All
archived controlled doctgen marked with a visible watermark and the status updated to
“archived”.
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Appendix D Purchasing Procedure

Each Discipline will maintain records of purchased supplies, reagents and consumable materials
that affect the quality of tests and/or calibrations. These supplies, reagents and consumable
materials will not be used in casework and/or calibrations until their reliability has been verified.
Each Discipline will have procedures to ensure the quality and reliability of critical supplies,
reagents and consumable materials. These procedures will also include the actionsgake i
[
|

product fails to meet the quality standard set.

Vendors of critical supplies, reagents and consumable materials will be evaluated U the
Vendor Evaluation Form. The evaluation documentation will be maintaine LI n the
“VENDORS” case.

Reagent grade chemicals are purchased unless otherwise specifieQ in a Big€ipline Procedure

Manual.

Packing or shipping receipts are maintained to demonstrgfe rec fWe ordered supplies,
reagents or consumable materials that could affect the qudlity of #€sts and/or calibrations as well
as critical supplies, reagents or consumable mat

The individual verifying the receipt of these items will p a check mark notating the receipt of

each ordered item on the packing or shipgg¥eceipt. Signature or initials and date will be
placed on the receipt as well. The pagk @

bping receipts are stored in the purchasing
records by vendor. %
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Appendix E Laboratory Policies

Policy 1 Case Management

Policy 2 Independent Experts or Experts in Laboratory Facilities

Policy 3 Syringes

Policy 4 Laboratory Occupancy %
Policy 5 Scheduled Time Off and Court Conflicts x

Policy 6 Disclosure of Scientific Examination Records

Policy 7 Disclosure of Breath Alcohol Records \%

Policy 8 Laboratory Security
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Policy 1 Case Management

It is the mission of the Laboratory to process all evidence in a timely manner while maintaining
the highest quality of analytical results. All requests for laboratory service (RLS) submitted to the
crime lab require data entry of the case into the Laboratory Information Management System
(LIMS).

1. Cases having court mandated deadlines and/or those providing immediate investigativ
leads will receive priority attention. Then cases may be evaluated for probativByalue
the appropriate Supervisor.

2. Examination of evidence procured from the Laboratory Evidence r other
means, should be performed as soon as possible and complet ithirl60 days of an
Analyst receiving the evidence. If an examination cannot be con¥gleted fvigfin 60 days, the

case analyst should notify the Discipline Supervisor.

3. When the scientific examination is complete, the evde@be expeditiously

returned to the appropriate storage facility (Lab y EMidence Unit or Unit
refrigerated/frozen storage). Evidence that has indefgonejcomplete processing should not
be stored in the Laboratory. Exceptions to this are fo nnalytical protocols where
specific items are retained in the Laborat

4. If case processing cannot begin tg| tandards/exemplars, lack of information
from the officer or prosecutor, @r y otlT€r reason outside of the control of the
laboratory, then communicatiorggo les necessary to resolve the issue shall be
initiated and documented 4 S ¥stem. The communication should contain
appropriate statementsgigfor e recipient(s) that an analysis will be performed once
the necessary itemsiggformgtion are received. If no response is received within 30
calendar days, then c uMgltion may be sent to the affected parties explaining that the
request for serviCey , evidence will be returned, and why this action has occurred.
This shall begéiocu ted in the LIMS system and the request for service cancelled.

S fro e submitting agency or District Attorney is received to withdraw the
mbysis, or if in the opinion of the supervisor, processing the case will provide
pformation, then the request for service may be cancelled. When a request is
C communication detailing who, when and why the request was cancelled shall
be §Ent to the affected parties, and documented in the LIMS system.

