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1. Introduction

1.1 Background
Alaska Statute (AS) 44.41.035 first went into effect on January 1, 1996; authorizj
Alaska Department of Public Safety (DPS) to collect a DNA-containing sample $§.
blood sample, buccal swab, or both), from persons convicted of a crime ag&
ie
aba

person, for inclusion in a DNA Identification Registration System. The Alas
Crime Detection Laboratory is the entity responsible for maintaining thm

The database was originally restricted to felony offenses or felon
11.41 (except AS 11.41.320) or AS 11.46.400. In the following
expanded to include misdemeanor crimes against a person

28.35, equivalent municipal convictions and registered se @ s. 1n July 2007,
HB90 further amended this law to include adults arres
44.41.035(b) identifies the offenses that qualify an i
database.

der AS
, the law was

Oatabase are entitled to a copy of their DNA
profile. When the laboratory re a request, a CODIS Administrator or
designee will provide the al assistant with a table of the offender's DNA
profile. The legal assist reply to the offender (or the offender’s legal
representative), relea Nro lle to him/her. A record of this communication will be
retained electronicglly, ge ®aboratory Information Management System (LIMS). The
Specimen Detgj t froth CODIS will not be released to the offender. When access

to the databage, not itted by statute, is requested, a CODIS Administrator will
promptly notifg the Igporatory legal assistant and the NDIS custodian.

Mgyt may request to use an offender sample as a known reference sample

recofgmended that the agency attempt to obtain a legal sample for use in forensic
casework. If this is not possible, and a forensic question sample(s) in the case is
eligible for CODIS entry, it will be entered into the database and searched against
offenders in the database. Matches will be reported as in Section 3.6.
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1.2 The Process of DNA Registration

Offender (qualifying convicted offender / qualifying arrestee) DNA samples are
collected by correctional centers and law enforcement agencies in Alaska and
submitted to the laboratory for inclusion in the DNA Identification Registration
Thumbprints from the offender are collected simultaneously and submitted glondWvith
the DNA sample. The department provides agencies with DNA Database N
Kits to facilitate the process of DNA and thumbprint collection. Each kj ude
collection card, where the offender’s personal information and thumb

DNA

recorded, and sterile swabs for collecting the DNA sample. Instry€tiogs mple
collection and submission are included with each DNA Databa oligctign Kit. The
laboratory has also created a video for training law enforce tNg th llection
process.

The offender DNA samples and accompanying thu af®¥eceived by the
laboratory via U.S. mail or hand delivery. DNA colle¥ion fitg#are typically received in
the evidence section, and opened and inspect ajyes®the integrity of the contents.
Samples with questionable integrity are broug tention of a CODIS
Administrator and may still be suitable for analy ODIS administrator will
determine the course of action for sa guestionable integrity.

The DNA ldentification Registrati
received by the laboratory are
identifiers. Detailed informatiorgon
Support / Evidence Contr a . We LIMS is used to track whether or not an
individual's qualifying ar®gst viction has been verified, if the identity of the

individual has been v '%he thumbprints, and if the sample has been assigned
for analysis and e IS. The LIMS is also used to track duplicate samples
and any CODI

Sys managed in the LIMS. Offender samples
egfintg Me LIMS and assigned unique numeric

Once the sarple is Bgged into the LIMS, the portion of the DNA collection card
ingd e er's thumbprints is separated from the DNA sample. Both portions
are bt aacled with the unique identifier and stored at the laboratory pending

a nd indefinitely thereafter (exceptions described in Section 3.2). The portion of
th Omtaining the thumbprints may be temporarily transferred to DPS Records
andyentitication (R&lI) for verification of the offender’s identity. Verification is indicated

date and initials, on the card, of the person performing the identification.
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1.3 The Combined DNA Index System (CODIS)

CODIS is a computer database designed to house DNA profiles from convicted
offenders, juveniles adjudicated as delinquents, arrestees, unidentified human regnains,
voluntary donors and forensic samples, in various searchable indices. The pur

CODIS is to create a national information repository where CODIS sponsor
laboratories can share DNA information. The comparison of DNA profiles bM
different laboratories has the potential for generating investigative leag@gloca

DNA matches between cases previously thought to be unrelated, and % ify
putative perpetrators in unknown suspect cases.

As previously described, Alaska Statute 44.41.035 authorizgg th&Al Department of
Public Safety to establish a DNA Identification Registratio containing DNA
samples from qualifying arrestees, convicted offender other individuals.
DNA samples from qualifying individuals are analy j he resulting genetic
profiles are technically reviewed and entered into C

IS.

National. The State DNA Index System (SDIS) f ka is located at the laboratory.
The profiles from samples in the vario s are searched against each other at the
state level.

The CODIS database is comprised of indices %s tinct levels: Local, State, and

The State of Alaska does not Igfal IS) laboratories. In states with LDIS
laboratories, profiles are first sqarcRgd g the local level and then uploaded to the state
(SDIS) laboratories, wherggtheyRre rched against all eligible profiles within that
state.

\sm (NDIS) is a centralized index of DNA profiles
eral Bureau of Investigation (FBI). Eligible DNA profiles from
[U\gniles and arrestees) and forensic samples believed to be

The National DN
maintained by
offenders (in

associated ive perpetrators” are contributed to NDIS by the state laboratory.
The prgj nsic samples are searched at this level against the Offender Index
and adginglaier forensic profiles in the Forensic Index. A set of 13 core STR loci for
usg in NS was established by the FBI-sponsored Short Tandem Repeat

S i7&ion Project. Participants in the project were from 21 public laboratories

thr out the U.S. and Canada. In November 1997, the participants of the project
agreWy that the set of core loci required for NDIS participation were to be as follows:
D3S1358, FGA, VWA, D8S1179, D21S11, D18S51, D5S818, D13S317, D7S820,
D16S539, CSF1PO, THO1 and TPOX.

As described in the NDIS Procedures Manual and the NDIS Standards for Acceptance
of DNA Data, CODIS users who generate data for inclusion in the database are
required to complete an annual review of the specimen categories accepted at NDIS,
and additional rules governing the upload of data. The annual review and test are
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completed on the CJIS-WAN (Criminal Justice Information Services Wide Area
Network; i.e. the NDIS network). Upon successfully completing the test, the user is able
to print out a certificate that will be retained in the individual’s training record in the
LIMS. Completion of the review and test are monitored electronically by NDIS an
individuals not successfully completing the test by the deadline will be tempora

unable to contribute data to NDIS.
The CODIS software is provided to the laboratory by the FBI. Upgradeg \

modifications to the software are periodically provided to the laborator
through an FBI contractor. CODIS is a dynamic system, and ther )
major and minor software upgrades, which may cause the actug) ®pejatign of the
software to vary slightly from what is described in this document\Pe C updates to
this manual will be made to accommodate these changes,

The policies, procedures and work instructions outli
supplement the NDIS Procedures and applicable fe
CODIS system in Alaska is in accordance with m
and the NDIS Operating Procedures, federal a ws, and the policies and
procedures of the FBI and their contractor(s). P of this manual are taken from
these materials. In accordance with the NS License Agreement between the
department and the FBI, the laborato Ay prohibited from copying or distributing
the CODIS software and associatgf wri gghterial to individuals or organizations
outside of the department witho@€ agfovaMrom the FBI.

oS

&
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2. The CODIS State Administrator

2.1 Duties and Responsibilities

The CODIS State Administrator serves as the manager in charge of the DNA
Identification Registration System and CODIS, at the Alaska Scientific Crime D
Laboratory. At the laboratory, one on-site individual serves as the administrgor {8 bo
JNof
er fo

casework and database operations. The State Administrator is the central

contact for CODIS operations in the laboratory and serves as the gatelf®8y NA
data entered into CODIS. The laboratory shall not upload data to NDI< W
administrator position is vacant.

The State CODIS Administrator is responsible for administ
network, scheduling and documenting the CODIS comput
assuring that the security and quality of data stored in
state and/or federal law and NDIS operational procgd@§res an®®ssuring that matches
are dispositioned in accordance with NDIS operatiorNl pr res. The Administrator
will also keep DNA discipline members inform chyNg®s and updates to NDIS
procedures. The Administrator is typically notifi e changes/updates via
bulletins from the CODIS unit. Bulletins containi rmation pertinent to the discipline
to read. Discipline members will initial and

s b read and understood this information,
; s solely for the use of CODIS

el atory’s CODIS
iy of analysts,
ccordance with

are made available for all discipline m
date the bulletin to acknowledge th
and the bulletin is retained in the
administrators are available on ,
laboratory. Administrator functi 0 to CODIS hardware and software may be

delegated to the departmggt’s I'R§(InT®mation Technology) staff with CODIS clearance
(CODIS IT Users).

