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Staff Roles and Responsibilities

GUIDING PRINCIPLES AND SCOPE @

Staff roles and responsibilities within the Department of Forensic Biology are defi %i
organized so that the services provided by the Department can be conducted ((i/ standard of
professionalism, efficiency, and accuracy. Q

This document describes the responsibilities, authorities, and interrelatié%bps of Forensic

Biology staff. Q

ORGANIZATIONAL STRUCTURE ’\'O\
The Director of the Department of Forensic Bi repo ectly to the Chief of Laboratories.

See the OCME Organizational Chart. S
Finance, are provided to the Departm

po@ iCes, such as Human Resources and
OCME.

rens{ yotogy by other departments within the

O
The Department of Forensic Biolk& ag @perational unit organized into various
Production Teams and supporting\ea s@duction Teams consist of casework analysts. Teams
that provide supporting services inclu e Training Team, Research and Development Team
and the Quality Assurance/ Qualitg/\géol Team. The Forensic Biology Organizational Chart

reflects this structure. Q

ROLES AND RESPONSI@IES

Director \
)

The Director is
Department0
reviews o

nsible for the overall scientific, quality, and administrative operations of the
rensic Biology. The Director may perform administrative and technical

cted cases. The Director prepares productivity, statistical reports, and audit
reports quired by the Chief of Laboratories, the Chief Medical Examiner and/or City, State,
or wagencies. The Director may perform scientific analyses, train subordinates, testify in
courtiwnonitor testimony of subordinates, and prepare annual reviews of subordinates. The
Director establishes guiding principles for the operation of the Department.
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Deputy Directors

Deputy Directors assume the responsibilities of the Director in the Director’s absence. puty
Directors supervise Assistant Directors and work with them to achieve Department gga
Deputy Directors may assist the Director to develop guiding principles for the oper, 'bvf the
Department, perform scientific analyses, perform technical reviews of cases, rey %oficiency
tests performed by Assistant Directors or others, train subordinates, testify in O@ﬁnonitor

testimony of subordinates, prepare annual reviews of subordinates, and co miscellaneous

projects as assigned by the Director. \

artment. They manage the
ise one or more Criminalist IV’s
pervised by and/or worked on by
ted staff, police investigators, or

Assistant Directors

Each Assistant Director leads an operational teasg within th
work of the team in order to achieve Departmen oals;
and their subordinates; perform technical rey of ca
subordinates; assist with the training of n jres or%

attorneys; represent the Department o sic Bi in meetings with other NYC law
enforcement and/or criminal justice g¢engeties; c&nicate with stakeholder agencies regarding
testing requests and results; an 'gge evi @ n the absence of the Director and Deputy
Directors, a designated Assistar?’%ﬁactor@ assigned the responsibility for overseeing the
administrative operation of the Depart@n Forensic Biology. An Assistant Director may

perform scientific analyses on casew@ d testify in court. Assistant Directors prepare annual
performance evaluations of subor & personnel.

LIMS Administrator C)O

The Forensic Biology@% Administrator is responsible for the implementation, maintenance
and future develop of the laboratory’s LIMS program. The LIMS Administrator acts as a
liaison between sic Biology and the OCME Information Technology department in all
aspects pert6 to LIMS and other computer applications.

O

QO
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Technical Leaders

Technical Leaders are accountable for the technical operations of the laboratory. The
Department has two DNA Technical Leaders (one for nuclear DNA operations and one
mitochondrial DNA operations) and one Serology Technical Leader. Each DNA t It%al leader
has the authorities and responsibilities described in the FBI DNA Quality Assur tandards.
For specific information, see the DNA TECHNICAL LEADERS document in th nsic

Biology Administrative Manual. (I/Q

Where necessary, Assistant Technical Leaders will be appointedNo assist the DNA Technical
Leader. Under the DNA Technical Leader’s direa{jon, an As§i t Technical Leader may be
assigned additional duties (e.g., coordination of%ning, r% ing validations, organization of
records, etc.). In addition, an Assistant Tecg&i@ Lead assist in solving technical

problems involving analytical methods u e ap% of the DNA Technical Leader.

Assistant Technical Leaders

CODIS Custodian/Supervisor

position described in the “Quality Ass e Standards for Forensic DNA Typing Laboratories”
and as such is the system admini the laboratory’s CODIS network. For a specific list of
duties and responsibilities see t rensic Biology CODIS Manual.

Quality Assurance Ma gg)

The Quality Assur Q/Ianager is responsible for the overall implementation and maintenance

The CODIS Custodian/Supervisoris eﬁi\g%t to the “Casework CODIS Administrator”
of

The responsiQiti®s are varied and meet ASCLD/LAB requirements and the FBI Quality
Assurance ards for Forensic DNA Testing Laboratories. The Quality Assurance Manager
supervi e Quality Assurance Unit, which is responsible for conducting numerous quality

vities within the Department.

Criminalist, Level IV

The responsibilities of Criminalist IV’s are described in the Civil Service specifications for that
title and in the Tasks and Standards documents. Generally, a Criminalist IV may supervise one
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or more Criminalist llI's, II's, and/or I's, perform scientific analyses on evidence submitted to
the laboratory, perform technical reviews of cases, prepare scientific reports, prepare annual
performance evaluations as requested by OCME management, communicate with stakgholder
agencies regarding testing requests and results, triage evidence, participate in the tr %o
subordinates, testify in court, take proficiency tests as required by regulating an tmg
bodies, work on designated projects, and supervise analytical testsin the Iabor

Criminalist, Level Il

title and in the Tasks and Standards documents. Generally, Crimi s may perform testing
and/or review of DNA extraction, DNA quantitation, STR anaIyS|s rm scientific analyses
on evidence submitted to the laboratory, prepare written smen eports perform technical
reviews of simple cases, perform administrative ews on ases train new Laboratory
Associates and Criminalists, take proficiency te S requ y regulating and accrediting
bodies, and testify to results. In the absenc Cnml IV, a Criminalist 1ll may assume
those responsibilities on an interim ba5|s‘ 6\

0

Criminalist, Level I & O

The responsibilities of Criminalist 11I's are described in the Civil Serwgi |cat|ons for that

The responsibilities of Criminalist 1I's aiggcribed in the Civil Service specifications for that
title. Generally, Criminalist II's are r@ nsible for the daily examination and scientific work
performed on evidence in casewogky y may perform testing and/or review of DNA extraction,
DNA quantitation, and STR an , as well as train new Criminalists, take proficiency tests as
required by regulating and iting bodies, prepare written scientific reports which reflect
testing, and testify to refult§™These scientists are examiner/analysts as defined by the FBI

Quality Assurance Staq@

Q

Criminalist, Lev IB

The respo@@'ﬂles of Criminalist I's are described in the Civil Service specifications for that

title. G ly, Criminalist I's are responsible for bench work in the laboratory and, after
app, training, may examine rape kits and other items of evidence, prepare written
sci reports on “negative” serology cases, and may testify in court, if required by an

Assistant District Attorney. Criminalist I's who are performing casework must take proficiency
tests as required by regulating and accrediting bodies. These scientists are DNA technicians as
defined by the FBI Quality Assurance Standards.
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City Research Scientist

The responsibilities of City Research Scientists are described in the Civil Service specifieations
for that title and in the Tasks and Standards documents. City Research Scientists ¢

research and develop new scientific methods for the Department of Forensic Biolggy. me
City Research Scientists may be trained in DNA analysis, and those levels that ked to
supervise may do so for other City Research Scientists or those in the Criminaystjtitle.
Generally, for those trained in DNA analysis, the responsibilities of a City R%(c Scientist,
Level IV-A or Level IV-B are equivalent to the responsibilities of a Crimi ﬁb evel 1V; the
responsibilities of a City Research Scientist, Level Il are equivalent t I\ sponsibilities of a
Criminalist, Level Ill; the responsibilities of a City Research Scienti@el Il are equivalent to
the responsibilities of a Criminalist, Level II; and the responsibilities City Research
Scientist, Level | are equivalent to the responsibilities of a Crimidglist, Level IA & IB.

SN
The Training Coordinator is responsibl \he sc ng and training of all scientists in the
laboratory. The Training Coordinatggme ts to sistant Director. The Training

Coordinator is responsible for mgiQi2yning trai records and ensuring that the Department
meets NYS and accreditation stak0ards.

N

Forensic Biology Health and Safeg\g rdinator

Training Coordinator

The NYC Office of Chief Medj %(aminer (OCME), Health and Safety Unit has an Agency-
appointed Safety Officer ffr t epartment of Forensic Biology. The Department of Forensic
Biology appoints a Heaqgha Safety Coordinator to assist with safety and compliance efforts in
the laboratory, as neﬁ ry. The duties of the Safety Coordinator include, but are not limited to:

to-date and to inform the Agency-appointed Safety Officer of any suggested
ions.
nsuring that the OCME Health and Safety Manuals (including the OCME Bloodborne

Pathogen Exposure Control Plan, OCME Chemical Hygiene Plan, and the OCME
Respiratory Protection Plan) is readily accessible to all employees, either as a paper copy,
electronic copy online, or by other applicable means.

« Communicating to Forensic Biology staff any relevant safety information or concerns.