It is the responsibility of the Discipline Supervisor to monitor case progress and ensure cases
are completed in a timely manner.
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Policy 2 Independent Experts or Experts in Laboratory Facilities

1. Attorneys or independent experts (non-Laboratory employees) are not permitted to perform
or view scientific examinations in Crime Laboratory areas. The reasons for this policy are as
follows:

A. Liability - Outside personnel are not familiar with the Crime Laborafgry, its
potential hazards, safety rules, OSHA mandated Chemical Hygierfe n,
Exposure Control Plan, and specific equipment operation.

work

B. Security - Outside personnel would be disruptive tq, n
routine since all other regular case work would haye 1o bdl stgpped and
secured while they were using the facility. To do erwigg” would un-
doubtedly raise questions and possible obfgctions§on other cases.
Laboratory security requires a continuousy eScORg, for §gsitors. Valuable

examination time would be lost by Labora®@ry pe@®nnel providing this
escort service.

C. Property Damage - The Laboratory util myriad of sophisticated
instrumentation. State fundigge has b provided to ensure that
Laboratory personnel can g is equipment in a proper manner. It
would be impossible to ) e competency of others prior to their

prevent its u
must be rgaliz

that Private experts represent a commercial and often
Therefore, it should be incumbent upon them to
n equipment and supplies, rather than having state

ttorneys have the right under the Alaska Rules of Criminal
cedure to have evidence reanalyzed at a laboratory of their choice,
ather than disrupting Laboratory operations.

2. Attorneys or non-Laboratory Forensic Experts will make arrangements to view evidence by
contacting the case officer or prosecutor who will then coordinate the time and place of viewing
with appropriate Laboratory personnel. Non-laboratory areas where such viewing may occur are
limited to secure areas such as conference rooms, training rooms, etc.
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Policy 3 Syringes

The majority of syringe and needle submissions are recovered as a result of using other evi-
dence as probable cause or in association with usable quantities of drug substances and, there-
fore, the syringes and needles are rarely of judicial importance.

1. Itis the intent of this policy to unequivocally ensure the health and safetgof each
employee in the Crime Laboratory System while performing their assig

duties. Q

2. In order to minimize the chance of needle sticks to Laboratdfy paksoniet, the
Crime Laboratory WILL NOT ACCEPT AND/OR PERFO RO@T
ANALYSIS OF SYRINGES.

3. Exceptions to this policy require prior approval o h%si le Supervisor
when it has been determined that the syri ins nfore than a residue (i.e.,

con
a visible volume of liquid that could be coffsid@ked Rusable amount) and that the
analysis is necessary for prosecution.

Universal blood and body fluid precauti e employed when analyzing the fluid
contained in the syringes.

&
&
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Policy 4 Laboratory Occupancy

1. Due to safety considerations, no one should be alone in the Crime Laboratory
while conducting scientific examinations, particularly those involving chemical or
biological reagents, firearms, or other hazardous materials.

2. Personnel may work alone in the office area to conduct administrative duties Such
as: scientific report review; reports, paper or memo preparation; court prgpara-
tion; latent print verifications; etc. Personnel may also operate analytical
mentation workstations for data handling and printing of analytical

3. Anyone who wishes to work after hours in the Laboratory mugt have ap-
proval of their Supervisor. \
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Policy 5 Scheduled Time Off and Court Conflicts

The Analyst by virtue of the very nature of the job has a professional obligation, as well as a
legal responsibility, to respond to every subpoena received. When scheduled time off (vaca-
tion, day off, training, etc.) conflicts with a subpoena, the following protocol shall be followed:

1. Subpoenas take precedence over all scheduled time off.

2. When a verbal request for appearance in court is received, the ana Id
request a written subpoena be sent to serve as the official notifjsati

o

3. Unresolved scheduling conflicts involving court settings are 8@ be ght to the
attention of the Analyst’s Supervisor as soon as they @ievelopN\The Forensic
Laboratory Manager may also be informed as negded.

