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Staff Roles and Responsibilities

GUIDING PRINCIPLES AND SCOPE %

Staff roles and responsibilities within the Department of Forensic Biology are defined and
organized so that the services provided by the Department can be conducted to a high of
professionalism, efficiency, and accuracy. \

This document describes the responsibilities, authorities, and interrelationshiEs\mrensic

Biology staff. Q

ORGANIZATIONAL STRUCTURE OK
N\

The Director of the Department of Forensic Biolo mem he Executive Staff of the
Office of Chief Medical Examiner (OCME) and%a ts di the head of the agency, the
Chief Medical Examiner. See the OCME 1Zation . Some support services, such as
Human Resources and Finance, are provi@ o'the Dégtment of Forensic Biology by other
departments within the OCME &

primary case type worked, e.g., property s, or by primary operational responsibility, e.g.,
quality assurance. The Forensic Biolog( anizational Chart shows the structure.

N

ROLES AND RESPONSI%I&QS

Director \

@&for the overall scientific, quality, and administrative operations of the
ic Biology. The Director may perform administrative and technical

cases. The Director prepares productivity, statistical reports, and audit

¥fed by Chief Medical Examiner and/or City, State, or Federal agencies. The
Director@™gy”perform scientific analyses, train subordinates, testify in court, monitor testimony
of ates, and prepare annual reviews of subordinates. The Director establishes guiding
princiwdes for the operation of the Department.

The Department of Forensic BiologyEs a s';ng@)erational unit organized into various teams by

The Director is res
Department of F,
reviews on sel
reports, as
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Deputy Directors

Deputy Directors assume the responsibilities of the Director in the Director’s absence. Deputy
Directors supervise Assistant Directors and work with them to achieve Department goals. %
Deputy Directors may assist the Director to develop guiding principles for the operation o
Department, perform scientific analyses, perform technical reviews of cases, review prof y
tests performed by Assistant Directors or others, train subordinates, testify in court, myi

testimony of subordinates, prepare annual reviews of subordinates, and complete mi& neous

projects as assigned by the Director. \

Each Assistant Director leads an operational team witgin the Dep @t. They manage the
work of the team in order to achieve Departmenta e or more Criminalist IV’s
and their subordinates; perform technical revie g ases su ed by and/or worked on by

[

Assistant Directors

subordinates; assist with the training of new Hi r pro taff, police investigators, or
attorneys; represent the Department of Fo olog eetings with other NYC law
enforcement and/or criminal justice age |e comm e with stakeholder agencies regarding
testing requests and results; and tria enc bsence of the Director and Deputy
Directors, a designated Assistant DirgCtor Wll@ Igned the responsibility for overseeing the
administrative operation of the Departmen ensic Biology. An Assistant Director may
perform scientific analyses on casework stlfy in court. Assistant Directors prepare annual
performance evaluations of subordin onnel.

LIMS Administrator C)O

The Forensic Biology I&Administrator is responsible for the implementation, maintenance
and future develop f the laboratory’s LIMS program. The LIMS Administrator acts as a
liaison between F {C Biology and the OCME Information Technology department in all
aspects pertaing IMS and other computer applications.

&
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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 for
mitochondrial DNA operations) and one Serology Technical Leader. Each DNA technica
has the authorities and responsibilities described in the FBI DNA Quality Assurance St
For specific information, see the DNA TECHNICAL LEADERS document in the For§si
Biology Administrative Manual.

Assistant Technical Leaders GQD\

Where necessary, Assistant Technical Leaders will be appointed to a the DNA Technical
Leader. Under the DNA Technical Leader’s directiongan Assista nical Leader may be
assigned additional duties (e.g., coordination of train%review' lidations, organization of

records, etc.). In addition, an Assistant Technica I@ier ma in solving technical
problems involving analytical methods unde prov. DNA Technical Leader.

&

CODIS Custodian/Supervisor

The CODIS Custodian/Supervisor is equivb@thhe “Casework CODIS Administrator”
position described in the “Quality Assur tandards for Forensic DNA Typing Laboratories”
and as such is the system administrat &a laboratory’s CODIS network. For a specific list of
duties and responsibilities see the K ic Biology CODIS Manual.

Quality Assurance Ma g)

The Quality Assura@nager is responsible for the overall implementation and maintenance
of those aspects g epartment of Forensic Biology management system related to quality.
The responsibili re varied and meet ASCLD/LAB requirements and the FBI Quality
Assurance ﬁérds for Forensic DNA Testing Laboratories. The Quality Assurance Manager

supervis Quality Assurance Unit, which is responsible for conducting numerous quality
con@/ities within the Department.