« Inspecting laboratories for compliance with the OCME Health and Safety Manuals.
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« Assisting Laboratory Supervisors with maintaining laboratory compliance.

- Acting as a liaison to the Health and Safety Unit by assisting with laboratory safety
inspections, coordinating safety training, and maintaining overall lab compliance
including hazardous waste management. '\%

Administrative Supervisor(s) \(1/

Administrative Supervisors are in charge of the administrative support fy€c§omns of the
Department. Administrative Supervisors supervise a team of admini l%( rofessionals and
ensures the proper handling of phone coverage; administrative revj casework files and
distribution of reports; generation of certified copies of casework fil r attorneys; and
maintenance of casework files in archive, timecard and payroll ?‘leing. Administrative
Supervisors may also oversee the management«Qf all Depag@xal procurement matters and
Departmental human resource functions includiréecruitn%g etention, employee relations, and
performance evaluations. AQ .

N

S
Administrative staff assists in the?o’per Qg

@I of phone coverage; administrative review of
casework files and distribution of reponx? eration of certified copies of casework files for
attorneys; and maintenance of casew@

Administrative Staff Q
&O

iles.

Evidence and Property Contr@%cialists

The EPCS staff is respgns for creating Forensic Biology cases for evidence that has been

submitted to the OC idence Unit. They evaluate the submitted evidence and its associated
administrative doc tation; create the initial “Schedule of Analysis”; and follow-up with the
submitting agen additional information as needed.
‘ v
Revision His \9
Februanf9, £010 — Initial version of procedure.
Ma: 0 — Added the Role and Responsibility of the Forensic Biology Health and Safety Coordinator.

2, 2012 — Added the City Research Scientist role; updated the titles and roles of LIMS Administrator (formerly IT
Wanager) and Administrative Supervisor (formerly Administrative Manager).

Ober 29, 2013 — Role of the Administrative Supervisor revised to allow for multiple administrative supervisors; Role of
Technical Leader revised to include Serology Technical Leader; Role of Quality Assurance Manager revised to
eliminate its joint function as the Serology Technical Leader and the Nuclear DNA Technical Leader
February 2, 2015 — Added duties and responsibilities of Assistant Technical Leader position.

August 14, 2015 — Removed verbiage pertaining to the old Rotation System and added in the Chief of Laboratories position.
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Document Control

I.  Guiding Principles and Scope
The Department of Forensic Biology controls all documents that compris

management system in order to ensure that invalid and/or obsolete do Q are not
used. This procedure describes how controlled documents are creat% Ised,

distributed, and archived. \(1/

[I.  General Structure of Management System Docume%

A. Internal Documents. The internal documerts that Conﬁ'@ﬂhe management system are
structured as follows: 6

Quality

Assurance/ Forms Manual Official
Quality Memos (some)
Control

Manual

Scientific Administrative
Procedures Manual
Manuals

Management
Manual

. Manage@gystem Manual: The Management System Manual is the top
tier dqgu t in the management system. It provides an overall guide to the
man ent/quality system of the Department of Forensic Biology. It

NS references to other management system documents that have more

led information. In terms of Standard 4.2.2 of ISO 17025:2005, this is

r “quality manual.”

C)- Scientific Procedures Manuals: These manuals contain current procedures
O pertaining to the analytical testing of biological specimens. The manuals are:
Q Serology Manual, STR Analysis Manual, Mitochondrial DNA Analysis
Manual, LIMS Process Manual, and CODIS Manual.

» Administrative Manual: This manual contains procedures with laboratory-
wide application pertaining to laboratory planning, organization, and
documentation.
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* Quality Assurance/Quality Control Manual: This manual contains
procedures pertaining to the Department’s quality assurance and qualj

control activities, for example, proficiency testing, reagent preparati
performance testing, validation, and equipment calibration and m@%@ance

programs. (1/

» Evidence and Case Management Manual: This manual c
procedures related to (1) evidence intake, distribution,
handling, including evidence examination guidelines;
and troubleshooting of cases which are in progre
reviews.

rn, and (2) case
ng, evaluation,
rt writing and

* Training Manual: The Training anual deta@ house training in the

Department.
« Forms Manual: Forms & ed to information. Their use is specified
in various procedures off| ms are compiled in the Forms Manual;

however, forms us b he Assurance team may be in an appendix in
the Quality Ass ontrol Manual.

» Official Memos: Offici memos are used within the Department to
document the distri @ of operational information to staff and operational
agreements bet ‘gq e Department and its customers. Some memos convey
guidelines for i that do not fall under the Department’s management
system, e.g. s codes. However, other memos may address issues that do
have an @a ional impact and are considered to be controlled documents.

. Mas@fst: The current revision status and distribution of all documents
tl'@a e part of the management system, whether internal or external are
rded in various Master Lists. The table of contents for a procedures or
rms manual is the “Master List” for the documents contained within the
00 particular manual. A Master List of active memos is maintained, as is a
separate Master List for external management system documents.

I@dernal Documents. External documendse also part of the management system
documentation. These may include, but are not limited to, accreditation requirements,
OCME and Department of Health and Mental Hygiene (DOHMH) policies and
procedures, and instrument manuals. References to applicable controlled external
documents are found in internal management system documents.
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Responsibility and Authority for Document Control

* The Laboratory Director and/or Deputy Directors have the primary responsibi
and authority for approval of the Management System Manual and all guidi
principles and procedures that are under the Administrative Manual. T [
may also act as back-up approvers for all other documents; however DNA
Technical Leader authorization is needed, the approval can be done\g5 here the
director is acting as the designated deputy Technical Leader in ence of the
primary DNA Technical Leader.

» The Quality Assurance Manager (QAM) has the primary&sibility and
authority for implementation and maintenance of the d§c nt control system. The

QAM is also the primary approver of all guiding pring and procedures that are

under the Quality Assurance/Quality troI Man idence and Case
Management Manual, and Serology,

* The Nuclear DNA Technical L has t)@u ary responsibility and authority
Forensic STR Analysis Manual; is

for approval of procedures | roto
principal or co-approver proflc estlng program; and is principal or co-
approver of the Nucle tr rogram content in the Training Manual.

» The Mitochondrial DNA TechNcal Leader has the primary responsibility and
authority for approval of p ures in the Mitochondrial DNA Analysis Manual;
principal or co-approver‘% e proficiency testing program; and principal or co-
approver of mitochon&i NA training program content in the Training Manual.

* The Training M@er has the responsibility and authority for approval of the
Training Maﬁ@.

» The COI@?anagerhas the responsibility and authority for approval of the CODIS
Man

. IMS Manager has the responsibility and authority for approval of the LIMS
ocess Manual.

Q The Document Control Coordinator (DCC) works under the direction of the

Quality Assurance Manager and has the primary responsibility and authority to

ensure that: guiding principles and procedures are in the correct format, the most
current approved internal management system documents are on the Forensic Biology
server, the Master Lists of documents are accurate, and obsolete documents are
suitably marked and archived.
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» Assistant Directors have the authority and responsibility to propose new and revised
guiding principles and procedures and to provide expertise for the review of
document proposals. Q)

» All Forensic Biology staff has the authority and responsibility to prop %/ and
revised management system documents. i '/

DOCUMENT FORMAT Q:\(L

1. All management system documents generated by the%oratory are marked with:
I Name or title of the document
ii. The name and/or title of the roving rlty
iii. The effective date and/or of ap
\2 Page numbering in a,n .
2. Stand-alone manuals (e anua a are not compilations of individually
approved procedures).q |nd|v rocedures include a revision history.
Il. CREATION, REVISION, AND ROVAL OF MANUALS, PROCEDURES
AND FORMS K
The process for creatin or revised manuals, procedures, and forms is:

C) . 3. Document

1. Draft docume \ 2. Evaluation of formatted by

written & sub |:> request; interim |:> Document Control

e; reviews & revisions Coordinator (DCC)

&

6. otified,; 5. Approved 4. Final review;
ompletes <:| document placed <:I approval or

0 ates on servel rejection
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Step 1. Draft document written & submitted
* All document and form revisions are submitted to the Quality Assurance
Manager.

* The top portion of a “Request for Document Creation/Change” form is c&@ted
and submitted with the draft document.

* For ease of document creation, the preferred format for a draft do tis an
electronic “Word” file. ‘Q

o Staff should request an unprotected electronic copy of th ent(s) they
wish to revise from the Quality Assurance Manager or Podujtfent Control

Coordinator.
o “Track changes” should be active for document reg so that the proposed
changes are apparent to a reviewer.

* Based on the feedback
at this stage that the ent g e/creation request be rejected.
o The recommen%ﬂ IS éed with the Approver.
o |If the Approver agrees e recommendation, the “Approval” section of
the “Request for Docu\xent Creation/Change” is completed as per Step 4.
o If the Approver feel the request has merit, the document continues
through the appr@&' process.

o Performance d@ks must be conducted for forms containing macros, and the
documer@@) ovided to the Quality Assurance Manager.

Step 3. Documeﬂtgormatted by Document Control Coordinator

* Format cludes ensuring that the document has the correct header and footer
layo e document Revision History should be updated as applicable.