If a situation arisegth \m the reliability or security of the data and operation of
CODIS, the St Inist®itor has the authority to terminate an analyst’s or the
laboratory’s in CODIS until the reliability and security of the computer data
can be assurgd. TheDNA technical leader shall inform the CODIS Administrator of all
screpancies that affect the typing results or conclusions (in an

cy test) at the time of discovery.

Administrator shall coordinate with the Technical Leader to appoint a

de ated individual to serve as an alternate administrator. The alternate administrator
will 2§t, if required, in the absence of the State Administrator and may assist the State
Administrator with routine management of the CODIS system. This individual must also
complete the CODIS User Training Class and the FBI DNA Auditor training.
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2.2  Qualifications

The CODIS administrator and alternate must be employees of the laboratory and must
meet the educational and experience requirements as set forth in both the QAS
Forensic DNA Testing Laboratories and the QAS for DNA Databasing Laboratdge,

The persons must also be current or previously qualified casework DNA anK ith

documented mixture interpretation training.
gement
i ear of

ended that

The administrator and alternate shall have training on the operation a
of the CODIS system. The FBI auditor training shall be complete
appointment, if not previously attended. Although not required,

both administrators complete training on the current Quality Asstyan

FBI sponsored CODIS software training shall be complete current version of
the software) within six months of appointment, if not | tended.

Additionally, these individuals shall have a minimumf 8 of continuing education
per calendar year that is relevant to developm in ping and shall participate in

a program for review of scientific literature.

The laboratory shall maintain documengflioNg
their education, experience, and trainfRg
two external audits. Q

oS

&

f CODIS administrators that have had
cations evaluated and approved during
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3. The CODIS Software
All CODIS software functions are accessed by opening the Analyst Workbench
program.

3.1 STR Data Entry
All specimens to be entered into or searched in CODIS shall be subjected t@ %o
concordant assessments by a currently qualified analyst and a technic E R ew

Alternatively, the laboratory may use an NDIS approved Expert Syste age.

The manual technical review of a specimen shall include a revi
worksheets and electronic data supporting the results; a review
verify that they are supported by the raw or analyzed data; e\ or all controls,
internal lane standards and allelic ladders to verify tha results were
obtained; and a review to confirm that reworked sa propriate controls.
The review of forensic specimens shall also include of the profile’s eligibility
for CODIS, that the correct DNA types are obtgg ered, and a means of
assuring that the sample is assigned to the ap pecimen category. The review
of specimen eligibility and specimen category o ior to entry. This is documented

prior to entry of forensic unknowns/mt 0 CODIS. This request shall be
documented in the LIMS. The tec \ ¥ of a forensic profile is indicated on the
sample electropherogram and i *tail Report (reviewer’s date and initials),
and on the review checklist. T offender data is documented with a review
checklist. Additional inforrgati review of casework and offender samples can
be found in the relevant iology Procedure Manuals.

On occasion, it m riate to modify an offender entry based on subsequent
typing of another s the same individual. For example, an offender sample
may Yyield onl rofile, but a sample submitted later in casework yields a
complete progle. Th@ offender entry may be updated with data obtained from the
ypically, this will be done only when the initial entry was

inco gathe original 13 core CODIS loci. Owing to software permission

hi®al information) that both samples are from the same individual. Modifications
record and verification of identity are noted in the comments section of the SDIS
details. The updated record is technically reviewed and provided to the CODIS
Administrator for reconciliation with the next NDIS upload. The SDIS details printout
does not need to be retained once the reconciliation report is archived.

Similarly, a casework sample originally entered as a mixture may later be modified
based on additional evidence being worked or a CODIS match occurring. Any updates
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to casework entries must be technically reviewed with the SDIS details being added to
the case record.

DNA profiles generated at the laboratory will be entered into CODIS either via mggual
entry or as a CMF file (common message format). DNA profiles from caseworld€gr,
entered into CODIS manually via the “STR/Y-STR Data Entry” function undg the¥roo
drop-down menu. CMF files are used to upload offender batch files to SDIS
Specimen Manager. Detailed instructions on uploading offender batch e priygded
in the Forensic Biology Database Procedures Manual.

Each profile entered into CODIS will have a unique Specimen IR ®ypgally the
laboratory case and item #) and be assigned to a particular specyne egory. The
following specimen categories are accepted in Alaska’'s S[§ te€, biological child,
age, convicted offender,
ffe Alaska, forensic
ghative, missing person,

partial, forensic partial Alaska, forensic unknown, m&erng

multi-allelic offender (an offender with more th 0 \lel§® at two or more loci),
paternal relative, staff (profiles of laboratory st irpd by written consent), staff
duplicate (analyst samples randomly placed in 0 r batches for quality assurance

samples submitted by law enforcement
) A@try into the CODIS database).
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3.1.1 Manual Entry of Profiles of Offender Specimens

Profiles of Convicted Offender and Arrestee specimens will be entered into CODIS with
a specimen ID that is identical to the unique identifier assigned to the sample up
receipt at the laboratory.

The steps below outline the procedure for manually entering an offender prN[
CODIS:
a. Open the STR Data Entry feature under the Tools drop-
b. Enter the numeric Specimen ID
C. Select the appropriate Specimen Category; Convi§t

enu

CODIS) or Arrestee (Samples originally ente

remain in the Arrestee specimen categor, C

convicted of the offense for which the
d. The name of the analyst entering the

automatically
Case ID is left blank
Select Yes for Source ID

e.

f.

g. Additional pertinent inforpg®lIORymMay be entered in the Comments field

h. Enter both the first and § @ padings, verifying that there are no
discrepancies betwegh theQgaghgs.

I. Set the partial pr P to V€S at any loci with partial dropout and save
the entry.
Note: Markigg a |Iogus X partial will automatically trip the flag for the
sample. A 4gm which there is only complete locus dropout does not
require Nag to be marked yes.

J- Prin o®the Specimen Detail Report.

K. Ity nal {¥ search the profile at this time using Searcher. This may be

detqfreport for each sample entered manually is reviewed (specimen ID, specimen
ry, source ID, partial profile and data entry) and included with the paperwork in
LIMS. A second copy is given to a CODIS Administrator after review has been
completed. This signals to the Administrator that the sample may be searched and
uploaded to NDIS, if eligible.
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3.1.2 CODIS Entry of Data Generated by a Contract Laboratory

The procedure for importing data generated by a contract laboratory will vary deg®nding
on the version of the CODIS software and the format in which data is received.
Therefore, as needed, detailed procedures will be written that are specific tqhe
contract laboratory at the time of analysis. These procedures will be retainemt e
data and administrative paperwork associated with the specific contra

Whenever samples for CODIS are to be analyzed at a vendor lalpratrys

laboratory’s DNA technical leader will document and maintain tfg apoysl of the
technical specifications of the contract between the laboratg Ny th@®endor
laboratory. This approval must occur prior to awarding the @- X dditionally, the
technical leader will maintain documentation of the ve orgyory’s compliance with
the FBI QAS standards and the accreditation requir
procedures must be followed if the laboratory will be \akin nership of data
generated as a result of a contract between a n boYatory and a law enforcement
agency. An on-site visit of the vendor laborator erformed as outlined in
standard 17.7 of the QAS for Forensic DNA Test aboratories.

t be technically reviewed by the

All data generated by a contract la
' . This review must be performed by an

laboratory prior to entry or searc
employee of the laboratory m
Forensic DNA Testing Laborat®i will include a review of the elements identified
in standard 17.6.1 of the Forensic DNA Testing Laboratories. This review is

documented using a rev
laboratory will also inc
QC samples to veq
contract with t

random reanalysis of samples and/or the inclusion of
edrity of the data analyzed by a vendor laboratory under
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3.1.3 Forensic Casework Profiles

Profiles from biological samples found at the scene of the crime are entered into the
Forensic Index of CODIS. As per the NDIS operational procedures, only forensi
profiles that are attributable to the “putative perpetrator” may be entered into C
Profiles or alleles unambiguously attributed to other individuals (i.e. victim,
husband, known eliminations) are not acceptable. When there is ambiguity
origin of a profile or alleles, the profile may be entered if there is a po
perpetrator being the source. Justification for entry of questionable sa hould be
documented in the comments section during data entry.