4. Under no circumstances is an Analyst to a
respond to a court request due to interference off, however, it is
acceptable to discuss scheduled vacation time a prosecutor to determine if
alternate plans for the court appe re possible.

ecutor that they will not

5. At the discretion of the Sup antyith concurrence from the prosecutor,
court/time off conflicts maygbegsol by having the evidence reanalyzed, giving
testimony from the Laborat®gy r ds, or telephonic testimony. However, should
neither of these re eYeasible and testimony still required, the Analyst will
be expected to glt€rdge o ns to allow testimony to be given.

g court conflicts with scheduled time off, Laboratory
or Supervisors may advise prosecutors of an Analyst’s leave
out letters announcing the planned absences. Such letters,
ay reduce the Analyst’s responsibility regarding subpoenas and
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Policy 6 Disclosure of Scientific Examination Records

1. Routine disclosure of scientific examination records will include those items utilized for
rendering an expert opinion in the case at hand and will be provided upon request from
the prosecutor’s office.

2. Discipline Procedure Manuals, Laboratory Quality Assurance Manual, and ot
documents related to the operation of a discipline or the Laboratory will b
relevant to the time frame of the testing. If these records are available el
will be provided electronically. If these items are not available elec
will be available for viewing by appointment at the laboratory.

of data from genetic analyzers.

4. Copyrighted or licensed materials will not be copigd or emiRated by the Laboratory
and can only be released by the owner of the inforfgation ocuments.

5. Public information not proprietary to the Laborat@ry dor, instrument or software
manuals, journal articles or papers) will not be pgg#fded by the Laboratory.

3. Raw data files pertaining to instrumental analysis will not bin d with the exception
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Policy 7 Disclosure of Breath Alcohol Records

1. Routine disclosure of Breath Alcohol documents (calibration, certification, repair) related
to the breath alcohol instruments will be provided electronically. This is limited to the
information closest in time prior to the subject test in question. This information will be

provided upon request from the prosecutor.
2. Routine disclosure of subject tests performed on a breath alcohol instrum@gt will b
provided electronically upon request from the prosecutor. This information IS§imited to 60

days prior and 60 days after the subject test in question.

3. Copyrighted or licensed materials will not be copied or dissen§fnat@&d b Laboratory
and can only be released by the owner of the information OYJ .

4. Public information not proprietary to the Laboratory (j al arfcles, papers) will not be
provided by the Laboratory. \

~
&
S
&
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Policy 8 Laboratory Security

The Laboratory routinely handles evidence related to all types of criminal matters. This
evidence includes firearms, drugs, hazardous materials, and many other types of evidence. In
order to ensure the integrity of this evidence, it is necessary that all Laboratory facilities be
properly secured as follows:

1. Only Laboratory personnel will have unrestricted access to the Laboratory’s exi@rig
entrance/exit points.

2. Access to Laboratories by Non-Laboratory Personnel:
a. Non-Laboratory personnel may not be in those areas of

o

rat@y where
. At no time
e S unsecured

evidence is present unless a Laboratory employee i
will non-Laboratory personnel be alone in an are
evidence.

Contract personnel may have unescorted agcess tQfaci
evidence is not present.

es where unsecured

3. Exceptions will be made in the case of medical @mergeficy or other critical incidents.
Ultimate access to Laboratory facilities will ternyned by the Forensic Laboratory
Manager.
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Appendix F Revision History