Step 4 @I review; approval or rejection
e Approver completes the “Approval” section on the “Request for Document
Creatlon/Change” and forwards the form to the Quality Assurance team for filing.
Q o If the proposed document is not approved, the requestor is notified of the
reason(s) for the rejection.
» If approved, the Quality Assurance Manager or their designee enters the
“Effective Date” and the identity of the Approver (either by name or title) into the
new or revised document.
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Step 5. Approved document placed on server
* The Document Control Coordinator or designee places the new or revised
document on the Department server.
o The documents on the server are the official “controlled copies” for i @Ily
generated management system documents.
o0 The documents on the server are protected against unauthori nges by
creating a protected template version of the original documer\

Step 6 Staff notified; Document Control Coordinator completes u %
I

» The Document Control Coordinator or designee perforgﬁi lowing tasks:

0 Updates the Table of Contents or other applicabl er List”
o Archives out-of-date documents, as applicable
1) Archived documents are marked with “ &ed” (or equivalent), the
date archived and the ide ty (by pos r name/initials) of the
archiver.
2) Electronic copies of ar.
are retained indefirti

3) Access to archi

Manager, Do@
Directors.

4) Requests by staff fﬁ?mes of archived documents must be submitted in
writing to the Qualit surance Manager.

d inte @anagement system documents

oordinator, Director and Deputy

ume ;Qrestncted to the Quality Assurance

o Files the completed uest for Document Creation/Change” and a copy of
the draft docum m Step 1)
» Staff discards prin pies of obsolete versions of documents.

Note: Interim rews€9@ controlled documents are not allowed
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OFFICIAL MEMOS

Official memosare used within the Department to document the distribution of
operational information to staff and operational agreements between the Dep t@t and
its customers. Memos fall under the Department’s document control syste when
the content impacts testing or the management system. This procedure es the
parameters by which official memos are created and archived. Fi/

directors, deputy directors, and director).

The authority and responsibility to issue official memos is restricted to n\ﬁ?@s (assistant

ust identify the

1. Official memos are prepared on Department letterhe
author and date of issue.

2. Official memos are protected against unauthorizedshanges, retained on the
Department server, and grouped infolders by distribution.

3. A memo that is out-of-date is mar@‘archiv \ Yor equivalent) and with the date
archived and the identity (by n @or pqs&f the individual who is archiving
the document. *\& g\
a. The memo is retaj in its inal location on the server in an archived

ified to include the word “archived”.
b. Electronic c memos are retained indefinitely.
PERIODIC DOCUMENT REVI

1. The Quality Assurar%é{/lanager creates a document review schedule to ensure
that all document t form part of the management system are reviewed at least

once during ar year.

2. The schedu@s the documents, the staff responsible for review, and the
proposedilate(s) by which the review is to be completed.

3. The st mber responsible for the review of a document is the approving
auth > For example, the review of technical DNA procedures is assigned to

t propriate DNA Technical Leader.
4, approving authority may designate other reviewers, but retains the ultimate

0 sponsibility for ensuring that the document is current and correct, or is revised
as needed.

Q.O Each assigned reviewer notifies the Quality Assurance Manager in writing when

their assigned reviews are complete. The notification includes the results of the
review for each assigned document, that is, whether: (1) revisions are needed, (2)
the document is satisfactory, or (3) the document is no longer needed.

The records of review are maintained by the Quality Assurance team.

Document revisions, if needed, are completed as per the process described in
Section V.

N
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V. RELEASE OF MANAGEMENT SYSTEM DOCUMENTS TO EXTERNAL

PARTIES
1. Requests for the release of Department of Forensic Biology managem @tem
documents to parties external to the Department must be made in wit{fig\, It the

external party is an attorney making a discovery request, refer #&a°
REQUESTSprocedure.

2. The Quality Assurance Manager has the authority and respon
all such requests and may require documentation from the, (e
to their proposed use of the document(s).

3. The Quality Assurance Manager may consult with an Legal Counsel.

4, Records of all requests and their dispositions are maiz@)ned by the Quality
Assurance team.

to consider
tor with regard

Revised the Responsibility and Authority of the Director, Deputy Director(s), and the Quality Assurance
@ to specify the responsibility for the approval of the Management System Manual, Administrative Manual,
y Assurance/Quality Control Manual, Evidence and Case Management Manual, and the Serology Manual.

, 2015 — Updated procedure to reflect current practices.

Dé&g€mber 24, 2015 — Added LIMS Process Manual to the listing of Scientific Procedures Manuals and added the LIMS

Manager as the approving authority of this manual.
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Control of Records

GUIDING PRINCIPLES AND SCOPE

All Department of Forensic Biology quality and technical records will be legible an@a%ily
retrievable from storage.

This section will establish the procedures for the identification, collection, j
filing, storage, maintenance, and disposal of quality and technical recor

g, access,

PROCEDURE &Q

Quality Recordsinclude, but are not limited to, ayt reports onnel qualifications,

management system reviews, validation studi@ oficie st records, archived manuals, court

testimony monitoring records, quality incig%m ie , preventative actions, and reagent
ain e.

and equipment performance verificatio®

Technical Recordsare defined as e i atior&dministrative documentation as part of
individual laboratory case files. in t are not limited to, written reports of

analytical findings, interpretationsVand coRglysions formed from these findings; bench notes,
worksheets, computer data files assocjgéed with electropherograms, printed electropherograms,
etc. used to reach these conclusion{ ords of phone conversations, court orders, and discovery

requests. \
o)

Technical record§ are prepared whenever examinations are performed and are marked
(either handwr{t® or computer printed) with a laboratory number for identification and
association @ case record.

A. Identification

wit itle of the record.

B. nging

Technical records are indexed by the laboratory case numbers. Quality Records are
indexed according to the type of record (i.e., audit reports, management system reviews)
and by the date the record was created.

Qualit§ rds are identified by appropriate information on the records, such as a header
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Collection

Records are collected for filing and/or storage in a timeframe which varies according to
the specific type of record. For example, electropherograms are collected wit (%
records that are associated with the same laboratory number; calibration re r are
collected with other calibration records associated with the same equip ?1/

Maintenance — Filing, Storage, and Access to Records

Departmental records are filed or otherwise stored in desig reas within the DNA

All Departmental Technical records that are in-progress ar d in the LIMS. All
Building, the Forensic Biology network, or the LIMS after alyl-&sary reviews are

completed.

Access to Department records is restrlct those |duals with approved access to
the secure areas of the building Whe ords d or approved access to the LIMS.
Access to the LIMS is granted to al rtm oren5|c Biology members. The
Director of the Department of F Biol ay grant limited access to the LIMS to
non-Forensic Biology person deem cessary for support of Department of

Forensic Biology act|V|t|e

» Electronic case files are st n the LIMS.

» Hard-copy quality recor have any degree of confidentiality (such as personnel
qualifications and co imony monitoring records) are stored in the Quality
Assurance Unit%{: accessible only to Quality Assurance personnel.

K

* Most hard-copy case flles aas d in the OCME Records department.

» Electronic quali ords that have any degree of confidentiality (such as non-
conforming vq%m rms) are stored on the Forensic Biology Network in a secure

manner ac;ﬁg ¥ole to Quality Assurance personnel only.

I

* Electronj ality records that are not of a confidential nature are stored on the
Forepid\Blology Network in an appropriately designated folder.
« Ot rd-copy technical and quality records are stored appropriately with the

n/unit responsible for the record, such as the OCME Records department, the
ality Assurance Unit, the Training Unit, or with the DNA Technical Leaders.

Qlectronic records saved on the Department’s secure network, or in LIMS, are accessible
only to Department of Forensic Biology personnel. The Department’s network is
backed-up by the NYC Department of Information Technology and Telecommunications
(DOITT) to ensure the availability of data.
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Records produced by the Department of Forensic Biology may be converted to another
format should storage space become an issue (e.g., hard copies scanned and uploaded to a
secure network). Alternatively, the New York City Department of Records and
Informational Services (DORIS) can arrange for storage space of hard copy r @?
all New York City agencies. Should the services of DORIS be needed, the Z&E
Department will be consulted and will act as the Department’s liaison wit IS.

for
egal

E. Retention \
The Department of Forensic Biology follows the New York City C hich prohibits
the destruction of any record without consent from the New Yo, epartment of
Records and Informational Services (DORIS), Corporation d the Office of the
Chief Medical Examiner.

F. Disposal 5\'0K

In the unlikely event that the destructi recQr omes necessary, the OCME Legal
Department will be consulted first,‘éwnl a06 liaison with DORIS and the
Corporation Counsel.

e
it
an

> o
v P
o)

&
Q
X
N

Revision History: \ %4
February 9, ZO@tial version of procedure.

May 20, 201 serted section entitled “Retention” to clarify the Department’'s Record Retention Practice and moved the
first ph of the “Disposal” section to “Retention.”
July 16 — Revised Section D.3 to clarify where hard-copy records may be stored.

@ 15 — Addition of validation studies as a type of Quality Record retained by the Department.
@ Jer 24, 2015 - Updated section D to include storage of Forensic Biology documents and case files in electronic
ONALL.