cnted i ODIS. If the
only the most
uspect will be

A forensic casework profile that matches a suspect may be
DNA results in a case indicate that only one perpetrator is
complete or most probative STR profile for that case g
entered into CODIS. Additional profiles appearing t same suspect, but with
less genetic data, will not be entered into CODIS. | ases involving more than

one perpetrator, more than one STR profile m eNer® into CODIS if the probative
profiles from different items of evidence are fo onsistent with different

individuals.
kering a forensic profile into CODIS:

der the Tools drop-down menu
WR2HFHKC) with the following required elements
= “U’isonly foy & sample whose source is unknown
= 04-0652 i
= 55KCgs th

boMtory item # (may have the # sign in front of the

|ter7\I
c. Selectt r'®te Specimen Category (typically Forensic Unknown,
i tial, ®orensic Partial Alaska, Forensic Mixture or Forensic

d. VeR{y the Jame of the analyst entering the profile
S o |left blank
Yes or No for Source ID
gqn Comments, enter the agency name, type of case and other pertinent
ormation
nter the first and second readings, verifying that there are no discrepancies
between the readings.
i. Set the partial profile flag to yes at any loci with partial dropout and save the
entry.
Note: Marking a locus as partial will automatically trip the flag for the sample.
A sample for which there is only complete locus dropout does not require a
partial flag to be marked yes.
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J. Itis optional to search the profile at this time using Searcher. This may be
done using the Search button. If there is a match identifying the source of the
sample, the source ID is changed to Yes and the profile saved again.
Samples not searched manually will be searched as part of the nightly
autosearch.

k. Print 2 copies of the Specimen Detail Report. One copy is reviewgd (re¥er t
section 3.1 of this document) and then initialed and dated by the ic

reviewer for retention in the case record. The second copy i vide the
State Administrator upon completion of the review. This sig he

Administrator that the sample may be searched and up IS, if
eligible.
3.1.3.1 Forensic Mixtures
A forensic mixture profile composed of alleles from e fan®fe individual may be
suitable for entry into CODIS if all or part of the profig m attributed to the putative
perpetrator(s).
The mixture profile should be evaluated to deter hether it is appropriate to enter

or component, only those alleles clearly
p CODIS at all. It is recognized that

or entry into CODIS. Profiles that are not
excl¥sions only (as per the Forensic Biology
entered into CODIS.

the whole mixture profile, only the majgyfOT Wy
foreign to the victim, or not enter the (g
some mixture profiles are simply sultNgle

suitable for comparison or suit
Discipline Procedure Manual)

search of this profile t in a large number of ambiguous offender hits, or that
such a profile will come an ambiguous candidate when searches are made
of forensic profj DN® analyst shall evaluate the profile using the Match
Estimator (in software) to determine whether that profile is appropriate for
entry into SD¥ onlyJForensic Mixture Alaska) or also uploadable to NDIS (Forensic
Mixture may consult a CODIS Administrator or another qualified analyst if
need

A forensic mixture profil& ropriate for entry into CODIS if it is concluded that a
reNgll

ing multiple alleles at one locus, the analyst may designate obligate alleles
usi ‘+7 sign after the allele. Only one obligate allele can be designated per locus.
The §pal is to capture the profile attributable to the “putative perpetrator.” As
necessary, the analyst may consult with a CODIS Administrator or another qualified
analyst to make this determination.

When the method of entering the profile allows for the possibility of additional
perpetrator alleles that were not entered, the analyst should indicate this with a Yes in
the partial profile field. When alleles attributed to the victim or other known individuals
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are subtracted from the profile (intentionally not entered), this should be indicated in the
Comments field.

3.1.3.1.1 Match Estimator

The Match Estimator (in the Popstats module of the CODIS software) is used t S
Forensic Mixtures and Forensic Partial profiles to determine their suitability iQr erwry i
SDIS and upload to NDIS. Profiles not meeting the required threshold will n&
entered or uploaded.

Procedure Q
a. Open Popstats (in the Analyst Workbench) and dou licilon,Match
Estimation to open the tool
e\

b. In the Target Profile window, enter the sample @
c. Set the size of the database to the approxi S
The State Administrator will update this n

ofkhe national database.
t twice yearly and post

it next to the CODIS workstations. Confir at onfiguration is set to use
the FBI\STR database.

d. Leave the Loci Allowed to Miss set t

e. Enter the profile using the numeric ke . Obligate alleles may be

designated with the + sign

f. Click Calculate. Click Print, % Match Estimation Report.

g. Change the population he Alaska native databases and the
database size to the at®size of the state database. This number will
also be posted next

h. The Match Estigatio s will be provided to the technical reviewer along
with the other 4gaiom eing submitted for review. The Match Estimation
Reports ar tgtained in the case file once review has been completed.

Interpretation

Samples thatffre estiigted to generate 10 or less matches in the state database may
be entered i SDIYP For samples that are estimated to generate more than 10
matche database, the Match Estimation Reports and a copy of the STR
Resul provided to the CODIS Administrator upon completion of the
technic2¥eview. The CODIS Administrator will enter the profiles into the Batch Target
Fi?

Samges with at least 10 core loci that are estimated to generate no more than
approximately 1 match per population in the size of the national database may be
uploaded to NDIS. As with Forensic Unknown specimens, a copy of the SDIS detalils is

marked “NDIS” and provided to the CODIS Administrator upon completion of the cases
review.
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Profiles that don’t meet match estimation requirements, but would otherwise be eligible
for entry are listed on the STR review checklist with a notation regarding the failed
match estimation.

3.1.3.2 Forensic Partial Profiles

estimation thresholds for SDIS and NDIS (following procedure d
section). Partial profiles that meet only the SDIS threshold will
Partial Alaska. These profiles are not uploaded to NDIS. Pigigs
threshold are entered as Forensic Partial.

3.1.3.3 Profiles of Missing Persons, UnidenRgi§gedjHu Remains and
Relatives of Missing Persons

Profiles of missing persons or unidentified hunfangmqins are entered into CODIS in
the Specimen Category Unidentified Person. S& @ P*Will initially be No for these
samples. These samples must contain g loci and Amelogenin to be eligible
aNs may be entered into one of the
following specimen categories withghe 41D marked Yes: Biological Child,

' Al Sibling, Maternal Relative or Paternal
les consists of the laboratory case and item
ork profiles.

Relative. The Specimen ID for.
#s as described above for fore

3.1.34 CompositeRgro

from multiple inje
single DNA e

Ingle amplification and/or multiple amplifications of a

llovge for entry of composite profiles of forensic samples when doing so
Impact of reducing the number of coincidental matches to a profile.

etic profile should not be entered into CODIS when the reportable STR
ot suitable for comparison or are suitable only for exclusions (see Data

Composite profiles of offender samples, created by combining the typing results from
separate extracts, are acceptable for entry and upload to NDIS. Prior to creating this
type of composite profile, the biographical information and overlapping loci shall be
verified as being concordant.
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3.2 Administrative Removal / Expungement of Profiles

It is recognized that occasionally a profile that was previously entered into CODIS will

need to be removed or expunged. A CODIS Administrator will promptly delete a gpofile
from a Convicted Offender (including a juvenile) or Arrestee upon receipt of a
order to expunge (in accordance with AS44.41.035, DNA Identification Act g 19
DNA Analysis Backlog Elimination Act of 2000, and DNA Fingerprint Act of ), e
individual does not have another offense that currently qualifies them @Jsi in the

database.

Expungement is the removal of a DNA record at the state and/& Mati index levels in

response to the following:
e A court order that has overturned an offender’s %or a qualifying

offense.

e A court order establishing that charges were smi or resulted in acquittal, or

no additional qualifying charges were fil ithiy th®'time period established by
the court order.

An Expungement Checkilist is to be stg
profile from a Convicted Offender (igc
CODIS Administrator will search
database sample(s) from the i

time a court order directing deletion of a
uvenile) or Arrestee is received. A

mine if the laboratory has a DNA

agd’or a profile has been entered into CODIS.

If no samples are located nQproMe has been entered, a letter is sent to the
originator of the expung&gen est indicating that the laboratory does not have any
offender samples fro eNdividual and no profile has been entered. This letter may
be authored by a @O0, nistrator or the laboratory legal assistant.

If any sampleff are Igc®ed and/or a profile has been entered, the laboratory legal
assistant will §e askd@d to search for any currently qualifying offenses. If any are found,
hecklist. The CODIS Administrator or laboratory legal assistant will
ap'tment’s legal counsel with information relating to the expungement

legapounsel advises that the sample may be retained, this will be communicated ,in
writing, to the originator of the expungement request. If department legal counsel
directs that a profile be deleted and/or samples destroyed, the CODIS administrator (or
designee) will proceed with expungement as described below.
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If no other qualifying offense is identified, the CODIS administrator (or designee) will
retrieve the offender information card and DNA sample, transfer custody of the items to
him/herself and then to the destroyed location. If a DNA profile has been entered into
CODIS, details of the reason for removal should be placed in the Comments secjen of
the specimen record and the specimen deleted from CODIS.

a. Locate the sample in Specimen Manager, highlight the specimgn a
then click on the STR Data Entry icon in the toolbar. K

b. The specimen will open in STR Data Entry where the coggmgnts c& be
recorded. These comments will be captured on the SDIen

Deletion Report.

Save the specimen and close STR Data Entry.