Criminalist, Level IV

The responsibilities of Criminalist I\V’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 11I’s, I1’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 stakeholder
agencies regarding testing requests and results, triage evidence, participate in the training of
subordinates, testify in court, take proficiency tests as required by regulating and accrediti
bodies, work on designated projects, and supervise analytical rotations in the Iaboratory(I:Q

Criminalist, Level 111 b‘

title and in the Tasks and Standards documents. Generally, Criminalist 11 supervise
Criminalist 11’s and/or Criminalist I’s. Criminalist I11’s may also supervis /or work in
rotations: DNA extraction, DNA quantitation, P30 ELISA, STR anal and review, perform
scientific analyses on evidence submitted to the laborgtory, prepa en scientific reports,
perform technical reviews of simple cases, perform a%nistrati iews on DNA cases, train
new Laboratory Associates and Criminalists, tak @flmenc as required by regulating and
accrediting bodies, and testify to results. In th%ence OSQ iminalist IV, a Criminalist 111
may assume those responsibilities on an i asis

Criminalist, Level 11 Q ( ,O

The responsibilities of Criminalist 11’s a@scrlbed in the Civil Service specifications for that
title. Generally, Criminalist 1I’s ar sible for the daily examination and scientific work
performed on evidence in casew orking in rotations, training new Criminalists, taking
proficiency tests as required by, lating and accrediting bodies, preparing written scientific
reports which reflect testin stifying to results. These scientists are examiner/analysts as
defined by the FBI Quality ASsdrance Standards.

Q

Criminalist, Lev IB

The responsibilities of Criminalist 111°s are described in the Civil Service sp '%tions for that
e

The responéb’q?&es of Criminalist I’s are described in the Civil Service specifications for that

, Criminalist I’s are responsible to work in rotations in the laboratory and, after
training, may examine rape kits and other small items of evidence, prepare written
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 specifications
for that title and in the Tasks and Standards documents. City Research Scientists conduct
research and develop new scientific methods for the Department of Forensic Biology. So '\
City Research Scientists may be trained in DNA analysis, and those levels that are task
supervise may do so for other City Research Scientists or those in the Criminalist title\
Generally, for those trained in DNA analysis, the responsibilities of a City Research ntist
Level IV-A or Level IV-B are equivalent to the responsibilities of a Criminalis V; the
responsibilities of a City Research Scientist, Level 11l are equivalent to the r Xsibilities ofa
Criminalist, Level I11; the responsibilities of a City Research Scientist, L@re equivalent to
the responsibilities of a Criminalist, Level Il; and the responsibilities of a Research
Scientist, Level | are equivalent to the respon5|b|I|tles of a Crlmmallb evel IA & IB.

Training Coordinator 466 Q

The Training Coordinator is responsible f chedul.gd d training of all scientists in the
laboratory. The Training Coordinator r 0an nt Director. The Training
Coordinator is responsible for main ra @ rds and ensuring that the Department
meets NYS and accreditation stand w @

Forensic Biology Health and Safety,éQmator

The NYC Office of Chief Medi aminer (OCME), Health and Safety Unit has an Agency-
appointed Safety Officer forfthe artment of Forensic Biology. The Department of Forensic

Biology appoints a Heal fety Coordinator to assist with safety and compliance efforts in
the laboratory, as nece The duties of the Safety Coordinator include, but are not limited to:

e Assisting ency-appointed Safety Officer in developing and implementing
appropri&eNaboratory safety policies, practices, and procedures.

. Cor@ﬂg an annual review of the Safety-related Manuals to ensure that all documents
a o-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.

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

e 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) Pgl/

Administrative Supervisors are in charge of the administrative support functio
Department. Administrative Supervisors supervise a team of administrative r%(ssmnals and
ensures the proper handling of phone coverage; administrative review of files and
distribution of reports; generation of certified copies of casework files fo rneys; and

maintenance of casework files in archive, timecard and payroll handljg®, Administrative
Supervisors may also oversee the management of all Repartment rement matters and
Departmental human resource functions |nclud|ng re ment, r@ on, employee relations, and

performance evaluations.

@\

Administrative staff assists in the proger hand@gr phone coverage; administrative review of
casework files and distribution of reports; on of certified copies of casework files for
attorneys; and maintenance of casework

\a

Evidence and Property Contro@cialists

The EPCS staff is respongs'bge} creating Forensic Biology cases for evidence that has been

Administrative Staff

submitted to the OCM ¥ence Unit. They evaluate the submitted evidence and its associated
administrative docu tion; create the initial “Schedule of Analysis”; and follow-up with the
submitting agenc ditional information as needed.

ry 9, 2010 Initial version of procedure.

N20, 2010 — Added the Role and Responsibility of the Forensic Biology Health and Safety Coordinator.