April 15, 2016- Specified in general terms that the Department of Forensic Biology will follow the NYC Charter per record
retention.
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Management System Review

GUIDING PRINCIPLES AND SCOPE %
Department of Forensic Biology management is committed to operating the Depa ntwithin a
management system that is appropriate to the scope of its activities and that e needs of
the Department’s customers and accrediting authorities. Management's pa | n in an

annual review of the management system demonstrates this commltmen
opportunities for improvement to be identified and acted upon.

This document describes the procedure for the periodic review of tagement system.

1. Each calendar year, the DNA Techni &ad r n Quality Manager evaluate/review
the following management sys% ities ng the time period subsequent to the

PROCEDURE

previous year's management s revi

» Action items from the ?& ment review (if applicable)

* The suitability of guiding pringi @nd procedures;

* The suitability of the mana%ent system manual and training manual;
* Reports from manageri% upervisory personnel,

* The outcome of intern its;
* Quality incident revj
« Preventive actiﬁg

» Assessmentg,a r audits by external bodies;
« The results&ﬂer-laboratory comparisons or proficiency tests;
e volume or type of work;

edback;

ints;
mendations for improvement;
suitability of the quality principles statement and overall objectives;
alldation of analytical procedures;
Quiality control activities, resources and staff training;
o Safety program

2. The DNA Technical Leaders and Quality Manager may delegate portions of the

evaluations/reviews to other staff.
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3. The results of the evaluations/review are compiled into a written report by the DNA

Technical Leaders and Quality Manager. The target date for completion of the report is
December 31.

a. The report should include critical assessments with respect to whether 'ﬁ?
information indicates that changes are needed in any aspect of the [@r ent’s

management system: \:1/

4, The written report will be disseminated to the Department’s mana
electronically (via email) or in hardcopy. The DNA Technical Lea
Manager will schedule a meeting of the Department’s manger
the report and what its conclusions mean with respect to (a)@J itability and
effectiveness of the management system and (b) whethe es or improvements are
needed. In lieu of a meeting, the written report may be ssed by the Department’s
managers via email. The review of the re r t by De nt's managers should take
place within one month of manageme e|p @»report

*
5. When applicable, follow up acti@@e dev@to address needed changes or
improvements to the managerr@ systero
a. The Director assig foll @iCtIOI‘IS to specific personnel and specifies the
timelines for their pr§gress.
b. The progress of action iteWs may be tracked during regularly scheduled

management meeting @ ocumented in the meeting minutes. The Quality
Manager documenw& completion of action items.

jscuss the contents of

6. Documentation of ent System Reviews is treated as records, and is maintained
in accordance to the CPNTROL OF RECORDS procedure.

review. Fe k from any of the activities listed in Step 1 may indicate the need for
expedit(&; ges or improvements to the management system.

o
Q°
Revision History:

February 9, 2010 — Initial version of procedure.
May 1, 2015 — Updated procedure to reflect current practices.

Note: Changes a@vements to the management system need not be limited to this annual
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DNA Technical Leader

GUIDING PRINCIPLES AND SCOPE

The Department shall have experienced and qualified individuals serving as DNA@ caI
Leaders. While a single individual can serve as the DNA Technical Leader fo % nologies
in which the Department conducts DNA casework (Autosomal STR, Y-STR chondrial
DNA Testing), it is possible that more than one individual can be appoint rve as a DNA
Technical Leader for different technologies. ?el/

This section defines the job duties of a DNA Technical Leader and %ucatlon and experience
required to be appointed as a DNA Technical Leader. This secti o defines a contingency
plan in case the position of the DNA Technical Leader has b\ ddenly vacated.

@
RESPONSIBILITIES A \
~<\ O

The DNA Technical Leader:

* Is accountable for the teciva opc)Q of the laboratory and is responsible for
technical problem solving.

* Has the authority to initiate, su%qd, and resume DNA analytical operations for the
laboratory or an individual.
» Evaluates all DNA validatj d methods, and oversees the training, quality assurance,

g the academic transcripts and training records for newly
gualified analysts a pproves their qualifications prior to their conducting independent
casework anal o ensure that they are in compliance with accreditation guidelines.

e Deputy DNA Technical Leader for the other technologies within the
for which a permanent DNA Technical Leader has been appointed.

ED@TION AND EXPERIENCE

The DNA Technical Leader shall have a minimum of a Master’s degree in biology-, chemistry-,
or forensic science-related area. He/She must have twelve (12) semester hours or equivalent
credit hours, including at a minimum, one graduate level class registering three (3) or more
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semester hours or equivalent credit hours, covering the subject areas of biochemistry, genetics,
molecular biology, and statistics and/or population genetics.

gualified analyst of forensic samples. This experience must be obtained at a labogatoriwhere
forensic DNA testing was conducted for the identification and evaluation of biolgey vidence
in criminal matters.

The DNA Technical Leader must have at least three years of human-DNA experiencg %

DNA TECHNICAL LEADER CONTINGENCY PLAN Q\(L

The Department currently has two (2) DNA Technical Leaders: onesggponsible for nuclear DNA
technical operations (which includes autosomal DNA testing a -STR testing) and one
responsible for mitochondrial DNA technical opesations. \

A DNA Technical Leader shall serve as the @wty Du@nical Leader for the other

technologies within the laboratory for whitéoerm N NA Technical Leader has been

appointed. Therefore, if a permanent echni ader is on leave and cannot be contacted

for a matter requiring immediate attesiog®, the o NA Technical Leader may make decisions
t tha

on his/her behalf. In the unlikely A Technical Leaders cannot be contacted
for an immediate matter, the Dire@or’shal haye€ the authority to make decisions on their behalf.

If a DNA Technical Leader position b@es vacant, the remaining DNA Technical Leader
within the Department may serve interim DNA Technical Leader. Within fourteen (14)
calendar days of the vacancy, t ector or his/her designee shall appoint a qualified individual
within the laboratory to assu DNA Technical Leader position on a permanent basis.

education and experi requirements in this document and the FBI's Quality Assurance

The Director must ens egthe newly appointed DNA Technical Leader meets or exceeds the
Standards for Fore@ér' R Analysis.

REQUIRE S OF NEW DNA TECHNICAL LEADERS
An pointed permanent DNA Technical Leader must review all validation studies and
me logies currently used by the laboratory in their area of responsibility and must review

and approve the qualifications of currently qualified analysts. Completion of these reviews must
be documented no more than 90 calendar days after appointment.

Controlled versions of Department of Forensic Biology Manuals only exist electronically on the
Forensic Biology network. All printed versions are non-controlled copies.



FORENSIC BIOLOGY ADMINISTRATIVE MANUAL

DNA TECHNICAL LEADER

EFFECTIVE DATE APPROVING AUTHORITY PAGE
09-01-2014 LABORATORY DIRECTOR 24 OF 51

©
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v

Rev istory:
Felruary 9, 2010 — Initial version of procedure.
December 29, 2011 — revised contingency plan to allow the remaining DNA Technical Leader to serve as the interim DNA
Technical Leader when a position becomes vacant
July 16, 2012 — Minor grammar changes
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Discrepancies in Interpreted Results

Legitimate differences of opinions or disputes concerning the interpretation of results n%ccur
between the reporting analyst and the technical reviewer. If differences of opinion cab&
resolved by the reporting analyst and the technical reviewer, then the appropriate hriical
Leader (nuclear DNA or mitochondrial DNA Technical Leadwt) be the final arbl

Although a resolution must be reached, the process must not force the rep \ alyst or
technical reviewer to change his/her results or opinions.

When the resolution process has been exhausted and agreement ca \>e reached between the
reporting analyst and the technical reviewer, a report will be issue arly indicate that the
reviewer and original analyst could not come to an agreement. (As an example, where an
association is the subject of the difference of opinion, a repart %be issued with an
“inconclusive” conclusion. Furthermore, the repg¥will cle icate that the “inconclusive”
conclusion is due to the reporting analyst and chn iewer’s failure to reach an
agreement.) In addition, full disclosure oi% olu 6& cess will be documented in the case
record. 6

The Technical Leader reserves t to re- any case for re-analysis. However, if that
option is employed, full dlsclosur e r process and the re-assignment of the case
will be documented in the case re

Revision History:
September 1, 2014 — Initial version of procedure.
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Attorney Requests

GUIDING PRINCIPLES AND SCOPE:

This document describes the processes by which attorneys may receive documer@
pertaining to work performed by the Department of Forensic Biology.

These procedures were established in consultation with the OCME Legati}%\ment

PROCEDURE: QQD

The OCME Legal Department, in general, reviews all request@*&ecords which are served upon
the Office of Chief Medical Examiner. @

An attorney who wishes to rec cert| opy of the Forensic Biology case and/or
suspect records must su |tten st directly to the OCME Legal Department.

A.  Regquests for Forensic Blology@@ R

Prosecuting attorneys (e.g.} DIS ic rney s Office, United States Attorney’s Office)
or the presentment agency (N ork City Law Department/Corporation Counsel) may

submit a form request whi e obtained from either the Legal Department or the
Forensic Biology Adminis Team. All such requests shall be submitted
electronically to: DNAC Reg@ocme.nyc.g&equests should not be faxed.