R2 Page | R1 Page Location Revision made
1 1 Document Structure Updated to current page numbers. Removed
"Organizational Chart" as Appendix C and updated
other Appendices appropriately.
all all Appendices Appendices were updated as appropria
throughout document.
1 1 Document Structure Added "Quality Review Formy
all all all Any typographical or grammar gaistakes e
corrected.
all all all
all all all
3 3 2.0
4 4 3.0 Added the fir above the term adequate.
4 4 3.0
485 4 3.0 Added t IN, top management, and key
management.
6 5 4.1.5a ortion of the information listed was moved to
4.2.6.
7 Added “municipal prosecutors or their agents”.
7 Removed Appendix C reference and added
statement on location of organizational chart.
7 Changed "subdiscipline" to "category of testing".
7 Removed reference to Appendix C.
7 Added "or via email".
7 Removed last sentence of this standard.
10&11 Added two responsibilities under the Quality
Assurance Manager.
11 4.3.2.2a Added ..."through the Laboratory's internal
network drive."
11 4.3.2.2c Changed "removed from all points of use" to
"archived".
12 11 4332 Removed "Appendix G".
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R2 Page | R1 Page Location Revision made
12 11 4.3.3.3 Added "Manuals are changed/updated via
document revisions only. "
13 11 44.1 Added "Submission of evidence to the Laboratory
indicates the submitting agency agrees the
Laboratory will make the determination of t
appropriate test/methods."
13 12 45.1 Added "or another Forensic Laboratory
Body."
13 12 4.5.2 Updated information to include f
toxicology servic
13 12 454 Removed "...along with a ence of
compliance with Integn
14 13 4.6.3
14 13 4.6.4
14 13 4.7.2 sentence "Feedback from surveys will
be reviewed by Top Management."
14 13 4.8 moved the sentence " A complaint may ... in a
certain forensic discipline." and the sentence
"Pertinent details ...of the complaint." The last two
sentences were moved from 4.8.1 to 4.8.
15 13 "Issues" was changed to "concerns".
15 14 49.1 Removed "... as outlined in 4.11.2." Added "This
evaluation will be documented on the Quality
Review Form."
15 14 49.1c Added "Any" to beginning of sentence.
15 14 49.2 Added "... when the evaluation in 4.9.1b indicates
that ...".
4 4111 Removed "and 4.11.2".
1 16 4.13.1.2 Added "quality assurance" to records. Added "of
20 years" to Laboratory guidelines.
17 16 4.13.1.4 Removed "hardware".
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R2 Page | R1 Page Location Revision made

18 17 4.13.2.3 Added "and dated" to second sentence.
18 17 4.13.2.3.1 Removed "...and must be dated if the addition
occurs after the date indicated on the case notes
or record." Added "and dated" after initialed.
Changed "analyst" to "person".
21 20 4.15.1.1 Changed "...conducted each July" to "... h@€ld
annually within 45 days of the final co
the annual internal audit".
25 24 5.2.6.1.4 Removed "Questioned Documg
Multimedia Evide
25 24 5.2.6.2.1 Changed "subdiscipline"

25 & 26 25 5.2.6.2.2 Changed "subdisciplin® to "cad®ry of testing".
26 25 534 Changed "the egtent of c@ntrol” to "access level."
29 28 5.4.6 Added "by ghe entagion date of July 2012."
30 29 5.5.6 A . nsure proper functioning and to

t coRfamination or deterioration."
32 31 5.6.2.1.1 Chang TRe accredited Disciplines of the
laska Scf@tific Crime Detection Laboratory do no
issue calibration certificates."
32 31 hanged to "The accredited Disciplines of the
aska Scientific Crime Detection Laboratory do no
issue calibration certificates."
36 34 Removed "PALM, AFIS and WIN"
36 35 Changed the statement.
39 39 Changed "Laboratory Management" to "testifier's
Supervisor" and removed the second reference to
"Laboratory Management".
40 39 5.10.1 Added the sentence "The Laboratory ensures that
all relevant information required in International
Standard 17025 5.10.2 and 5.10.3 is contained in
the case record."
4 NA 5.10.3.3 Information on release of preliminary findings
and/or analyses added.
41 40 5.10.3.5 Changed "Laboratory report" "case record".
41 40 5.10.3.7 Changed "Laboratory report" "case record".
42 40 5.10.9 Changed the statement.
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R2 Page | R1 Page Location Revision made
43 41 Appendix A Added Uncertainty of Measurement
Implementation Plan.
44 42 Appendix B 2 Added "non-electronic" to second sentence and
changed "Key Log" to "Management". Adde
sentence.
47 46 Appendix D Added last three paragraphs
54 53 Appendix E Policy 6 -5 | Added "vendor, instrument or so

as examples.
62 61 Witness Evaluation Added “Laboratory Use Opdgato B8 .
Form (Peer)
63 62 Witness Evaluation Added “Laboratory Us@Only” om of form.
Form (External)
64 NA Quality Review Form Addw