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

October 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.
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Document Control

I.  Guiding Principles and Scope

management system in order to ensure that invalid and/or obsolete documents
used. This procedure describes how controlled documents are created, rews

distributed, and archived. \}\

Il.  General Structure of Management System DocumentQ

The Department of Forensic Biology controls all documents that comprise its 47@

A. Internal Documents. The internal documentsihat comprianagement system are
structured as follows:

Quality

Assurance/ Forms Manual Official
Quality Memos (some)
Control

Manual

Scientific Administrative
Procedures Manual
Manuals

Management
Manual

. Manage:g:? stem Manual: The Management System Manual is the top
tier d in the management system. It provides an overall guide to the
manﬁ nt/quallty system of the Department of Forensic Biology. It

% references to other management system documents that have more
ed information. In terms of Standard 4.2.2 of ISO 17025:2005, this is

& “quality manual.”

O. 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, and CODIS Manual.

e 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 quality
control activities, for example, proficiency testing, reagent preparation and
performance testing, validation, and equipment calibration and mainten A
programs. %

Evidence and Case Management Manual: This manual contai@
procedures related to (1) evidence intake, distribution, and retdM; ‘and (2) case
handling, including evidence examination guidelines; han%t, evaluation,
and troubleshooting of cases which are in progress; re Ing and
reviews. %

Training Manual: The Training Manual detaii@ouse training in the
Department.

< .
Forms Manual: Forms ar’egéd tore %rmation. Their use is specified
in various procedures. fficial are compiled in the Forms Manual;

however, forms use Quali@ surance team may be in an appendix in
the Quality Assu ualj @trol Manual.

Official Memos: Offichgfnemos are used within the Department to
document the distrib operational information to staff and operational
agreements betwe Department and its customers. Some memos convey
guidelines for is at do not fall under the Department’s management
system, e.g dfe¥s ‘codes. However, other memos may address issues that do
have an o@lonal impact and are considered to be controlled documents.

Mas@st: The current revision status and distribution of all documents
part of the management system, whether internal or external are

tl‘@
& rded in various Master Lists. The table of contents for a procedures or
r

ms manual is the “Master List” for the documents contained within the
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 documents are 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
documents

Controlled

, and instrument manuals. References to applicable controlled external

are found in internal management system documents.
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Responsibility and Authority for Document Control

e The Laboratory Director and/or Deputy Directors have the primary responsibilit
and authority for approval of the Management System Manual and all guiding %
principles and procedures that are under the Administrative Manual. The dire
may also act as back-up approvers for all other documents; however, where
Technical Leader authorization is needed, the approval can be done only
director is acting as the designated deputy Technical Leader in the ab en t e
primary DNA Technical Leader.

The Quality Assurance Manager (QAM) has the primary re@mty and
authority for implementation and maintenance of the documgn trol system. The
QAM is also the primary approver of all guiding principl procedures that are
under the Quality Assurance/Quality Cont}Ql Manual, ce and Case
Management Manual, and Serology Mﬁ

The Nuclear DNA Technical Leg as the@v ry responsibility and authority

for approval of procedures in t ocols rensic STR Analysis Manual; is
principal or co-approver of ficie Ing program; and is principal or co-
approver of the Nuclear rainj ram content in the Training Manual.

The Mitochondrial DNA TechNical Leader has the primary responsibility and
authority for approval of prg @es in the Mitochondrial DNA Analysis Manual;
principal or co-approver o%% proficiency testing program; and principal or co-
approver of mitochondn’@ A training program content in the Training Manual.

The Training M@er has the responsibility and authority for approval of the
Training Man%

The COI@?anager has the responsibility and authority for approval of the CODIS
Man

N

&e 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.

e Assistant Directors have the authority and responsibility to propose new and revised
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guiding principles and procedures and to provide expertise for the review of
document proposals.

e All Forensic Biology staff has the authority and responsibility to propose new am}\%

revised management system documents. Q

1. All management system documents generated by the Iaborat@arked with:

I. Name or title of the document Q
ii. The name and/or title of the approving authority,
iii. The effective date and/or date of approval OK
Iv. Page numbering in an “page x ” forma

2. Stand-alone manuals (e.g., mapya @ét a@pilaﬁons of individually

DOCUMENT FORMAT

approved procedures) and i | pro include a revision history.

CREATION, REVISION, APP L OF MANUALS, PROCEDURES
AND FORMS

The process for creating new or@ed manuals, procedures, and forms is:

. 3. Document
1. Draft document 2. Evaluation of formatted by
written & submitted request; interim |:> Document Control
reviews & revisions Coordinator (DCC)

6. Staﬁwg; 5. Approved 4. Final review;
es

DCC ¢ <:| document placed <:I approval or

up on server rejection

dasgs
\J

QO
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Step 1. Draft document written & submitted
e All document and form revisions are submitted to the Quality Assurance

Manager
e The top portion of a “Request for Document Creation/Change” form is comple’@
and submitted with the draft document.
e For ease of document creation, the preferred format for a draft documeni Q
electronic “Word” file.
o Staff should request an unprotected electronic copy of the docum ) they
wish to revise from the Quality Assurance Manager or Doc ontrol
Coordinator.
o0 “Track changes” should be active for document rewsm@%mt the proposed
changes are apparent to a reviewer.