Defense attorneys @ submit a written request for certified copies of Forensic Biology
casefiles or repgs. That written request must be made on law firm letterhead and must
state the nam&odthe case, the party the attorney represents, the court in which the case is
pending Ictment/case number, the Forensic Biology case number, and a telephone
number@\e requesting attorney. That written request may be made either by mail or

by nd must be approved by the Legal Department. Once the request is approved

an@ecords are ready for distribution, the Administrative Unit will provide the

r@) s to the Legal Department for review. Only once Legal has reviewed and approved
01 production of the documents will they be provided to the defense attorney.

If the reports/case files relate to a homicide, OCME will NOT release any records absent
a so-ordered judicial subpoena or absent the express written consent of the prosecutor.
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subpoena for certified copies of reports/case files. All subpoenas must be direct the
Legal Department for approval. As with written requests, Legal must revie

documents prepared pursuant to a defense subpoena prior to distributior},k\%
d

As an alternative to a written request, defense counsel may submit a so-ordered %dicial

to any

New York State Criminal Procedure Law states when a subpoena i%
alf of a defendant

department, bureau or agency of the state, it may only be i |ssue
upon order of a court. CPL8 610.20[3]; CPLR 82307

The written request or judicial subpoena duces tecum is mc@ ed into the associated
DNA case record.

The Administrative Team fulfills all reque%or certifj A case records.

Production of a certified copy of aD% se g®akes a minimum of ten (10)

business days.

they must be picked up b representative of the prosecutor’s office.

Certified copies of DNA cas;ﬁgards %@ be mailed to the requesting prosecutor;

All certified copies of DNA cas ords fulfilled in accordance with a judicial subpoena
duces tecum will be mailed b, CME Legal Department to the Court which issued
the subpoena.

All inquiries concerp# @e status of a request for a certified copy of a DNA case record
shall be directed to@Administrative Team at 212-323-1200.

All requests th? request for a certified copy of a DNA case record be rushed or
expedited s e directed to the Administrative Team at 212-323-1200.

B. Oth }scovery Requests

quests for documents beyond the DNA case record will be handled/coordinated by

0 Legal Department.

Items that will be produced only upon proper service (CPLR 2307) of a so-ordered
judicial subpoena include, but are not limited to:

Electronic raw data files
Validation studies
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Items that will be produced upon written request from an attorney on law firm letterhead
stating the case caption, the Forensic Biology case number, the party whom the attorney
represents, and attorney contact information include, but are not limited to: \

Archived OCME protocols (19

Analyst c.v.

All other requests will be evaluated by the Legal Department to d e whether a
subpoena is required for production.

IN GENERAL:

Protocols

Department of Forensic Biology protocol e f nllne on the OCME'’s public
website:_ www.nyc.gov/ocmender the oren ogy’, under the tab “Technical
Manuals”.

Any other requests for protoc § ease @ct the Legal Department.

C. Attorney Request to b\ggsent for Testing

An attorney and/or their te gexpert may request to be present for evidence viewing,
evidence examination, a NA testing. The Department of Forensic Biology permits
an attorney and/or t | expert to be present within a Forensic Biology laboratory to
observe the entire ﬁgﬁ or selected portions of DNA analysis (e.g., an attorney may
request to be pr nly for evidence examination or an expert may solely ask to
observe the s@ g of items of crime scene evidence).

All reque m attorneys to be present for testing must be brought to the attention of

the O egal Department.

JO() The attorney must submit a written request to the OCME Legal Department at
Q least one week in advance of the proposed observation date.

2. If evidence or exemplar examination has already commenced prior to receipt of

the attorney’s written request, Forensic Biology testing willcezse unless a
Court Order directs the Department of Forensic Biology to do so.
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3. The attorney’s written request must include the following identifying

12.

information:

The case caption (i.e., People v. John Smith, Indictment #1234/

The name of the pre5|d|ng Judge;

The name of the attorney and/or expert who wishes to obs

The items of evidence [and NYPD voucher number if kno ich the
attorney or expert believes were submitted to the OCM NA

analysis. \
I, no one is permitted

In accordance with Department of Forensic Biology X
to enter a DNA laboratory without first submitting a D ample. Therefore, the

apop

attorney and/or expert must complete and sign a OCME Employee DNA
SAMPLE CONSENT FORM and p&gvide a D ple to the Department of
taélabora

Forensic Biology prior to entenn&

A criminalist within the Depa@nt of @c Biology will collect an oral swab
from the attorney and/or

A record of the DN? e(s 3 j@gted will be placed into LDIS.
nsent

The original co all be maintained by the Forensic Biology

Exemplar

Group; a copy of thgé@nt form shall be incorporated into the associated DNA

case record(s). Q

The OCME M permit an attorney or expert(s) to be present for observation
during nO{Q siness hours: Monday to Friday, 9am to 5pm.

y and/or expert will be escorted by an OCME Department of Forensic
ersonnel at all times.

attorney and/or expert must gown up to OCME specifications prior to
entering a laboratory. An attorney or expert who does not follow the OCME
gowning specifications will not be permitted to enter the laboratory.

The attorney and/or expert may bring paper and pen into the laboratory.

The attorney and/or expert are prohibited from bringing cameras, cell phones or
tape recording devices into the laboratory.
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13. The attorney and/or expert are prohibited from photocopying any OCME
documents.

14.  The attorney and/or expert may not remove anything from the OCME @nent
of Forensic Biology laboratories or facility.

15.  The attorney and/or expert will not be given a tour of the OCME acility.
This is not an occasion or opportunity for the attorney and/or % 0 question or
quiz a criminalist about the testing process or technology (euﬁ] ment utilized.

If an attorney and/or expert wish to speak with the assi %\c fminalist in advance
of trial concerning case-specific DNA testing and res@ attorney and/or
expert may return to the OCME DNA Building at a lat signated time to speak
with the criminalist in person.

D. Request for evidence to be é@to a Id&atory for testing

*
An attorney may request that case’ empl@&nce be sent to a laboratory for

testing. Q &

All requests for evidence &sent Q oratory for testing must be brought to the
attention of the OCME Le epagtment.

The Department of Forensic B@ may only forward case evidence or exemplars to a
laboratory accredited by ths\ﬁf York State Department of Health (unless a Court Order
dictates otherwise). Q

A list of the private@ tories accredited by New York State Department of Health can

be found at
http://lwww.wa J th.org/labcert/clep/CategoryPelinits/CategoryListing.htnunder
the section nsic ldentity.”

The T ‘cal Leader of the Department of Forensic Biology can also provide a list to
any&wey of the private laboratories accredited by NYS DOH.

@e Department of Forensic Biology still possesses the case evidence, the OCME
quires a Court Order to effectuate transfer to another laboratory.

If case evidence has been returned to the custody of the New York Police Department,
then the attorney must make all arrangements directly with the NYPD.
The Court Order must include the following identifying information:
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1. The case caption (i.e., People v. John Smith, Indictment #1234/12) the name and
address of the selected laboratory;

2. Acknowledgement that the selected laboratory is accredited by the Ne
State Department of Health;

3. A listing of the precise evidence which the OCME Department of F
Biology is directed to forward for testing.

4, A statement that the laboratory shall return to the OCME De @ of Forensic
Biology evidence “leftover” subsequent to its testing. ;l/

The Court Order must be sent to the OCME Legal Departm V|ew

The Order shall be incorporated into the assomated DNgese record(s).

come to a specific understandlng w my ach item of evidence will be sent
by OCME to the laboratory to enab s |ng
ewdence to the laboratory named in the

The OCME will not assume t Q tofm
Court Order. The selecte ator orward the Department of Forensic Biology a
prepaid mailing label and agfy ShipglinggTaterial which the laboratory deems necessary.

It is suggested that the assigned crlmlnal ndw isor speak with the attorney to

The assigned criminalist and/o@/his supervisor will locate the requested evidence and
will be responsible for sendy he laboratory named in the Court Order.

E. Request for T@ony | Case Conferences

As a general prg%ieg,‘?he Office of Chief Medical Examiner does not require a personal
appearance s;{g na in order to secure the court appearance of any OCME employee.

A cr|m| ay testify in all manner of proceedings (Grand Jury, criminal or civil
trials itions) without the need for an attorney to send a personal appearance
sub@ba

N
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case. If the author of the report is not available for testimony, the Technical Revi r of
the case should testify in their stead. If neither the criminalist who authored
report nor the Technical Reviewer of the case are available for testimony
may testify to the reported results (specific to whether a DNA Interpreti
needed for testimony or not). The criminalist testifying is required to EW
record and complete the CASE RECORD REVIEW-PRIOR TO T
place the form in the case file.

Typically, the criminalist who authored a case report testifies on behalf of that spegific
pge

NY form and

Attorneys should contact the criminalist directly in advance @and jury or trial, to
coordinate scheduling of testimony.

OCME requiredhat all attorneys who inte@p call nalist as a witness at trial have
a pre-trial conference with the assign yst. onference may take place either in-
person at OCME, or via telephones CM al Department shall be informed of

S é

each pre-trial conference at lea our ance of the scheduled meeting. The
criminalist will be notified direc Legal éﬁe in attendance at the conference.