Right-click on the specimen in Specimen Mangger {nd ct Delete
Specimen from the drop down menu. The cQ @ &'\ind SDIS Specimen

Deletion Report will be retained for docu Qufposes.
e. If the profile of the specimen requirin
expungement has been uploaded to

at the upload session immediatelQlo \ ecimen deletion from SDIS.

e o

Reconciliation reports documenti
will be retained along with the othe

ID) number in the Individuals ta ecOW is then secured by right mouse clicking on
the Case Info tab in LIMS and ' estrict Case. This should only be done by the
Laboratory Manager or a QODI

The buccal sample is M the trash (biohazard receptacle if a blood sample) and
the print portion ofgthe INshredded. Both of these steps must be witnessed and
recorded. A lett mir® compliance with the order to expunge will be sent to the

originator of expuMgement request.

The co punge, the Expungement Checklist, Specimen Deletion Reports
from @ gand a copy of the letter indicating compliance will be retained by a CODIS
AdMIinisNG

rds for offenders are expunged/removed, R&I should be notified to reset the
riate flag in APSIN (if the card was previously sent to R&l for latent verification).

This notification may be done by e-mail. A record of this communication will be retained
with the other related paperwork.
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3.2.1 Samples Collected for Non-Qualifying Offenses

Occasionally, a sample received by the laboratory for entry into CODIS is destroyed
prior to being logged into LIMS. Typically, this occurs when the laboratory becomes
aware, prior to the sample being logged into LIMS, that the individual does not hge a
qualifying offense. A record of these samples (individual’'s name and date of biQ)4
retained by a CODIS Administrator. These samples do not require an Expuggen®nt
Checklist and destruction of these samples does not need to be withessed.

Prior to reporting a CODIS hit, the qualifying offense for the offender verified. If
it is determined that the sample was collected for a non-qualifyin n sample
will be destroyed and the individual’s record secured in LIMS. ovjl of these
samples from LIMS and CODIS is accomplished by the same pr&cedgg as an

expungement, except that notification is not required upo ing the removal. If it
is determined that the sample was collected for a qualijs 5e, but is eligible for

and related records as long as no court order for ex gt has been received by
the laboratory.

Ae later identified as originating from
someone other than the putative ust be removed from CODIS. Prior to
deleting a specimen, details of t
Comments section of the spece d as described above. The corresponding
SDIS Specimen Deletion orQwill'®& placed in the case record (hard copy or

electronic) for documenk'& oses. These administrative removals do not require
IS

, if {¥e profile of the specimen requiring administrative removal /
expungemen uploaded to NDIS, deletion from NDIS will occur at the upload
session immegli ollowing specimen deletion from SDIS. Reconciliation reports
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3.3 Searching the CODIS Indices

The Searcher and Autosearcher programs are the CODIS software modules that permit
the searching of DNA profiles from various indices against other DNA profiles. Different
search configurations are used depending on the type of sample being searche
Searches are conducted in accordance with federal/state law and the NDIS pr

Detailed information on the use of these programs is contained in the CODIgSoMwar
training manual (provided during the FBI sponsored software training class)\

3.3.1 Use of Searcher at the time of data entry

Upon entering a new forensic or offender sample into CODIS, t
perform a search of the appropriate sample indices for potgig
new sample and samples already in the database. Manua
since Autosearches are scheduled to run nightly.

Igpanalyst may
S between the
is not required

Typically, forensic profiles can be searched with the §¢fa nfiguration. The default
search configuration requires that a forensic prtiliggha of the 13 core loci to be
searched. Matches will be returned for sample ast ten loci that match at
moderate stringency. When searched witl.these ch parameters, some forensic

search stringency may be custo
search. If a sample has less t ocjgthe analyst will need to modify the
configuration to require less th
stringency must be done v onsideration. The main goal is to not
erroneously eliminate the&gct rpetrator from the pool of candidates by improper
stringency customizati the search is conducted. CODIS analysts may seek the
assistance of a C iMmstrator or another qualified analyst for non-routine
arameters are included as part of a match detail report and do
not require sgbarat umentation.

If matc n self matches are returned, the analyst should print the matches to
asses yon, and follow-up, if necessary. The analyst will then assess each

PQ tch by a locus to locus comparison and disposition matches in the

di indow. Matches may also be dispositioned by a CODIS Administrator.

forer®ic specimen or between two forensic specimens (at least one in which the source
is unknown) require assessment by two qualified analysts. This assessment is
documented by the initials of both analysts (along with the disposition) on the match
details report. Self-matches do not require any action. The analyst can close Searcher
without saving the matches as they will be duplicated during the scheduled autosearch.
A list of possible dispositions is provided in Section 3.5. If there is a forensic or offender
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hit (e.g., identifying the source of a sample that was previously unknown) the source ID
should be changed to Yes and the specimen re-saved in STR Data Entry.

Match detail reports will be printed out for all matches that cannot be immediatel
dispositioned as conviction match, benchwork match or offender duplicate. Ma il
reports for matches ultimately dispositioned as forensic and offender hits wibe
retained with the case record(s). Section 3.6 contains information on matchN

confirmation and reporting of forensic and offender hits. Q

3.3.2 Use of Autosearcher
An autosearch of the database is performed to detect possi

identified by the CODIS analysts. Several autosearch con
depending on the purpose of the search. Autosearche
and casework matches are scheduled to run automgtigall IS Administrator will
assess and disposition matches resulting from autosgarc onfigurations in addition
to those discussed below may be used onac sewasis.

Matches identified using Searcher (and saved in Manager) will be identified
again with Autosearcher. These duplicg#€ ches are dispositioned as “Duplicate” in
CODIS, referencing the original matcf sposition comments.

tc ot previously
are available
offender duplicates

3.3.2.1 Duplicate Offender

The Duplicate Offender cagigu§tion¥s used to search for offenders with more than
one offender sample in & is search is performed after an upload of an offender
e

batch to SDIS, and be batch is uploaded to NDIS. It is scheduled to occur each
weeknight and re ar in Match Manager. Alternatively, the search can be

a CODIS Administrator. Approximately 5% of the samples in an
ality control samples. These samples may be staff duplicates,

e duplicate offender search will be checked to verify that the
apes are indeed duplicate samples from the same offender, or in rare

Onc®the samples are verified as duplicates, for matches between two convicted
offenders, the specimen category of the sample with the most complete profile remains
as Convicted Offender and the other changed to CO Duplicate. If both profiles are
complete, either one may be changed to CO Duplicate. When the match is between a
convicted offender sample and an arrestee sample, the specimen category for the
arrestee is changed to CO Duplicate.
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When an offender that was originally entered with Penta data is re-worked with an
expanded core kit (ex. GFE), the original entry is changed to CO Duplicate and the new
profile will get the Convicted Offender or Arrestee category. The Penta data may be
transcribed into the new entry. This should be reflected in the comments section gf the
specimen.

CO Duplicates are not uploaded to NDIS. Therefore, when a CO Duplicate m
complete profile, STR data can be transcribed to the non-duplicate sagmigto a for
upload to NDIS. This should be reflected in the comments section of t ﬁ imen. If a
sample already at NDIS is changed to CO Duplicate, the sample | ONatigally
unmarked and removed from the NDIS level upon the next upl frogh the state
laboratory. This will be indicated on the next reconciliation report§ro IS.

IJde a review of all

h results in a high

e duplicates from the
Technical Manager will be

The administrative review of a batch of offender sampl
matches resulting from an Offender Duplicate sear
stringency match between two samples that do not
same individual (or identical twins), the Admini or ynd

notified and available options will be discusse er the source of the
discrepancy. Samples from the batch with the di ncy will not be uploaded to NDIS
until the discrepancy is resolved and/or, val is received from the DNA Technical
Manager.

Once all matches from the sear
(processed and uploaded as p¥t
Duplicate matches may bgdele®gd.

be®n reconciled, Staff Duplicate samples
Yo quality assurance samples) and Staff
S is done periodically by a CODIS Administrator.

3.3.2.2 AK New

The AK New configura
search is sche
Relatives of
of entry for n

'\sed to search samples newly entered into CODIS. This
occ each weeknight and searches all of the indices except
ons. Alternatively, analysts may perform the search at the time

unkrgwn forensic specimen or between two forensic specimens (at least one in which
the source is unknown) require assessment by two qualified analysts. This assessment
is recorded on the match detail report that is later reconciled with the monthly match
report (section 3.5). If there is a hit identifying the source of a sample that was
previously unknown, the source ID is changed to Yes.
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Match detail reports for forensic and offender hits are retained with the case record(s).
Section 3.6 contains information on confirmation and reporting of intrastate forensic and
offender hits.

Periodically, the CODIS Administrator will run searches to encompass samplesui
less than 10 core loci, and samples in the batch target file. Candidate matchgs a
handled in the same manner as those resulting from the AK New search.