S
&5
&

view Form
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Vendor Approval for Critical Supplies and Services Form
Evaluator: Date:

Supply evaluated &

Name of Supplier

1. Is this vendor ISO certified? YES @

ISO standard x

Certifying body \

Certification number %

. Q

2. Has this vendor beenQ igf needs in the past? YES NO
Timely service \

Cost effective

Previously pgssed

Co
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Peer Expert Witness Evaluation Form

Witness: Witness’ Discipline

Reviewer: Date

Rate the following categories as either: (N) Needs Improvement (S) Satisfactory or (O) Oujstanding
Comments must be added for any Outstanding or Needs Improvement ratings

Professional Appearance (appropriate attire, etc.) (
Voice Clarity (volume, tempo, modulation) ) ) (O)
Body Language (posture, gestures, facial expressions, etc.) (N (8) (O
Courtroom Demeanor (confidence, eye contact, nerygusness, te r N (8 (0
Technical Explanations (accurate, easilygfder, ples) (N (8) (O
Notes, Case Information (use er, well-organized, etc.) Ny (8 (0O
Answers (answered i askigd, too much/little detail) (N (8) (0O
Cross Ex jon igffive, unbiased, fair) Ny (8 (0O
Visu%rite N/A if Not Applicable N (8 (0O
For Laboratory Use Only: Date
Reviewed and Received Reviewed and Provided to Testifier
Testifier Supervisor
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Expert Witness Evaluation Form
Court personnel and officers use this questionnaire to provide essential feedback to our laboratory

You may fax this form to 907-338-6614 or email to QA Manager Nita.Bolz@alaska.gov

Witness Name: Testimony Date (mm/dd/yy):
Witness Discipline ( Firearms, DNA, Fingerprints, etc.) %
Your Name Your Title x

Judge Prosecutor Defense Officer Juror Q
Court: Defendant’s Name:

Rate the statements below by circling a number from 1to 5

1 = Strongly Disagree 2 = Disagree 3 = Neutral = Agre 5= Strongly Agree

Witness was dressed professionally 1 2 3 4 5

Witness was prepared with documentatio , etc 1 2 3 4 5
Witness displayed technical k jr discipline 1 2 3 4 5
Witness articulated inforr&tion in a manner easily understood by 1 2 3 4 5

For Laboratory Use Only: Date
Reviewed and Received Reviewed and Provided to Testifier
Testifier Supervisor
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Quality Review Form

Date

Discipline or Category of Testing

Occurrence of Nonconformity or Significant Deviation from Laboratory PollcE

Evaluation of the Significance x\

Review by Quality Assurance Manager

Moves Forward to @on Report Procedure Yes No

Justificati f iSi
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Corrective Action Report Form

Description of NONCONFORMITY or INCONSISTENCY

Reported by Date

ROOT CAUSE ANALYSIS Consider all possible sources of nonconformity or inconsistency to incl n
evaluation of the methods, procedures, equipment, supplies, training, personnel, work enviro nt, etc

INCONSISTENCY RATING (Check one of the circles below)

Review by Date \%

O

O

O

QA Manager

Class | The nature and the cause of the inconsistency rgi
quality of the laboratory’s work product.

es inypediat@concern regarding the

Class Il The inconsistency is due to a problem which may
persistent or_serious enough to cause immediate concern for
product.

uality of the work, but is not
verall quality of the laboratory’s work

Class Ill The inconsistency is determine
occur, is not systemic, and does not si
work.

iave only a minimal effect or significance, be unlikely to
he fundamental reliability of the laboratory’s

Date:

tions shall be relevant for the level of the nonconformity and
ngly recommended that the corrective action plan list after-
ines for monitoring.

Date

QA Mana Date

CONFIRMATION OF CORRECTIVE ACTION

Signature Date
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