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Section 1 Forensic Biology Discipline Locker Key Policy
1.1  Evidence lockers in the Forensic Biology discipline are self-assigned. An
analyst may choose any locker(s) for storing evidence. When lockers are
not in use, keys are stored in the locks.

1.2 A master set of locker keys is stored in the discipline supervisor’ggffice.
These may only be used with permission from the discipline su%or
n d.

designated individual.
1.3 If one of the locker keys is lost, the discipline supervisor shN

Section 2  Forensic Biology Literature Review Policy
2.1 Any member of the Forensic Biology discipline maygput ®ry@rd an article of
PPLOPNELE

scientific literature for members of the discipline to read to their areas of
competency.

2.2 A spreadsheet is maintained on the lab networ cks scientific literature
put forward to the Forensic Biology discipline.
2.3 Analysts document their readings in the LIMS?
2.4 Literature review documentation is mogi@red annudily by the DNA Technical
Manager.

Section 3 Extended Absen

When an analyst is away fragg thejabo®@tory for an extended period of time (three
months or longer), he/she Wi uired to successfully complete an internal
competency test before lg casework analysis. The scope of the competency
test and authorizati
Manager and/ ISQpline supervisor.
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Section 4 Forensic Biology Case Report Close-Out

4.1 Once a forensic biology report has been completed, the following administrative
tasks must be completed:

4.2 These tasks may be completed by the analyst or an ad\'str

4.3 ltis the responsibility of the analyst to confirm that f
completed correctly.

Bench notes and checklist retained in LIMS in case record
CODIS Specimen Detail Report retained in LIMS in case record (if@pghigable)

DNA Screening and DNA Central Log files retained in annual -a

record in LIMS (if applicable)

Report sent to submitting agency (and prosecutor if requi
Release of report documented in LIMS
tiv

Electronic data retained on lab network (if applicabl
esignee.
a tasks have been

N

Q
N
Qgg\
X
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Section 5 Annual Forensic Biology Quality Review
5.1 An annual review of the quality system in the Forensic Biology discipline will occur
concurrently with the lab wide annual quality system review.
5.2 The quality review of the Forensic Biology discipline will be approved by the DNA
Technical Manager.
5.3 At a minimum, the quality review of the Forensic Biology discipline wgll i e
following:
e Audit (internal and/or external) of the Forensic Biologygshggiplin
e Inventory of long-term biological evidence storage
e Collection of feedback from discipline members r,
to discipline manuals
e Review and updates to manuals
e Review of all verifications, validations and
as required.
e Conduct an overview of all ForensicgBiolo
preceding year
e Assessment of discipline-wide adherenc literature review policy
5.4 Documentation of the Forensic Biol lity system annual review will be by

memo to the lab QA Manager.

Q
N
Qgg\
X
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Section 6  Continuing Education Records

All DNA personnel (except for technicians) annually receive a minimum of 8 cumulative
hours of continuing education, in accordance with the FBI QAS requirements.

Continuing education is documented in the analysts training record in LIMS. ecord
is reviewed and approved by the discipline supervisor and the DNA techgic
The following information is required in the record:

e Course title

e Documentation of attendance (may include certificatdg

etc.). Shall include an attendance list for internal trai
e Training date(s) number of continuing education h
e Evaluation of course (content, instruction, releyagce\etc

Additionally, the following is required for continy

personnel:
e A record of the presentation
e The curriculum vitae of the presenter

Documentation required specifi
in the Forensic Biology disgiline
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Section 7 Contingency Plan for DNA Technical Manager

Pursuant to the FBI QAS, the laboratory must have a documented contingency plan if
the technical manager position is vacated. The plan will be as follows:
e If a current staff member is qualified to serve as DNA Technical Managgi, that
individual will be appointed as an interim technical manager.

o If the laboratory has more than one qualified individual, the gisc @
supervisor will coordinate with top management to appoint @Ngter
technical manager. This individual will serve until a p ent
replacement is hired.

0 The laboratory may continue to do work and issu, 0 er this
scenario.

¢ If no current staff members are qualified to serve gs th
the DNA Technical Leader from another laborata @
interim capacity until a suitable replacement cay [

o The laboratory may not begin new cgsew®k
manager is in place.

N nical manager,
b& hifed to serve in an
[
an interim technical

Q
N
Qgg\
X
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Appendix A: Revision History

FBAM FBAM
2015 RO 2014 R1 Location Revision made
Page page
. Added information regarding re
3 3 Section 4.1 DNA Screening centr@Nog
Removed bulleted stgjaggent r@garding

3 3 Section 4.1
4 4 Section 5.3

Q
N
ng\
X
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