3.3.3 Search Requests from/to Agencies Outside of Alaska

Occasionally, the laboratory receives requests from law enforce r

must be received on the DNA Search Request by Facsimi i FOrm (or current
version available on the CJIS-WAN). All such requestsgmll Waslirgcied to the State
Administrator, or designee, who will process the segr ¥ Profiles from outside
i these types of samples.
S batch target file on the
ator.

The profiles in the file will be searched periodi
CJIS-WAN may also be searched by the State

loci in common with the STR loci utilized by the
ver, at the discretion of the State Administrator fewer

Routinely, only profiles witfgsix

laboratory will be searchg.
than six loci may be s&ycNyd.

The search requesi™d any written response to the request will be retained by the
State Adminigffrator i S. CODIS matches generated as a result of such requests
will be verifiegand r@orted in the manner outlined in Section 3.6, with due

consid 0 the specific needs of the requesting agency.

Reguesigcan be made by law enforcement agencies within the State of Alaska for

S the CODIS Indices of other states. For example, a forensic unknown may
co leSs than 10 CODIS core loci and is therefore ineligible for uploading and
searging at NDIS. In addition, other state databases may contain samples not
acceptable at NDIS.

The request, made in writing or verbally, will be brought to the attention of the State

Administrator, who will make the official written request for the search. The State

Administrator, or designee, may either contact other State Administrators directly, to

search the profile, or may seek to have the profile added to the batch target file on the

CJIS-WAN. Requests to other State Administrators will be made in writing, using the
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DNA Search Request by Facsimile Official Form (or current version available on the
CJIS-WAN). All documentation related to such requests will be retained in the case
record in LIMS.

CODIS matches generated as a result of such requests will be verified and repgt
the manner outlined in Section 3.6 using information provided in writing by tge otWer
state. The search results and other information regarding the match receivN
other state(s) will be retained in the case record.

Requests can be made by law enforcement agencies within the afora
search of the DNA databases of foreign countries via Interpol. rguest, made in
writing or verbally, will be documented in the case record ang br&ygh he attention of
the State Administrator, who will make the official request.

3.4 Uploading data to NDIS
DNA profiles that meet NDIS criteria as well as criteNa spgcig®d in this document may
be subsequently uploaded to NDIS.

In accordance with NDIS requirements, the follo formation from all laboratory
CODIS users (defined by NDIS as perggMmMgwho have log on access to the CODIS
server and/or are qualified DNA analy$§ pre responsible for producing the DNA
FBI for security clearance. Only data
ered into CODIS.

FD-484: Privacy Act E
FD-258: Fingerpring (10 ard, two copies

FD-816: Backgr Information Form
CODIS User In jon FOrm

Only data in SD conMlies with the Memorandum of Understanding signed
between the and Department of Public Safety, the NDIS Procedures Manual,
the NDIS Stagdards@or Acceptance of DNA Data, and the FBI's “Quality Assurance

r ic DNA Testing Laboratories” and “Quality Assurance Standards
asing Laboratories” will be uploaded to NDIS.

dministrator, or designee, will be responsible for uploading eligible DNA
pro tO'NDIS. Alaska does not collect or upload profiles from suspects or juvenile
arreqees to NDIS. NDIS has currently scheduled uploads from Alaska to occur on
Tuesday. The upload schedule may be changed at the discretion of the NDIS
custodian.

STR profiles from forensic samples that can be “attributed to the putative perpetrator”
and contain results at 10 or more of the CODIS core STR loci (CSF1PO, D3S1358,
D5S818, D7S820, D8S1179, D13S317, D16S539, D18S51, D21S11, FGA, THO1,
TPOX, and VWA) are uploaded to NDIS. New Convicted Offender and Arrestee
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profiles, with data at all 13 of the core STR loci, are uploaded to NDIS. Profiles from
unidentified human remains, missing persons and relatives of missing persons must
contain the Amelogenin locus to be uploaded to NDIS. D2S1338, D19S433, Penta E
and Penta D are accepted, but not searched at NDIS.

individual before the sample will be uploaded to NDIS. Upon completion of evi

The specimen detail report of a sample at SDIS must be reviewed by a secgnd dWalifi
vi
copy of the specimen detail report is provided to an Administrator. Pr@

upload, the Administrator will ensure that all specimens meeting the Aeria and
for which technical review has been completed, are marked for u

Administrator will also ensure that no specimens are marked th{t®o fiot gpneet NDIS
eligibility requirements or for which technical review has not hee\co ted. Typically,
the upload will be an Incremental Upload, except when Fu, a0 are specifically

requested by NDIS or the FBI contractor.

todi reconciliation report will
\Strq0r will print the report and
Specimen Detail Reports
ator will also review the

Once an upload has been processed by the NDIS ¢

be received via the CODIS software. The Stat [
reconcile it with database batch worksheets an
provided by the DNA analysts. The alternate ad
reconciliation reports to confirm the upl
review is indicated by the alternate’s i
Reconciliation reports are retaineggly th¥

the first page of the report.
Administrator in LIMS.

All complete DNA profiles uplo o WIS are searched by NDIS against the eligible
DNA profiles from other sigtes. Yyp®#lly, this search is conducted weekly.

Matches obtained as M such searches will be sent automatically via the CJIS-
WAN to SDIS. Pggenti at®hes are received via the CODIS software. These matches
will be reviewed Sta® Administrator, or designee, who will communicate with the
s and the laboratory analysts to ensure timely disposition,

ing of any hits.

The nd verification of NDIS hits will be in accordance with the NDIS
proced (most current version, published by the FBI, US-DOJ), and Sections 3.6.3
a this document, with due consideration given to the requirements of the

oth ate(s) involved in the NDIS match.
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3.5 Match Dispositions

Matches are assessed and dispositioned by a CODIS Administrator or a qualified DNA
analyst. Matches that have not been viewed show the disposition as Candidate @gmtch.
Once a match has been viewed, the disposition changes to Pending. Matches

be assigned a disposition (by right-clicking on the match) as soon as possibgg aft®r it
has been assessed and/or confirmed: \

The following match dispositions are defined specifically in the Alaska ory as
follows:
atches to a

oNen
g _Nonsensual sex

forensic sample, but the offender is not a putative perpetra
partner), or when a match does not provide new informgsy

Duplicate match — this disposition is used for dupliceNed es (i.e. samples match in
Searcher and then again in Autosearcher)

User defined — the dispositions identified as Use ed #1, #2 and #3 are available
e that are not defined by any of the other
plow. User defined dispositions should

User defined #1 — this
1 time keyboard segLch

Nisposition is used when a volunteer sample hits to a
PR Matabase

iogfs used when a sample that was searched as a
nother sample in the database.

S t

gnot from the same individual or an identical twin (i.e. a bone
and recipient)

| be provided to the alternate administrator for review. The alternate

istrator will confirm that all matches have been viewed and that action has been
taken to disposition each match. The alternate administrator will confirm the
dispositions of Alaska casework matches dispositioned as No match and all moderate
stringency Alaska casework matches. This report will be initialed by the alternate
Administrator and retained in LIMS by the State Administrator. This reconciliation is not
an audit requirement and need not occur immediately at the end of the month.
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The State Administrator will periodically run queries for matches with discrepant
dispositions and matches that still require a final disposition. These matches should be
reconciled whenever possible.

3.6 Confirming and Reporting a Candidate Match

Some CODIS hits require further verification before the hit can be reported %
agencyl/investigator. The extent to which a hit requires verification depggon ther
the hit is a Warm hit or a Cold hit. A Warm hit is one where the sam %
previously suspected to originate from the same source. For exa gLYIC samples
from unsolved burglaries with similar MOs (modus operandi) orég sig sample from
an assault victim matches an offender sample from a nameg

reference sample was available. A Cold hit is one in whic
that the cases or individuals may be related.

xS No prior indication

When one or both of the matching samples are mixtes, ication may require
reviewing the electropherograms from which t ofi re obtained. Assessment of
casework matches at less than high stringenc onducted by two qualified
DNA analysts, as defined in the NDIS procedure e match results in the
identification of the source of a sample s previously unknown, the source ID for
that sample is changed to Yes. If at |&§ probative source of DNA remains

. ghment is added to the specimen record

regarding the identification of g

Whenever possible, candigate rgatc should be resolved and reported, if appropriate,
within 30 days. In generxJ work analyst that identifies the match or that worked
|

—t

a case involved in the is responsible for initiating the confirmation process and
authoring the hit | IS hit letters require an administrative review prior to
release. This rey con®ucted using the CODIS Match/Hit Review Checklist
contained in yfe ForemMyc Biology Procedures Manual.

greports for candidate matches determined to be hits will be
levant case records in LIMS. CODIS dispositions should be updated

ions, written and verbal, related to candidate matches will be retained in the
ca ctivities in LIMS.