Step 2. Evaluation of Request; Interim re
e The QAM reviews requests for new, V|sed ents and forms.
e Feedback should be sought from led aff members who would be
t%

ssurance Manager may recommend

at this stage that the doc chan ation request be rejected.

dis ith the Approver.

es wit he ecommendation, the “Approval” section of
the “Request for Documegqt Creation/Change” is completed as per Step 4.

o If the Approver feels @ e request has merit, the document continues
through the appro ﬁocess.

o0 Performance ch must be conducted for forms containing macros, and the
document@@ovided to the Quality Assurance Manager.

Step 3. Documehq;)rmatted by Document Control Coordinator

e FormattiQONNcludes ensuring that the document has the correct header and footer
layou document Revision History should be updated as applicable.

Step 4.4Mnal review; approval or rejection
0 e Approver completes the “Approval” section on the “Request for Document
O Creation/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.
e 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
e The Document Control Coordinator or designee places the new or revised

document on the Department server
0 The documents on the server are the official “controlled copies” for intern h
generated management system documents. K
0 The documents on the server are protected against unauthorized cha
creating a protected template version of the original document. {ai/

Step 6. Staff notified; Document Control Coordinator completes u
e The Document Control Coordinator or designee performs th pg\wmg tasks:
0 Updates the Table of Contents or other applicable “M
o Archives out-of-date documents, as applicable a@

1)  Archived documents are marked with “Archjpg&q{” (or equivalent), the
date archived and the identltﬁy posmor\& me/initials) of the
archiver.

2)  Electronic copies of arc '@lntem gement system documents
are retained indefinit

3)  Access to archive
Manager, Doc n
Directors.

4)  Requests by taff for @s of archived documents must be submitted in
writing to the Qua urance Manager.

o0 Files the completed “ t for Document Creation/Change” and a copy of

the draft documen I@Step 1)

e Staff discards prlnt es of obsolete versions of documents.

ents Q icted to the Quality Assurance
ontro dlnator Director and Deputy

Note: Interim revm@ controlled documents are not allowed.
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1.  OFFICIAL MEMOS

Official memos are used within the Department to document the distribution of
operational information to staff and operational agreements between the Department
its customers. Memos fall under the Department’s document control system only
the content impacts testing or the management system. This procedure describe
parameters by which official memos are created and archived.

The authority and responsibility to issue official memos is restricted to manag ant
directors, deputy directors, and director). x
1. Official memos are prepared on Department letterhead an entlfy the
author and date of issue.
2. Official memos are protected against unauthorized ch S, retalned on the
Department server, and grouped in folders by year ribution.
3. A memo that is out-of-date is marked @hlved” uivalent) and with the date
archived and the identity (by nam ostnQ( e individual who is archiving
the document. * N\
a. The memo is retai ts ori cation on the server and the file

name is modifie Iude rd “archived”.
b. Electronic co emos are retained indefinitely.
V. PERIODIC DOCUMENT REVI

1. The Quality Assuranc?@enager creates a document review schedule to ensure
that all documents tidgtform part of the management system are reviewed at least
once during a I@r year.

2. The schedule@?the documents, the staff responsible for review, and the
proposed (S) by which the review is to be completed.

3. The sta ber responsible for the review of a document is the approving
autho For example, the review of technical DNA procedures is assigned to

t ropriate DNA Technical Leader.
4, pproving 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.

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

S
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V. RELEASE OF MANAGEMENT SYSTEM DOCUMENTS TO EXTERNAL
PARTIES

1. Requests for the release of Department of Forensic Biology management syste
documents to parties external to the Department must be made in writing. |
external party is an attorney making a discovery request, refer to the AT
REQUESTS procedure.

2. The Quality Assurance Manager has the authority and responsibilitym nsider
all such requests and may require documentation from the requextb\ th regard

to their proposed use of the document(s). ®
3. The Quality Assurance Manager may consult with an OC | Counsel.
4. Records of all requests and their dispositions are maintain the Quality

Assurance team.

> &
N
?30 OO
&
QOQ
&
&
D
Revision

;2010 — Revised the Responsibility and Authority of the Director, Deputy Director(s), and the Quality Assurance
Vlanager to specify the responsibility for the approval of the Management System Manual, Administrative Manual,
Quality Assurance/Quality Control Manual, Evidence and Case Management Manual, and the Serology Manual.
May 1, 2015 — Updated procedure to reflect current practices.
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Control of Records

GUIDING PRINCIPLES AND SCOPE 6

All Department of Forensic Biology quality and technical records will be legible and read
retrievable from storage.