In general, if an attorney S to@with the assigned criminalist concerning
reported case-specific DNA resﬁ attorney is welcome to do so. If the criminalist is
a less experienced (less than IQ] ial testimonies) criminalist, a Criminalist Il or above
must be present for the pr IQ nference. It is good practice to have a criminalist who
has testified at trial on m occasions to be present during pre-trial meetings simply

to ensure that the attor, nderstands clearly the information and opinions which are
being given. Havi ow criminalist present can be of value if the opposing attorney

later files a motipn ks questions at trial which inaccurately describe the statements
the assigned c@oalist relayed during the pre-trial.

All meeti h attorneys — the date and names of all persons present — shall be
docum in the case communication log of the Forensic Biology case record.

If a orney or expert witness wishes to communicate via the telephone, the criminalist
t document the conversation in the case communication log. No criminalist shall
Oiscuss results of DNA testing prior to completion of the technical review process.

If an attorney communicates with a criminalist via email, the criminalist must similarly
document the communication in the case communication log of the DNA case record.
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A criminalist shall not reveal the subject of conversation with one attorney to the
opposing counsel involved in the same case.

Courts may issue protective orders in conjunction with swab orders, rmlt law
enforcement to collect suspect exemplars for comparison to case . A protective
dl.ts
t

F. Protective Orders

order issued by the court places restrictions on what OCME is p to do with the
suspect’s known DNA profile. Such orders may specify exactl items of evidence
within the evidence file may be compared with the suspect’m profile, or they may
simply limit comparison of the known suspect DNA profile yvi e evidence tested in
associated with that specific case. Often, these orders ﬁdirect OCME not to enter the
suspect’s known DNA profile, generated figm the und\' g swab order, into the local
NYC DNA databank (LDIS).

The OCME requires a Court Orde?@cﬁymg@)tectlon(s) to be afforded the DNA.

A telephone call informing th Qm nalist ourt s directive or copy of court
transcript or letter from a utoQ ense attorney is not sufficient.

The OCME Legal Department n\ view and approve all Protective Orders.

The OCME Legal Departméw Il email the assigned criminalist and their Assistant
Director supervisor that tive Order exists for their assigned case and in what
manner the Protecti r is directing the OCME in reference to the DNA profile of
the defendant. 6

The assigned @nalist or her/his Assistant Director supervisor shall incorporate a copy

of the Prote Order into the associated DNA case record(s) (in the LIMS case

record(s a hard copy of the case record(s) if one exists). The assigned criminalist
sistant Director supervisor shall make an entry in the case communication

LIMS case record(s) and in a hard copy of the case record(s) if one exists)

g the directive of the Protective order. Placing a copy of the email received from

E legal Department into the communication log is sufficient.

The assigned criminalist and the technical reviewer of the case record(s) shall confirm
that a protective order does or does not exist pertaining to a defendant’s DNA sample by
searching the PROTECTIVE ORDERS folder in the general FORENSIC
BIOLOGYLOGY_MAIN folder. This search is to be performed in every case where no
email from OCME legal Department exists in reference to that defendant or case record.
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This search is to be performed before the report for that case record is finalized and
distributed to external agencies.

G. Expungement Requests '\Q)

An attorney may request that a suspect or defendant’s known DNA profi punged
from the local OCME DNA databank (LDIS).

Anyone inquiring as to expungement of a DNA proffilast be referrx‘?& OCME

Legal Department. Q)

The OCME Legal Department will advise the attorney that th ay wish to ask for the
following:

o
1. The defendant’s known numeric profile@&punged from OCME'’s local
DNA database & .
2. The swabs collected from th?\fenda estroyed
3.  The associated DNA extﬁs? e desg d
4.  The associated Foren @ logy @ e file be destroyed

The OCME requires a Co%rder A fetter of request is not sufficient.

Upon receipt of an Expunge @rder, the OCME Legal Department will send an
email, with the Expungem% er attached, to the assigned criminalist or her/his
supervisor.

The assigned crimi aligr her/his supervisor shall be responsible for ensuring the
“terms” of the Expurtg€ment Order are honored.

H. Pos@viction DNA testing

The O @Chief Medical Examiner will perform post-conviction DNA testing upon
Co er, or the written approval of the District Attorney’s Office, or with the
al of the Legal Department and the Chief of Laboratories.

defense attorney or defendant’s written request for post-conviction testing is not
sufficient.

The Court Order or written assent of the District Attorney’s Offitest be sent to the
OCME Legal Department.
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Any attorney involved in Post Conviction DNA testing is welcome to come to the OCME
DNA building to speak with the assigned case criminalist to discuss case-specific testing.
If the assigned criminalist is a Criminalist 1l or Ill, the criminalist’'s supervisor mus e
present for any post-conviction conference.

The Order or written assent from the District Attorney’s Office shall be i |n AR ted into
the associated DNA case record(s).

l. Requests for Additional Testing

If a Prosecutor or Defense attorney requests additional testi %Iudlng statistical
analysis not previously calculated for the case, the reques \me reviewed by OCME
Management and the Technical Lead team on a case b se basis. The request can be
made through the case analyst. The requgsting age Il be notified of the decision on
whether or not testing will be conducte%

6\
5y &

Revision History: Q}Q
February 9, 2010 — ersion of procedure.
April 30, 2012 — @Itaﬂon with the OCME Legal Department, substantial revisions were made to Sections A through C,
and new Se through H were added.
July 16, 20 @heralized terminology to allow for the electronic storage of information.
May 5, Zlg—fections were updated to reflect new practices.
[ $014 — Section F, Protective Orders was updated.
- Section E updated to reference when the CASE RECORD REVIEW-PRIOR TO TESTIMONY form is required.
ger 24, 2015 — Added Section | - Requests for Additional Testing
, 2016- revised procedure with the consultation of the OCME legal Team
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Security

GUIDING PRINCIPLES AND SCOPE: b
All Department of Forensic Biology laboratory activities are carried out at the OC %A
Building at 421 East 26Street. Access to areas of the building critical to the in ty~of
evidence and the quality of tests conducted by the Department is restricted. Xﬁ ty is provided
at both a building level and a Department level. The Director of Forensic /8y y determines
the level of access into the Forensic Biology laboratory and office areas\

This document describes Forensic Biology building security proce .

PROCEDURES: \O\
A. OCME DNA Building Security @6 . Q(b
* N\

A. The OCME DNA Building,i wppe% a security monitoring system.
Cameras are situated t hout t side of the building and at key locations
outside the buildin ras nitored by OCME Security in the security
command center lo on@r.

B. OCME security staff is p@ent 24 hours a day, 7 days a week. After normal
business hours, on gité days, and on weekends, security staffing consists of a
security officer at tb or Security Command Center and a roving security

officer. O

C. The building two entrances:
* Mai ance at the west end of the building
eV r breezeway off J6Street

D. @ntrame Security

*)'"Retractable vehicular bollards at the entrance exterior prevent unauthorized
vehicular access to the plaza.
O » The reception desk is staffed Monday through Friday during business hours.
Q * Employees gain access to the staff elevators and other parts of the building
through turnstiles equipped with ID card readers.
» Visitors to the building must sign a guest logbook at the reception desk before
being escorted throughout the building.
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» Employees use an ID card reader on the non-revolving door to gain access to
the building during non-business hours.

o In case of difficulty with the card reader, employees should use th
intercom to request assistance from the officer staffingri’rfk)ar e%
Security Command Center. \

o If no response is received from the Command Center witggl?%

minutes, the employee should seek assistance from the Officer at

the vehicle access point. (I/Q

E. Vehicular Breezeway Security \)
» A guard booth is situated at the entrance and is & y an OCME security
I

officer from 7 AM to 7 PM Monday through Fridgy, uding holidays.
* The security officer controls a gate which aIIo&ehicular access.
* The security officer monitors atﬁs to the\ g dock.

card readers that ha n prq ed by OCME Security.

B. Laboratory Security v C)O

1. The offices and laboratorieg of the Department of Forensic Biology are accessible
only to personnel aut by the Laboratory Director.

F. Interior Building Security g} Q
* Employee access to flog d rooﬁnside the building is controlled via ID

2. The Security Ac Q’Ian for Forensic Biologyutlines standard access
iSSi éious OCME employee groups.

permlssmnsc)
3. All visitorg\iqc uding OCME employees who are not permitted access to
Departient laboratories or offices via their ID card, must be escorted by a

For iology employee
-@individuals who enter laboratories must provide a buccal swab sample for
t

0 e quality control database.

10 Non-standard access for OCME employees and for individuals not covered by the
Q Security Access Plan requires a written authorization from the Director or
designee.

5. Evidence storage areas in the sub-basement and ofi fle@5are under the
control of the Evidence Unit and are not accessible by Forensic Biology staff.
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6. Long-term records storageareas are located on th& ffioor and are under the

control of the OCME Records Department. Access is available to selected
members of Forensic Biology as requested by the Director of Forensic Bi%y.