Whenever a CODIS hit letter is issued, the final hit disposition and number of
investigations aided will be recorded in the appropriate record in LIMS. The analyst will
click on the Case Activities button on the Case Info tab, scope the activity using the
Context drop down menus (as shown in Figure 1), and select the appropriate
disposition in the Activity drop down menu. Investigations aided, if applicable, are
recorded on the Testimony drop down menu (as shown in Figure 2). For intrastate
forensic hits, a hit is only recorded in one of the case records. In the other record, the
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activity is recorded as Investigative Information. The original match date is recorded as

the start date for the activity. The end date is the date the hit letter is drafted. If a match
disposition is modified after receiving additional information, this may be recorded in the
notes field.

Every effort is made to ensure that only qualifying forensic and offender sangples¥re
entered into the database. The laboratory presumes that agencies submitti fe
samples to the laboratory collect only from individuals who qualify undgmlaska§atute.
The laboratory verifies that an individual has a qualifying offense prior sing
personal information associated with a database hit.

tedfigf a qualifying

ails of the match
les collected “in

If a match occurs involving an offender sample that was not coll
offense, the department attorney is contacted and provide
and the collection of the offender sample. Matches to
good faith” may be reported at the discretion of the

reported, the match is treated similarly to those for [ ffenders. If the decision
is made not to report the match, the match is dg®sitNne¥as investigative information
(in CODIS). Either way, the offender record (D iy and all personal information)

will ultimately be removed from the LIMS syste scribed in Section 3.2.

d that was legally collected, but for which
thegbgPatory may release information relating to
xpuNMge the sample has not been received. The
retained until a court order to expunge is

If a match occurs involving an offend
a qualifying offense no longer exi
the match as long as a court or
DNA profile and personal inforlga
received by the laboratory,

If a match occurs wit
to be ineligible for

Mc ample whose source is known, but that is determined
i.e®consent partner, witness, elimination sample, not likely to
be a perpetrator_e heWatch in CODIS is dispositioned as Investigative
Information. alls oNge match will not be provided to law enforcement (or another
laboratory) agd the iReligible forensic sample will be removed from CODIS. Additional
informajy ing a specimen from CODIS is given in Section 3.2.

Apparegonviction matches (defined in Section 3.5) with other states can be verified
y e-mail with the other State Administrator. At a minimum, the name and
dat of the offender should be verified. This communication is noted in the

matdg disposition notes in CODIS. These matches are dispositioned as such in CODIS
and no action is required in LIMS.
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E] service Activity for Agencys Case No. 09-0001

Context
Laboratory | LAB .

Department | BiologyDra,
Service | CODIS Hit Letter

Lab Rep | Colins, Michels

Actpdaty Information

Activity

Sub Activity — :
Imvestigative Information

MO Forensic Hit
MOIE Offender Hit-AK Case
Stated |MDIS Offender Hit-AK Offender
SIS Forensic Hit
Tegti"]o“y =0 Offender Hit

Time Spent

oS

Figule 1. Recording match dispositions in LIMS

Page 28 of 45
All printed copies are uncontrolled. Approved by: CODIS Administrator
DNA Technical Manager



Alaska Scientific Crime Detection Laboratory

CODIS Administrative Manual

Issued: 12/30/14 Version: COD 2014 R1
Effective: 12/30/14 Status: Archived

E] service Activity for Agencys Case No. 09-0001

Context
Laboratory|LAB

Department | Bialogy DRA
Service | CODIS Hit Letter \
Lab Rep | coling, Michelle Q
Activity Information %
Activity | NDIS Offender Hit-AK Case

Sub Activity

Time Spent|0.00 minLtes

Started | 12r23r2004

Notes

Ly

[ 2,1 = der’
Dhl&-Twro Investiga s g

-
N\
C)z\ |
Q&
Figue 2. Recording investigations aided in LIMS
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3.6.1 Intrastate Forensic hits (reference Figure 3 flowchart)

Possible matches between two forensic profiles are first assessed to determine if the
profiles were appropriate for entry into CODIS and can be reasonably thought to
originate from the same source.

least one of the samples is unknown, a CODIS hit letter request is created i Sand
the cases are related. When the cases are from the same agency, thegfetNnest i
created in the case record of the unsolved case or, if both cases are u %w in the
case record of the most recent case. When multiple agencies ar v ODIS hit
letter requests are created in both case records. The hit is only p1 the case
activities (in LIMS) of one of the cases (the unsolved case Qi
unsolved, the most recent case). In the other case record, 1@ Wty Is recorded as
Investigative Information. An investigation aided is rec, O cguch unsolved case
(provided it has not previously been counted in a prj
contains, at a minimum, the following information: th§ma
agency case numbers involved in the match, a uiMoers and brief descriptions
of the items. The hit letter(s) includes a reques gency representative(s)
contacts the laboratory to advise of the status of se(s) and the probative nature of
g & hit (and is dispositioned as such in
CODIS and LIMS) unless the laborgjo ¥ied that the case has previously been
solved or that the source of the s S putative perpetrator.

If the samples are determined to match, are eligible for CODIS, and the so&at

If the source has been previou
match letter request(s) is qggate
scribed in the previous paragraph except that no

contain the same inform®&gon
additional agency confgt Iequested. The match is dispositioned as Investigative
Information in COIS oWt activities are recorded in LIMS.
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Profiles match and are eligible
for CODIS

One source unknown l

Inves “gativ
Forensic hit in CODIS ves “gative

(update source ID to I Both sources unknown
Yes) —relate cases in
LIMS Forensic hit in CODIS—
relate cases in LIMS

Inforr av. "nin
C” ... -relate . “ses
in. ‘MS

CODIS match letter
request in both
cases or in most

CODIS hit letter
request in both
cases or in most CODIS hit letter
current if same request in both
agency casesorinr ost
current if sa,
asency

current if same
agency

No hits and no
One hit and one

investigation aided
in LIMS in case with On hi. ~ «one’ vestigation aided in most

investigations aided

unknown profile rece tcas. - estigative Information and
on investigation aided in other case

ecorded the first time a case hits in CODIS

Figur F art for Intrastate Forensic Hit
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3.6.2 Intrastate Offender hits (reference Figure 4 flowchart)

Possible offender hits are first assessed to determine if the profiles were appropriate for
entry into CODIS. This assessment includes verification of a qualifying offense fggthe
offender, and that there is a reasonable possibility that the samples originated

match is dispositioned in CODIS as No Match. No action is required i the

offender was not collected for a qualifying offense or does not ha
qualifying offense, proceed as described in Section 3.6.
Hit letters involving offenders who were juveniles at the ti f

be sent to an appropriate contact at the Department o @
Language may be added to the hit letters recomme g Phat
agencies communicate with DJJ regarding the offen

3.6.2.1 Cold hits @

If the match is determined to be a cold
suspect) and the offender’s profile
confirmation request is created i
letter request is created in LIM the Torensic case record. The match detail report
and individual report from LIM
picked up by the next avaidghle , who will obtain the offender sample and
perform STR analysis t n e profile associated with the match. A CODIS
Administrator and/or chnical Manager may sign off on a profile confirmation
when less than a file is obtained. If the offender’s profile has been

previously configgc®eithel’ via another offender sample or a casework known, a
CODIS confifhation est is not required.

same source.

If the samples are determined not to match, no letter is sent to the ag’%m
If
y

fense should also

tice (DJJ).
enforcement

It letter for a cold hit, the DNA unit will confirm the biographical
wained in the letter, and also whether the identity of the offender has

laboMgtory or by the department’s Records & Identification unit. Print verification is
indicated by the date and initials of the verifying examiner next to the prints or the
APSIN number on the print card.

Once the profile and the identity of the offender have been confirmed (to the extent

possible), a CODIS hit letter is drafted. The CODIS hit letter typically contains, at a

minimum, the following information: the match level, the agency and agency case

number, the agency item number and a brief description of the item, the name of the
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offender and at least one additional piece of personal information (i.e., date of birth,
SSN, APSIN or other state ID number). The letter shall also indicate when the match
occurs at less than high stringency (involves a forensic mixture or forensic partial
profile) and shall request that the agency representative(s) obtains a new samplegrom
the offender and submits it to the laboratory for analysis and use in future legal
proceedings. Additionally, the laboratory will request that the agency providgfee®pac
regarding the current status of the case, and that laboratory be notified if thN
offender is determined not to be the “putative perpetrator”.

When a database sample was submitted without thumbprints, or f S print(s)
could not be verified, the body of the letter will indicate that the tit of,the offender
could not be verified by latent prints. When the submitted prjnts &e ed to an

offender other than the person named on the card, no hit |ff e'iIssued
until/unless the source of the discrepancy is resolved.
If the laboratory is later informed that a match is not\Rrobliyg (case was previously

Investigation Aided is removed from the activity and appropriate notes are

solved or the source of the DNA is not a putati erpRtra¥¥r), the case activity (in
LIMS) and disposition in CODIS are changed t§l §ative Information. The
recorded.