This section will establish the procedures for the identification, collection, indexi &
filing, storage, maintenance, and disposal of quality and technical records. \

PROCEDURE \Q

management system reviews, validation studies, p ncy t rds, archived manuals, court

Quality Records include, but are not limited to, am@yorts pe qualifications,
testimony monitoring records, quality incident [€ e ventative actions, and reagent
and equipment performance verifications gn tena@

Technical Records are defined as exa @on an nistrative documentation as part of
individual laboratory case files. Th%ﬂud not limited to, written reports of
analytical findings, interpretations, ark concl formed from these findings; bench notes,
worksheets, computer data files associated Wth electropherograms, printed electropherograms,
etc. used to reach these conclusions.; re of phone conversations, court orders, and discovery
requests. Q

A. Identification O

Technical recordsye prepared whenever examinations are performed and are marked
(either handwrieMor computer printed) with a laboratory number for identification and
association t@ se record.

Quali rds are identified by appropriate information on the records, such as a header
wit itle of the record.

B. OQexing

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.

Controlled versions of Department of Forensic Biology Manuals only exist electronically on the
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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 with other
records that are associated with the same laboratory number; calibration records ar
collected with other calibration records associated with the same equipment. ({/Q

Maintenance — Filing, Storage, and Access to Records

All Departmental records are filed or otherwise stored in designated }\'\hln the
DNA Building after all necessary reviews are completed. %

Access to Department records is restricted to those individual th approved access to
the secure areas of the building where record re stored. b

e Most hard-copy case files are stored &fbds department.
e Hard-copy quality records that ha degr nfidentiality (such as personnel

qualifications and court testim nltorl rds) are stored in the Quality
Assurance Unit and are acce b onlyt |ty Assurance personnel.

e Other hard-copy technic s are stored appropriately with the
person/unit responsible fothe rec d uch as the OCME Records department, the

Quality Assurance Unit, the Tr n|t or with the DNA Technical Leaders.

Department of Forensic Bi ersonnel. The Department’s network is backed-up by
the NYC Department ation Technology and Telecommunications (DOITT) to
ensure the avallablll

Electronic records saved on ttﬁ rtment s secure network are accessible only to

Records produ
format shoul

the Department of Forensic Biology may be converted to another
age space become an issue (e.g., hard copies scanned and uploaded to a
. Alternatively, the New York City Department of Records and

| Services (DORIS) can arrange for storage space of hard copy records for
all ork City agencies. Should the services of DORIS be needed, the OCME Legal
I&)ﬁwent will be consulted and will act as the Department’s liaison with DORIS.
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E. Retention

The New York City Charter prohibits the destruction of any record without consent fro
the New York City Department of Records and Informational Services (DORIS) and t %
Corporation Counsel. Therefore, it is the practice of the Department of Forensic Bj

to retain records indefinitely. (1/
F. Disposal &
Y

In the unlikely event that the destruction of records becomes necess \ CME Legal
Department will be consulted first, and will act as a liaison with D@ d the

Corporation Counsel. K
xO

Revigie é{
ry 9, 2010 - Initial version of procedure.
20, 2010 — Inserted section entitled “Retention” to clarify the Department’s Record Retention Practice and moved the
first paragraph of the “Disposal” section to “Retention.”
July 16, 2012 — Revised Section D.3 to clarify where hard-copy records may be stored.

May 1, 2015 — Addition of validation studies as a type of Quality Record retained by the Department.

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

MANAGEMENT SYSTEM REVIEW

DATE EFFECTIVE APPROVED BY PAGE
05-01-2015 LABORATORY DIRECTOR 20 OF 50

Management System Review

GUIDING PRINCIPLES AND SCOPE 6

Department of Forensic Biology management is committed to operating the Department \%1
management system that is appropriate to the scope of its activities and that meets the née

the Department’s customers and accrediting authorities. Management’s participatiog ifa
annual review of the management system demonstrates this commitment and all s&
opportunities for improvement to be identified and acted upon. \

This document describes the procedure for the periodic review of the ma nt system.

1. Each calendar year, the DNA Technigal%S rs aad@ity Manager evaluate/review

the following management system 'Ny cov e time period subsequent to the
previous year’s management syste&) iew O{

Action items from the er& ma@?nt review (if applicable)
The suitability of guiding rinc'EEIe procedures;

PROCEDURE 6

The suitability of the manage system manual and training manual;
Reports from managerial rvisory personnel;

The outcome of internal aMNS;

Quality incident revim

Preventive actionf;

Assessments gnd dits by external bodies;

The results ging%er-laboratory comparisons or proficiency tests;
Changes } volume or type of work;

Custo dback;

mendations for improvement;
suitability of the quality principles statement and overall objectives;
QQ/alidation of analytical procedures;
Quality control activities, resources and staff training;
e Safety program

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

evaluations/reviews to other staff.
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Note:

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 the }\%
information indicates that changes are needed in any aspect of the Departm

management system: \(1/

The written report will be disseminated to the Department’s managers eitier
electronically (via email) or in hardcopy. The DNA Technical Leaders r%Quallty
Manager will schedule a meeting of the Department’s mangers to di he contents of
the report and what its conclusions mean with respect to (a) the s

effectiveness of the management system and (b) whether chan provements are
needed. In lieu of a meeting, the written report may be discu&by the Department’s
managers via email. The review of the report 3y Depart anagers should take

place within one month of management’s r of th

When applicable, follow up action veIop@ddress needed changes or

improvements to the managemen

a. The Director assigns @ons to specific personnel and specifies the
timelines for their pro§ress. Q

b. The progress of action itemS\pay be tracked during regularly scheduled
management meetings a mented in the meeting minutes. The Quality

Manager documents th\' pletion of action items.

Documentation of M @ t System Reviews is treated as records, and is maintained
in accordance to the % OL OF RECORDS procedure.

Changes and m@éments to the management system need not be limited to this annual
review. Fee from any of the activities listed in Step 1 may indicate the need for
expedite es or improvements to the management system.

&

QO

Revision History:
February 9, 2010 — Initial version of procedure.
May 1, 2015 — Updated procedure to reflect current practices.
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DNA Technical Leader

GUIDING PRINCIPLES AND SCOPE

Leaders. While a single individual can serve as the DNA Technical Leader for all tec

in which the Department conducts DNA casework (Autosomal STR, Y-STR, and

DNA Testing), it is possible that more than one individual can be appointed to se DNA
Technical Leader for different technologies.

The Department shall have experienced and qualified individuals serving as DNA Tec }1@
drial

This section defines the job duties of a DNA Technical Leader and the ed@ and experience
required to be appointed as a DNA Technical Leader. This sectlon es a contingency
plan in case the position of the DNA Technical Leader has been s vacated.

RESPONSIBILITIES AQ 60

The DNA Technical Leader:

e Isaccountable for the techni@eratq)ghe laboratory and is responsible for
technical problem solving.
e Has the authority to initiate, suspe@nd resume DNA analytical operations for the

laboratory or an individual. é

e Evaluates all DNA validatio ethods, and oversees the training, quality assurance,
and proficiency testing p

e Isresponsible for re he academlc transcripts and training records for newly
qualified analysts,an roves their qualifications prior to their conducting independent
casework analysj siq,ensure that they are in compliance with accreditation guidelines.

nical specifications for outsourcing agreements.

ual review of the procedures of the laboratory.

eputy DNA Technical Leader for the other technologies within the

or which a permanent DNA Technical Leader has been appointed.

e Conducts

e Serves
Iabc@
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.

qualified analyst of forensic samples. This experience must be obtained at a laboratory w
forensic DNA testing was conducted for the identification and evaluation of biological %

in criminal matters. &

DNA TECHNICAL LEADER CONTINGENCY PLAN \

The DNA Technical Leader must have at least three years of human-DNA experience as a %
=

The Department currently has two (2) DNA Technical Leaders: one respo Ie for nuclear DNA
technical operations (which includes autosomal DNA testing and Y- ﬁtestlng) and one
responsible for mitochondrial DNA technical operatig \

NA '[e | Leader for the other
anent Technlcal Leader has been
nical is on leave and cannot be contacted
for a matter requiring immediate attenti er Technical Leader may make decisions
on his/her behalf. In the unlikely e gh bo echnical Leaders cannot be contacted
for an immediate matter, the Directo haII haye the authority to make decisions on their behalf.

A DNA Technical Leader shall serve as the Dep
technologies within the laboratory for which
appointed. Therefore, if a permanent DN

oth

If a DNA Technical Leader position beco@Nacant, the remaining DNA Technical Leader
within the Department may serve as teNOterim DNA Technical Leader. Within fourteen (14)
calendar days of the vacancy, the Qf r or his/her designee shall appoint a qualified individual
within the laboratory to assume @A Technical Leader position on a permanent basis.

The Director must ensur hzgkg newly appointed DNA Technical Leader meets or exceeds the

education and experien uirements in this document and the FBI’s Quality Assurance
Standards for Forensj Analysis.

REQUIRE@&SOF NEW DNA TECHNICAL LEADERS

An aphointed permanent DNA Technical Leader must review all validation studies and

Qdglogies 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.
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Rewg:xistory:
FebYfuary 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 may occu%
between the reporting analyst and the technical reviewer. If differences of opinion cannot bef\
resolved by the reporting analyst and the technical reviewer, then the appropriate Technlc

Leader (nuclear DNA or mitochondrial DNA Technical Leader) will be the final arbit »(1/
Although a resolution must be reached, the process must not force the reporting ana X\Q

technical reviewer to change his/her results or opinions.