7. Guidelines have been created for Forensic Biology staff regarding vigiigranand
guest tours of the OCME DNA building. See memo M2008-005. (1/
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SECURITY ACCESS PLAN FOR FORENSIC BIOLOGY

The Security Access Plan for Forensic Biologgutlines standard access permissions for various OCME employee
groups. Exceptions to or deviations from this Plan for OCME employees or permissions for other individ or
groups not covered by Plan requires a written authorization from the Forensic Biology Director or deS|

Definitions:
Unlimited Access: 24 hours a day, 7 days a week \(1/
Limited Access: 8 a.m. to 6 p.m. weekdays
Extended Limited Access: 6 a.m. to 8 p.m. Sunday through Sat
No Access: Entry to offices/labs only with an escort who has aut&\d ccess
Group Laboratories (4 to 8) Office Areas (5, 7, 8, 11,2 Office Area (13)
FBio Crims, CRSS Unlimited, all but QA lab Unlimited Unlimited
QATeam, Managers Unlimited R Unlimite, (\\ Unlimited
FBio A-Team No Access Unlimit Unlimited
FBio Interns Limited access to lab(s &d acc ssigned Limited
needed for project; define efsied by memg
by memo per individﬁi: ea&dual
Chief Medical Examiner, No Access Q |m|ted Unlimited
Chief of Staff, Assistant
Commissioner Building &0 O
Services O
OCME Administration* No AEess ( ) No Access Limited
Forensic Investigations No Access \ Unlimited 8 & 11 Limited
(Medicolegal Death O
Investigators, Family K
Outreach) \
OCME Senior Staff** NeXccess No Access Limited
SIU Criminalists Lingted\5)8 QA lab on § Limited Limited
Legal (general) %a Access No Access Unlimited
Legal-FBio X 0 Access Limited Unlimited
OCME Health & Safety,Q Limited Limited Limited
OCME CIO and IT, ~ No Access Limited Limited
Desktop Supp ’
OCME Sec& Unlimited Unlimited Unlimited
OCME Fire an¥\ Safety Unlimited Unlimited Unlimited
DirgTt
EU-NgmSepervisory Unlimited 5 Unlimited 5 Unlimited
ervisors Unlimited 5 Unlimited 5; Limited 11 & 12 Unlimited
ﬁiesfngineers Unlimited Unlimited Unlimited
Facilities-Maintenance Limited Limited Limited
OCME Cleaners Extended Limited Extended Limited Extended Limited
OCME Records No Access Limited Limited

*Includes: First Deputy Chief Medical Examiner, Deputy Commissioner Administration, Deputy Commissioner Operations

**|ncludes: Director and Assistant Directors-Forensic Toxicology, Agency Chief Contracting Officer, Public Affairs Director, Assistant
Commissioner Finance, Budget Director, Assistant Commissioner Human Resources, Director-Human Resources, Director-Anthropology,
Director-Special Operations/Investigations, Director-Histology, Director-Agency Wide Projects, Director-Small Purchases.
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Revision His N%}'
Februanf9, £010 — Initial version of procedure.
Sept

7, 2010 — Revised Guiding Principles and Scope section to properly reflect the contents of the procedure.
, 2011 — Revised Security Access Plan to grant the OCME Fire and Safety Director and Facilities-Engineers
limited access to all operational areas of the Department of Forensic Biology.
July'16, 2012 — Section A.5 modified to reflect changes in Security coverage of the garage entry (no longer 24/7).
May 1, 2015 — Security Access Plan for Forensic Biology chart was updated to include Forensic Investigations personnel.

December 15, 2015 — Added Extended Limited Access hours to Definitions and modified OCME Cleaners to have this
access type.
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Complaints

GUIDING PRINCIPLES AND SCOPE

Complaints can provide valuable information about problems with the manageme '\Em or
insight into potential improvements. Complaints have varying degrees of seri The
Department of Forensic Biology endeavors to respond to complaints to a d mmensurate
with the magnitude and urgency of the complaint.

This procedure describes how the Department of Forensic Biology de%\sl/complaints
received from customers, other parties, and employees.

PROCEDURE \'O
1. Complaints may be received veerIIQQﬂ Wriff any member of staff.

2. The recipient evaluates the co t an S it to an appropriate staff member for
follow-up. For example: &

a. General concerns ag com s or those relating to a specific function of the
laboratory, case accept \scnterla or evidence and reporting policies should be
directed to a Criminali @ upervisor, the Quality Assurance Manager (QAM), a

Technical Leader, anager

b. Evidence intake | should be directed to a Sign-In specialist.

C. Specific casgs s or personnel performance issues should be directed to the
supervisor o@ scientist assigned to the case.

d. External &stomer complaints (i.e. NYPD or DAO) should be directed to the
Chief oratories, the Director, a Deputy Director, an Assistant Director or
the anager

customer complains (i.e. OCME staff) should be directed to the Chief of

e. I
ﬁtories, the Director, a Deputy Director, an Assistant Director, a supervisor
0 the QA Manager.

3. QQ staff member evaluates the complaint.

a. As needed, the staff member contacts the complainant to discuss the specifics of
the issue. If the staff member is able to resolve the issue during this discussion,
and the issue was not related to non-compliance with the laboratory’s
management system, no further action is necessary.
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I. Case related contacts are documented in the case communication log.
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b. If the evaluation indicates that the complaint is due to a specific non-conformance

with Forensic Biology guiding principles, procedures, or quality system, the staff
member determines whether the CONTROL OF NON-CONFORMING W
and/or QUALITY INCIDENT REVIEW procedures are applicable \

I. The staff member may consult with the QAM and/or an ap e
Technical Leader to assist in making the determination.
@o umented as
MPLAINT

il. To avoid duplication of effort, complaints investigated
guality issues are not required to be investigated vi\

FORM. Q

C. If the staff member is unable to resolve an issue, and% issue does not fall under
the requirements for investigation as non-conformj8g work or a quality incident
review, the issue rises to the level Ef a formal aint.

4, Formal Complaint Process Q@

a. The staff member condu e |n| ow up of the complaint (the “Forensic
Biology Reporter”) co Pag the COMPLAINT FORM and submits
the form to the QA

. Written complamt&{gaached to the form.

b. The QAM, either in ently or after discussion with the Director or designee,
assigns someone duct additional investigation with respect to the validity of
the complalnt estlgator can be the same as the “Forensic Biology
Reporter” @z of the COMPLAINT FORM is used to record the details of the
mvestlga the investigator’s conclusion.

C. The i@gator returns the form to the QAM for review.

& If the QAM disagrees with the investigator’s conclusion, he/she may
request additional investigation or may change the “Investigation Status”
O on the form.

0. When the investigation is complete to the satisfaction of the QAM, the
appropriate box on Page 3 is completed by the QAM to describe the corrective
actions taken and/or follow-up with the complainant.
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e. The form is provided to the Director for review and signature. The Director

returns the form to the QAM.

f. The QAM assigns the complaint a unique identifier for documentation p r@es
and files the complaint as a Quality Record. Qb\

Revigieg {igtory:
@m ary 9, 2010 — Initial version of procedure.
J 6, 2012 — Minor terminology change: added “communication log” in Section 3.a.i.

April 15, 2016 — Updated to include where complaints should be directed, specified where complaints against the quality
system should be addressed with a Control of Non-Conforming Work procedure, or QIR procedure, and reflected that a
unique identifier will be assigned instead of a “complain number” to each complaint.
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Purchasing Services and Supplies
GUIDING PRINCIPLES AND SCOPE:

Many of the services and supplies used by the Department of Forensic Blology h Nrect
impact on the quality of the testing conducted by the Department. Only serV|c upplles of
the required quality will be used. Therefore, the Department’s purchasing rmance
verification procedures must ensure that all Department requirements ar

This procedure describes how the Department (1) purchases, recelv stores reagents and
laboratory consumable materials relevant for the tests conducted; fles that these
purchased supplies, reagents and consumable materials meet Dgp ent requirements; and (3)

evaluates suppliers of critical consumables, supplies, and ser which affect the quality of
testing. Refer to the LIMS manual for Forensic E¥Qlogy forﬁc procedures within the LIMS

system. @ . Q
R N

| S O
PROCEDURE: C‘)Q O\

A.  General Ordering Pro C)O

The Department purchasing pr \@S is guided by New York City Procurement Policy
Board Rules. K

1. Working within %roved budget, requisitions for purchase orders for services
and supplie tered by designated individuals from the Department into the
OCME proc ment software. These requisitions, including any technical
specific s, are approved by the Director of Forensic Biology and/or the
Direct %e&gnated proxy before they are processed for expenditure by the
Offj @ udget Administration and forwarded to the Purchasing Unit for action.

Requisitions for purchase orders for services and supplies may be subject
O to City competitive bidding requirements.

After the external approval process is completed, the Department of Forensic
Biology receives copies of the following, as applicable:

a. Blanket purchase orders for a specific vendor, typically expiring at the end
of the Fiscal Year.
b. Contracts for one year or multiple years
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B. Forensic Biology Process for Ordering Supplies, Reagents and
Consumable Materials

1. Internal requests for supplies, reagents, and consumables are submitte,@e
Quality Assurance (QA) Unit, generally via:

a. QA/QC Request Form, or \(I/Q

b. E-mail

QA Unit members may also self-initiate requests. \(1/

2. The requests describe the item(s) needed and quant each. The technical
specifications are based upon the needs of the parQuIar procedure and, where
applicable, past ordering informatiqQn. @

3. A member of the QA unit deter wrlet rihe item(s) requested are in stock.
Items in stock are delivered.t{& eqle staff member/Department unit.