If the DNA profile obtained durin
in the CODIS database, a CODWA
administrator will notify the D
discussed to discover the gourcq of

nfi is not consistent with the profile already
inis®ator shall be notified immediately. The

g8l Manager and available options will be
discrepancy. The hit letter will not be issued
until/unless the discrep resolved and the hit confirmed. Similarly, the DNA
Technical Manager wi %u ed if a known forensic sample matches an offender
whose identity is not cogystewmt with the known source of the forensic sample.

If the identity gscrep cannot be resolved, the agency will be notified in writing (may
be an e-mailgand th§ hit letter request cancelled.

3.6.2.2 arm hits

is probative and to a named person for whom a reference sample was
able (i.e. a warm hit), no profile verification is required. An analyst or

istrator will create a CODIS hit letter request in LIMS. Contents of the CODIS hit
letter are as described above.

0,
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Profiles match and are eligible
for CODIS

Offender hit in CODIS
(update source ID to Yes)

— relate records in LIMS

| Cold hit Check latent print Warm hit CODIS hit letter
R r 4uest in forensic
verification
/ \ 5h
Profile Profile
verified unverified

One offender hit and

one investigation
aided in case record
CODIS hit letter CODIS Confirmation in LIMS
request in forensic request in offender
case record and COD’

hit letter reg’ .stin

forens’ case

One offender hit and
one investigation
aided in case record

Tne otte,.  ~hit and
in LIMS

. @ investigation
sidew «n case record
in LIMS

| NOTE: inve d only recorded the first time a case hits in CODIS

Fi Flowchart for Intrastate Offender Hit
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3.6.3 Interstate Forensic hits (reference Figure 5 flowchart)

As with intrastate forensic matches, possible interstate forensic matches are first
assessed to determine if the profiles were appropriate for entry into CODIS and ggn be
reasonably thought to have originated from the same source. Typically, the bu }

on the laboratory with the unknown forensic profile to request confirmation githe®natgp.

Profiles match and AK profile Q

is eligible for CODIS
AK source unknown nly ource known

>\
®. -
Forensic hit in CODIS -

update source |D to
Yes, if appropriate r Both sources know

Forensic hit in CODIS

Investigativr

Information in C\ 9 5 Interstate CODIS
Confirmation and

CODIS match letter
requests in case
record in LIMS

Interstate CODIS
Confirmation and
CODIS hit letter
requests in case CODI> ~ate’ (etter

(eques. n case

|
rer .cd in LIMS
i One forensic hit and

One forensic hit and no investigations
one investigation 1n hits and no investigations aided in LIMS aided in LIMS
aided in LIMS case
with unkr _wn

record

N i@ estiBn aided only recorded the first time a case hits in CODIS

W

Fig 5. Flowchart for Interstate Forensic Hit
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3.6.3.1 Origin of Alaska sample is known

If the samples are determined to be a possible match and the source of the Alaska

sample is known, the CODIS laboratory with the other forensic sample may be

contacted (by e-mail or telephone) to determine the status of the forensic case

other state. Alternatively, Alaska may receive a confirmation request from thg oter

state. If the source of the sample from the other state is unknown, an InteréN
e re

Confirmation request is created in LIMS. The AK Administrator will rep . ant
Alaska case and agency contact information to the other State Admini % The letter

typically contains, at a minimum, the following information: the m gpatch ID
and specimen IDs for both specimens, the requesting laborato mp, Alaska law
enforcement agency case number, item number, brief item cRptio available),
name and birthdate of the putative perpetrator, and conta tion for the Alaskan
law enforcement agency. The match is dispositioned (j )RS a forensic hit.

A CODIS match letter request is also created in LIM %DIS match letter is sent
to the Alaskan law enforcement agency and c ns e Watch level, agency names,
agency case numbers, item numbers, brief ite [¥ion(s) (if available), and contact

information for the law enforcement agency in th r state.

issued to the Alaskan law enfogge

been removed previo department’s legal representative (or another designated
individual) will be r&arding the appropriate course of action. These situations
will be address cas@by case basis. If it is determined that the match cannot be

reported, the gldmini or for the other laboratory is notified, in writing, that the sample

If it is determined that th& ample is not eligible for CODIS entry or should have

was not eligi DIS entry. The match will be dispositioned (in CODIS) as
Investi tion and appropriate comments included in LIMS. The ineligible
samp moved from CODIS as per Section 3.2.

3.6 rigin of Alaska sample is unknown

If theggsamples are determined to match and the source of the Alaska sample is
unknown, the Alaska Administrator will create Interstate CODIS Confirmation and
CODIS hit letter requests in LIMS. The match disposition (in CODIS) is changed to
Forensic Hit. The Interstate CODIS Confirmation letter is issued to the Administrator for
the other laboratory, requesting that confirmation of the match occur, and contains, at a
minimum, the following information: match level, laboratory and agency contact
information, match ID#, casework specimen ID #s for both specimens. When the
Alaska Administrator receives confirmation from the other state, a hit letter will be
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issued to the Alaska law enforcement agency and will contain, at a minimum, the
following information: match level, the agency names, agency case numbers, item
numbers and brief item descriptions (if available), and contact information for the
agency outside of Alaska. The letter may also contain information regarding the

putative perpetrator, if provided by the other laboratory.

3.6.4 Interstate Offender hits
Possible offender hits are first assessed to determine if the profiles we % opriate for
entry into CODIS (includes verification of a currently qualifying of N offender)

P |t i the responsibility
' atch requires

3.6.4.1 Alaskan offender sample (reference Figyre cifig#vchart)

If the candidate match involves a qualifying Al oXen¥®er, the laboratory will
proceed with confirmation of the match uponr request from the administrator
of the other laboratory involved in the match. If r ted, match confirmation will

proceed as described in Section 3.6.2

Once the profile and identity of t e confirmed (to the extent possible), the
letter to the other state laborat . The letter typically contains, at a minimum,
the following information: the , laboratory name, match ID and specimen IDs
fender and at least one additional piece of

irth, SSN, APSIN or other state ID number), and the

ut a currently qualifying offense, is handled as previously
described in § The Administrator of the other state is notified that the name
of the offend& cannjit be released owing to the inability to verify a qualifying offense.
This cq iCia# s noted in the match disposition notes in CODIS.

rofile obtained during verification is not consistent with the profile already in
atabase, proceed as described in Section 3.6.2.1. If an agency requests
ation and the identity discrepancy cannot be resolved, the agency will be notified
in wrging (may be an e-mail) and the hit letter request cancelled.
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Profiles match and are eligible
for CODIS

Offender hit in CODIS

Check latent print

verification

Profile Profil
verified unvegifigd

Interstate CODIS € IDIS L ntrmation
Confirmation ~~ aterstate
request in offend~ CODIS Confirmation
record in LIN. requests in offender

record in LIMS

One « fende Wi* o
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Figure 6. lowcigaM®for Interstate Offender Hit — Alaska offender
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3.6.4.2 Alaskan forensic sample (reference Figure 7 flowchart)

If the candidate match involves a forensic sample from Alaska, a CODIS Administrator
or designee must first verify that the samples match.

CODIS, an Interstate CODIS Confirmation request and a CODIS hit letter r

created in LIMS and the match disposition (in CODIS) is changed to

Interstate CODIS Confirmation request is issued to the Administrator ther
laboratory, requesting that confirmation of the match occur, and N

minimum, the following information: match level, laboratory narQe®malichg D#, specimen
ID #s for both specimens and the type of case (if known).

If the samples are determined to match and the Alaska sample is eligible toae i
St
er The

When the Alaska Administrator receives confirmation f e state, a hit letter
will be issued to the Alaska law enforcement agenc d Will ain, at a minimum, the
following information: match level, the agency name\age ase number, item
number and brief item description (if available) nogr e, state, last known
whereabouts, and other relevant information p the confirming laboratory. The
letter shall also indicate when the match occurs than high stringency (involves a

representative(s) obtains a new sampfy e offender and submits it to the

laboratory for analysis and use in jfure N\ggajbroceedings, and that the agency contact
the laboratory should the match4ge ggffermWied to be to an individual other than the
e

“putative perpetrator”. Theh& ation aided are recorded in the case activities
in LIMS.

&

forensic mixture or forensic partial profi E:i d shall request that the agency
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Figlge 7. Flowchart for Interstate Offender Hit — Alaska forensic sample
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3.7 Partial Matches and Familial Searching

Occasionally, a candidate match may occur between two samples where it is

determined that the samples are not from the same source. However, based on the

degree of similarity between the profiles, it is possible that the samples are from

biological relatives. Personally identifiable information will only be released wh

two samples are determined to likely be from the same source. In instance{sj& it i
e s

determined that the offender profile and the forensic profile are likely not fr
source, no information about the offender will be released.