When the resolution process has been exhausted and agreement cannot be r between the
reporting analyst and the technical reviewer, a report will be issued to cle icate that the
reviewer and original analyst could not come to an agreement. (As an gxaniple, where an
association is the subject of the difference of opinion, a report ma %ed with an
“inconclusive” conclusion. Furthermore, the report clearlyl ) that the “inconclusive”
conclusion is due to the reporting analyst and the al re s failure to reach an
agreement.) In addition, full disclosure of the r,@ on ill be documented in the case
record.

The Technical Leader reserves the ri h aSSI case for re-analysis. However, if that
option is employed, full dlsclosure eso ocess and the re-assignment of the case
will be documented in the case recor

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%et

pertaining to work performed by the Department of Forensic Biology. \(1/
R&

A\
PROCEDURE: Q%
\

The OCME Legal Department in general reviews allaquests fofﬁ@ds which are served upon

These procedures were established in consultation with the OCME Legal Depart

the Office of Chief Medical Examiner.
¢ &
. : L
A.  Requests for Forensic Biolo Re&@
An attorney who wishes to ecx@ certif py of the Forensic Biology case and/or
suspect records must submitv ten directly to the OCME Legal Department.

Prosecuting attorneys (e.g., Distri@‘lorney’s Office, United States Attorney’s Office,
New York City Law Departmg poration Counsel) may submit a subpoena or letter
of request which must be sic@y the prosecuting attorney. All requests shall be
submitted electronically \ INACertFileReg@ocme.nyc.gov  This replaces entirely the
historic practice of f equest for a certified copy of a DNA case file.

Defense attorneys ubmit a judicial subpoena duces tecum. OCME requires the
original; a copy ig"Rot sufficient.

Ne @k State Criminal Procedure Law states when a subpoena is directed to any
demgrtwent, bureau or agency of the state, it may only be issued on behalf of a defendant
order of a court. CPL§ 610.20[3]; CPLR §2307
Qquest for a certified copy of a DNA case record must include the following
&tifying information:
The name of the decedent or complainant victim
The name of the defendant
The Forensic Biology case number
The case caption (i.e., People v. John Smith, Indictment #1234/12)
A contact telephone number for the requesting attorney
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The written request or judicial subpoena duces tecum is incorporated into the associated
DNA case record.

The Administrative Team fulfills all requests for certified DNA case records. '\6

Production of a certified copy of a DNA case record takes a minimum 0 0)
business days.

Certified copies of DNA case records will not be mailed to the r %m prosecutor;
they must be picked up by a messenger or representative of the pr % s office.

All certified copies of DNA case records fulfilled in accorda W|th a judicial subpoena

duces tecum will be mailed by the OCME Lggal Departngg' the Court which issued
the subpoena. 8

All inquiries concerning the status ofgﬁ\uest fobz fled copy of a DNA case record

shall be directed to the Administra am at 3-1200.
All requests that a request ert i y of a DNA case record be rushed or
expedited shall be directed to nisgative Team at 212-323-1200.

Complex Discovery Requ@\

An attorney may request a al documents from the Department of Forensic Biology
beyond the DNA cas (e.g., c.v. of the assigned criminalist and supervisor(s) who
performed technical éﬁi? ; job description of the assigned criminalist and supervisor(s)
who performed taghn review; proficiency test results of the assigned criminalist and
supervisor(s) rformed technical review; list of commercial software utilized in
testing perfoy in a specific case, raw data, etc).

Prosec ttorneys may submit a subpoena or letter of request which must be signed
by secuting attorney; defense attorneys must submit a judicial subpoena duces
t

Il requests for documents beyond the DNA case record will be handled/coordinated by
the Legal Department.
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IN GENERAL:

Protocols

Department of Forensic Biology protocols may be found online on the OCME’s publ
website: www.nyc.gov/ocme under the tab Forensic Biology, under the tab Teghyfi
Manuals.

The OCME may only provide copies of its own protocols; the (h&% not

disseminate protocols of another laboratory (e.g., the FBI or Bode Tech

Attorney Request to be Present for Testing

An attorney and/or their technical expert ma equest to b nt for evidence viewing,
evidence examination and/or DNA testing. epart f Forensic Biology permits
an attorney and/or technical expert to be nt Wit orensic Biology laboratory to
observe the entire process or selecte ions o analysis (e.g., an attorney may
request to be present only for e exa n or an expert may solely ask to
observe the swabbing of items 0 scene@ ence).

All requests from attorneys ¥ be pre@or testing must be brought to the attention of
the OCME Legal Department. \

1. The attorney must sub@ written request to the OCME Legal Department at

least one Week advance the proposed observation date.
2. If evidence Q plar examination has already commenced prior to receipt of
tten request, Forensic Biology testing will not cease unless a

the attorn
Court O&\ rects the Department of Forensic Biology to do so.