4. When items are notin s :

Sheet” on th&Depart server. These entries are reviewed by a QA
Unit supervisor w%ve les (1) the technical specifications of the items

requested (2) w a purchase order is in place for the item, and if so

(3) whether t chase order has sufficient funds to purchase the

requested i ? The supervisor approves entries by placing their initials

into heet. The supervisor then enters the information into the QA
n

a. The QA Uni {ws itt?@aQneed to be ordered into the “Pending Orders
e

“Orddrs gnd Receiving Database” on the Department server.
b. F Biology procurement staff has the primary responsibility for
Oﬁ?g orders; however, assistance may be provided by members of the

Team.
C. édgers for ABI products with a valid, blanket purchase order are placed
using a suitable mechanism such as the internet or telephone.

00 I. Detailed specifications for products not previously ordered (e.g.,
O item description, catalog number, etc.) should be supplied by the
Q original requestor.

il. A copy of the order is maintained.

iii. The order date and any additional information regarding the order
are entered into the Orders and Receiving Database. Order
information is also entered into an “accounting” worksheet for
budgeting purposes.
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d. Orders placed for non-ABI products are based on the entries in the Orders

and Receiving Database.

I. An order is placed with a vendor via telephone, fax, or interr%
referencing an applicable purchase order. Copies of ord '\
acknowledgements are retained.

il. If no blanket purchase order exists, a requisition fo % se order
is entered into the OCME procurement software,

iii. The “order date” for each item is entered into rs and
Receiving Database. Order information is al ered into an
“accounting” worksheet for budgeting purp%

Reception and Storage of Supplies, Reagents éConsumable
Materials

Forensic Biology Materials Ma@%me @collects packages received by the
OCME Receiving Depart

Packages of basic go gr?able&pened by Materials Management in the
Receiving Departm%*a ents are verified against the packing slip; the

packing slip is returned (\ ceiving Department.

Packages of reagen icals, test kits and non-basic consumables are
delivered to the Q

A member cﬂ@A Unit opens each package and verifies the contents of the
package agagsA the packing slip and purchase request (in the Orders and
Receivi tabase) to verify if the correct materials have been received.

a. Q sReceiving/Inspection Form” is completed. Any discrepancies,
cluding inconsistencies with respect to the original order, are recorded
on the Form

\b The packing.slip is signed and dated.
OC. The QA Unit retains copies of the Receiving/Inspection Form and the

O packing slip
Q d. Non-critical reagents are presumed to comply with laboratory

requirements as long as the materials received meet the technical
specifications on the purchasing document.
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e. Critical reagents must be performance tested prior to use.

I. Critical reagents as defined by the “Quality Assurance Standards

for Forensic DNA Testing Laboratories” are those reagents
“are determined by empirical studies or routine practice t %re

testing on established samples before use on ewdentl@
casework reference samples.” (1/

il. The reagents that the Department classifies as “ aW/are listed
in the REAGENTS procedure in the Quality A e/Quality
Control Manual. Purchased critical reagents pass QC testing
in order to be used for casework. See th ENTS procedure
and various reagent QC procedures an

—

5. Data entry into the Order and Recelvmg Log on b‘@epartment server and in the
LIMS is completed.

6. Any reagent or item (i.e. 3130 ‘L@as been entered into the LIMS and
assigned a LIMS lot num be Ia with a LIMS label. This label details

the Reagent Type ID, re otn and expiration date. The label also has a
barcode, which can b ned tilized in the LIMS.

7. Reagents, test kits, d sim aterials are stored as per the manufacturer’'s
recommendations.

8. General consumablé\%re stored at room temperature.

D. Evaluation of S I@s

The Quality Ass&ence Unit maintains a list of critical reagents, supplies, and services
which affect t ality of testing results; the approved manufacturer(s)/provider(s) for
each item; t@)asis for approval; the initials of the approver; and the date of the most
recent al. The following are examples of possible justifications for approval:

E;&voviders of calibration services, proof of accreditation to ISO 17025
providers of proficiency test services, proof of approval by ASCLD/LAB

he Department’s past experience with the quality of reagents and supplies received
Q from the supplier, such as passing internal Quality Assurance performance checks.

Revision History:
February 9, 2010 — Initial version of procedure.
July 16, 2012 — Added LIMS references in Section C, Steps 5 and 6; removed QA/QC Raw Material form reference.
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Removing records from the electronic case logbook
GUIDING PRINCIPLES AND SCOPE b

The Forensic Biology electronic case logbook is a database originally created u5|
Microsoft Access program. Base Records a screen/window in this database t ains
administrative information (case numbers, dates evidence received, analystj S& rs, etc.)
associated with a “scheduled analysis” for a Forensic Biology case. Eac ic Biology case
is associated with one or more Case Records, depending upon the com of the case. On the
other hand, “record” is a generic term for documented information or { o) hether electronic or
hardcopy, administrative or technical, associated with Forensic Bio % ases.

A variety of circumstances can lead to the creation of Case R s or vouchers that are
extraneous and need to be removed from the d ase. In t laboratory metrics and/or loss
of data can result from failure to remove extr rec from removing records in an

incorrect manner.

Extreme caution should be exermsed eIe ormation from the databas®eleted
information cannot be easily recov ch S that records deleted in error must be
recreated manually using |nform ysical case file.

This procedure describes in deta|I the S taken to delete Case Records and vouchers.
PROCEDURE O

One or more members of@ (“Access Database Administrators”) are authorized to delete Case
Records and vouchers&m this database.

A Forensic Biolo member who needs a Case Record or voucher deleted from this
database shou d their request via e-mail tacakss Database Administrators.
a. uest for Case Record deletion must specify the case number and, if
OQplicable, the Case Record number (e.g., 2 of 3).
A request for voucher deletion must specify the voucher number and preferably

Qlo the case number as well.
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All subsequent steps are conducted by an Access Database Administrator.
A. Case Record Deletion Q
1. Use the Search Dialog form to locate the appropriate case. \

2. Verify that the number of Case Records associated with the casé{s}pnsistent with
the request.

a. For example, if there is only one (1) Case Record Igfted with the case
number, but the request is to delete Case Recor " or “the second
record,” follow up with the requestor to resolve@screpancy.

3. Follow up with the requestor with respect to any ﬁls of their request that are
unclear.

a. For example, if the reque delet ‘second record,” question if

that means that Case R 20of d be deleted. This is important

because, based on S‘Qé (orh database was queried), the “second
record” could be s ing eI

b. Some requestos\wi add TE ME” into the Additional Info box in

the Case R Q o clarify which screen should be removed.
c

4, Select the appropriate ord to be deleted.
a. If the case has @ne Case Record (“1 of 1), delete that screen.
b. If the case h le Case Records, delete only the specific screen(s)
requested.

5. Use the Del@ﬁormenu option to delete the selected Case Record(s).

E\'ve : HQ\ . Microsaft Access
B,
— @ Create External Data Database Toals Add-Ins

= & Cut i AR A = MNew . Totals
(S = = =
L= ~—! 133 Copy J =8 save %7 Spelling
-W 2 Format sainter ||| B2 | A= | - R | Bie || X peteteld e
0 Views Cliphoard T Font !x Delete L

lich Te
I 1
O |2 ‘ { =l case Log Book ‘27- Delete Record ‘
| =
Q | 4 | Tma I~ o -~ - Additianal i.n-—%-

6. When one or more Case Records are deleted from a case with multiple Case
Records, edit the Case Record # field in the remaining Case Record(s) to correctly
reflect the revised numbers.
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a. For example, if Case Record “2 of 2” was deleted, Case Record # “1 of 2”
in the remaining case screen must be changed to “1 of 1”.
7. Send an email to the requestor and the other database administrators when the
request has been fulfilled. This serves two purposes:
a. It prevents confusion with respect to whether the request was and
b. It provides an opportunity for the requestor to see that the Case

Record was deleted.

8. Save all requests in an Outlook folder as documentation o W@/as done and the
reason for removing the Case Record(s). Q

B. Voucher Deletion

1. Use the Search Dialog form to findghe case a@ted with the voucher.

2. Locate the voucher that is tg b& eteds Q
N \
3. Highlight the entire Iine.C)Q

I\‘oucher sulrfnrml

- ) ~ FBio Date R » Submitted ltem: » # of ltems Examine » # of |
FB10-06885 10-13714 R559W7 : 10/1/2010/ 10

FB10-06885 10-13714  R599747 1/4/2011/10
*| FB10-06885

A §\ﬁ :

4, Use the Del§ié&gly to delete the highlighted voucher line.

5. Send a@mail to the requestor and the other database administrators when the
re as been fulfilled. This serves two purposes:
& t prevents confusion with respect to whether the request was done and
6 It provides an opportunity for the requestor to see that the correct voucher
O

was deleted.
00 Save all requests in an Outlook folder as documentation of what was done and the
reason for removing the voucher record.

Revision History:
April 19, 2011 — Initial version of procedure.
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