Likewise, the laboratory will not request confirmation, or the releage pgally
identifiable information, for a partial match with another state. \

When an out of state laboratory requests personally identi NONrmation on an
Alaskan offender involved in an NDIS partial match, t nt attorney will be
consulted to determine whether the information ca regpascw.

Familial searching describes an attempt to ide oce of a forensic sample by
searching the CODIS database for close biolo es of the source. Familial

searching is not currently performed by the labor

3.8  Hit counting

One of the responsibilities of Administrator is monthly reporting of the state’s
hits to NDIS. Hits for a calenda ould be reported on the CJIS-WAN by the
10" of the following mont teRghe YO, hit counts can be e-mailed to the NDIS unit.

Hit counting is a comp
aided are detailedqg t

pgess and the rules for counting hits and investigations
IS Procedures.

3.9 CODIRSecujsty and IT Users

ublic Safety’s (DPS) Information Technology (IT) unit will have at
™ual who has been cleared by the FBI as a CODIS IT User. In

with the State Administrator, this person performs hardware and software
grades to the CODIS computers and backups of the data on the server.
duties may also be performed by the State Administrator. The CODIS IT User
will a®o assist with troubleshooting computer issues that may arise in the daily
operations of CODIS.

The CODIS server is housed in a server room in the Forensic Biology wing of the
building. This room is accessible only to top management and authorized IT personnel.
Login access to the server is restricted to authorized CODIS/IT users. The CODIS
router is located in the IT section of DPS. CODIS workstations are maintained in the

Page 41 of 45
All printed copies are uncontrolled. Approved by: CODIS Administrator
DNA Technical Manager



Alaska Scientific Crime Detection Laboratory

CODIS Administrative Manual
Issued: 12/30/14 Version: COD 2014 R1
Effective: 12/30/14 Status: Archived

Forensic Biology office at the laboratory. The server and workstations are not
maintained on the network with other laboratory computers and do not have access to
the internet.

Full backups of the database, to an off-site server, are conducted at least once :

Back-ups are monitored by IT staff.
A CODIS Administrator will typically check the CJIS WAN for updates jgmg m

definitions on a weekly basis. As required, the virus definitions will be k%o on the

server and workstations using the Hot Link provided on the CJIS %

N
N
Q-Gz\
?\
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Expungement Checklist
This checklist must be appropriately filled out and attached to requests for expungement and some administrative
removals (as described in section 3.2 of the CODIS Administrative Manual). The initials of the individual performing
each task shall be placed in the space provided to the right of each task.

Offender’s Name

Date Expungement/Removal Request Received Date All Actions Completed

Inigials Date
1. Offender’s record(s) located in LIMS? [ ]Yes [ INo

LIMS Case #(s)
Total # of offender samples
If no, do not proceed with remainder of form. Send notification letter to agencjr®ividllal requesting
expungement, if appropriate.

2. Criminal History Check completed? [lYes

Additional qualifying offense found? Ol

List additional qualifying offenses, if applicable

If no additional qualifying offense(s) found, proceed to St

If yes, do not proceed. Send notification letter to agency/\gdj questing expungement, if appropriate.
3. Offenders profile(s) located in CODIS database? es [INo

If no, proceed to Step #5. If yes, proceed withgf® #3.

Profile(s) deleted from SDIS? [ ]Yes [ INo

SDIS Delete Specimen Report(s) receidgd vigthe CDIS software

4. Was the offender profile(s) uploaded\g N [lYes [INo

If no, proceed to Step #5. If with rest of Step #4.

New upload to NDIS per [ ]Yes [ INo
NDIS upload reporjrecei i CODIS software
5. ’ d in LIMS database [ ]Yes [ INo
[ ]Yes [ INo
6. (s) and Card THIS REQUIRES A WITNESS!

ple(s) destroyed

Witnessed by

Witnessed by

7. Reetting flag in APSIN
Notification to R&I to reset flag in APSIN, if applicable

Confirmation of flag reset received from R&lI

9. Natification letter sent to originator of expungement request

All supporting documentation is retained by CODIS Administrator
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CODIS Match/Hit Review Checklist

Date Submitted for Review::

Administrative Review Started::

Lab Number::

Analyst:I

Reviewer:

Match/Hit Letter Checklist (all communications to AK law enforcement)

Cases related in LIMS

Match disposition updated in CODIS, source ID updated

Match confirmed: including profile verification if necessary

Case Activities: correct hit disposition, investigation aideg
as start date

Interstate CODIS _Co atio® Checklist (all communications to out-of-state laboratory)

ODIS, source ID updated

evel indicated in body of letter (SDIS or NDIS)

Correct agency/lab, agency/lab rep., agency/lab case#, match ID, item#, item description, and
contact information in letter

Correct name and DOB of offender (and other pertinent identifying information, if provided)

New sample requested, if applicable

Confirm content of last known whereabouts, if applicable.
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Appendix A Revision History
2014 R1 | 2014 RO Location Revision made
Page page
n/a n/a Entire document | Corrected grammatical and spelling efor,
required.

Updated page and section numbe
appropriate.
8 8 Section 3.1 Added the sentence that bet i

n/a 9 Section 3.1 Removed the sente
there is no absolute

n/a 9 Section 3.1

n/a 10 Section 3.1.1

14 15 Section 3.1.3.1.1

14 15 Section 3.1.3.1.1 ep g to no longer require

culation of the FBI/STR estimation in the
e database or the Alaska native estimation
he national database (previously section
1.4.1.1).
Split 1* paragraph into two.
Added 3" paragraph about composite
offender profiles (previously section 3.1.4.4)
Revised the 1* sentence on page to reflect
that the items are ultimately transferred to a

17 18 [ :
storage location named destroyed.
20 Section 3.3.2.1 Added two sentences, beginning with “It is
scheduled to occur ...." to the first paragraph.
1

20 Section 3.3.2.1 Revised last paragraph on the page,
regarding specimen categories for offender
duplicate samples.

1 n/a Section 3.3.2.1 Added the 1* paragraph on the page,

regarding specimen categories for offender
duplicate samples.

15 16

n/a Section 3.3.2.1 Added the last line in the section, regarding
who delete staff duplicate samples and
matches.

21 22 Section 3.3.2.2 Revised the first paragraph of the section,

regarding the timing of AK New searches.

Page 45 of 45
All printed copies are uncontrolled. Approved by: CODIS Administrator
DNA Technical Manager



	Document Structure
	Section 1  Introduction        02
	1. Introduction
	1.1 Background
	1.2 The Process of DNA Registration
	1.3 The Combined DNA Index System (CODIS)

	2. The CODIS State Administrator
	2.1 Duties and Responsibilities
	2.2 Qualifications

	3. The CODIS Software
	3.1 STR Data Entry
	3.1.1 Manual Entry of Profiles of Offender Specimens
	3.1.2 CODIS Entry of Data Generated by a Contract Laboratory
	3.1.3  Forensic Casework Profiles
	3.1.3.1  Forensic Mixtures
	Profiles that don’t meet match estimation requirements, but would otherwise be eligible for entry are listed on the STR review checklist with a notation regarding the failed match estimation.
	3.1.3.2 Forensic Partial Profiles
	3.1.3.3 Profiles of Missing Persons, Unidentified Human Remains and Relatives of Missing Persons
	3.1.3.4 Composite Profiles

	3.2 Administrative Removal / Expungement of Profiles
	3.3 Searching the CODIS Indices
	3.3.1  Use of Searcher at the time of data entry
	3.3.2 Use of Autosearcher
	3.3.2.1 Duplicate Offenders
	3.3.2.2 AK New

	3.3.3  Search Requests from/to Agencies Outside of Alaska

	3.4 Uploading data to NDIS
	3.5 Match Dispositions
	3.6 Confirming and Reporting a Candidate Match
	3.6.1  Intrastate Forensic hits (reference Figure 3 flowchart)
	3.6.2  Intrastate Offender hits (reference Figure 4 flowchart)
	3.6.2.1 Cold hits
	3.6.2.2 Warm hits

	3.6.3  Interstate Forensic hits (reference Figure 5 flowchart)
	3.6.3.1 Origin of Alaska sample is known
	3.6.3.2 Origin of Alaska sample is unknown

	3.6.4  Interstate Offender hits
	3.6.4.1 Alaskan offender sample (reference Figure 6 flowchart)
	3.6.4.2 Alaskan forensic sample (reference Figure 7 flowchart)


	When the Alaska Administrator receives confirmation from the other state, a hit letter will be issued to the Alaska law enforcement agency and will contain, at a minimum, the following information: match level, the agency name, agency case number, ite...
	3.7 Partial Matches and Familial Searching
	3.8 Hit counting
	3.9 CODIS Security and IT Users

	Expungement Checklist
	This checklist must be appropriately filled out and attached to requests for expungement and some administrative removals (as described in section 3.2 of the CODIS Administrative Manual).  The initials of the individual performing each task shall be p...
	Appendix A  Revision History