3. @ ttorney’s written request must include the following identifying
{ ation:

Oa. The case caption (i.e., People v. John Smith, Indictment #1234/12)

QO b. The name of the presiding Judge;

C. The name of the attorney and/or expert who wishes to observe;

d. The items of evidence [and NYPD voucher number if known] which the
attorney or expert believes were submitted to the OCME for DNA
analysis.
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4, In accordance with Department of Forensic Biology protocol, no one is permitted

to enter a DNA laboratory without first submitting a DNA sample. Therefore, the
attorney and/or expert must complete and sign a Non OCME Employee DN
SAMPLE CONSENT FORM and provide a DNA sample to the Departme %
Forensic Biology prior to entering the laboratory. ni\

5. A criminalist within the Department of Forensic Biology Exemplar @ will
collect an oral swab from the attorney and/or expert.

6. A record of the DNA profile(s) generated will be placed into Q%{%s.

7. The original consent form shall be maintained by the Fore@Biology Exemplar
Group; a copy of the consent form shall be incorpora Qnto the associated DNA

case record(s). 6 \

8. The OCME will only permit an a y or g to be present for observation
during normal business hours:* ay to , 9am to 5pm.

0. The attorney and/or exp&g? be es@ by an OCME Department of Forensic
imes.

O

Biology criminalist

10.  The attorney and/or expert squstgéwn up to OCME specification prior to entering
a laboratory. An attorne&expert who does not follow the OCME gowning
specifications will not{ég itted to enter the laboratory.

11.  The attorney and/@%ert may bring paper and pen into the laboratory.

12.  The attorngy or expert are prohibited from bringing cameras, cell phones or
tape rec@xg devices into the laboratory.
13. Th rney and/or expert are prohibited from photocopying any OCME
cments.

1 O he attorney and/or expert may not remove anything from the OCME Department
Q of Forensic Biology laboratories or facility.
15.

The attorney and/or expert will not be given a tour of the OCME DNA Facility.
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16. This is not an occasion or opportunity for the attorney and/or expert to question or
quiz a criminalist about the testing process or technology or equipment utilized.
If an attorney and/or expert wish to speak with the assigned criminalist in advan
of trial concerning case-specific DNA testing and results, the attorney an /
expert may return to the OCME DNA Building at a later designated time t
with the criminalist in person.

Request for evidence to be sent to a laboratory for testing &

An attorney may request that case or exemplar evidence be sen% laboratory for
testing.

All requests for evidence to be sent to a Iaboratory for tes &must be brought to the
attention of the OCME Legal Department.

The Department of Forensic Biology &@y forw&e evidence or exemplars to a
laboratory accredited by the New Yo te Dep t of Health (unless a Court Order
dictates otherwise).

be und at

http://www.wadsworth.org/labcert/de teqgoryPermitLinks/CategoryL.isting.htm under
the section “Forensic Identity.” O

A list of the private laborat *mcredi;O Qew York State Department of Health can

The Technical Leader of t@ artment of Forensic Biology can also provide a list to
any attorney of the prlfa@ atories accredited by NYS DOH.

If the Departmergf%e rensic Biology still possesses the case evidence, the OCME
requires a Cour@ r to effectuate transfer to another laboratory.

If case evi has been returned to the custody of the New York Police Department,
then thst ney must make all arrangements directly with the NYPD.

Wurt Order must include the following identifying information:

Q. 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 New York
State Department of Health;
3. A listing of the precise evidence which the OCME Department of Forensic
Biology is directed to forward for testing.
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4, A statement that the laboratory shall return to the OCME Department of Forensic
Biology evidence “leftover” subsequent to its testing.

The Court Order should be sent to the OCME Legal Department for review. 6
The Order shall be incorporated into the associated DNA case record(s).
(}ey to

It is suggested that the assigned criminalist and/or supervisor speak with t
come to a specific understanding as to “how much’ of each item of evi N il be sent
by OCME to the laboratory to enable testing.

The OCME will not assume the cost of mailing evidence to the atory named in the
Court Order. The selected laboratory must forward the Deparient of Forensic Biology a
prepaid mailing label and any shipping materigl which the tory deems necessary.

The assigned criminalist and/or her/his s |sor Wi te the requested evidence and
will be responsible for sending to the f tory n in the Court Order.

Request for Testimony / \%Jnfe

As a general practice, the Oace of C‘iefﬁedical Examiner does not require a personal
appearance subpoena in order to sedyre e court appearance of any OCME employee.

A criminalist may testify in nner of proceedings (Grand Jury, criminal or civil
trials, depositions) withou need for an attorney to send a personal appearance
subpoena.

case. If the aut the report is not available for testimony, the Technical Reviewer of

the case sho% stify in their stead. If neither the criminalist who authored the case

report no chnical Reviewer of the case are available for testimony, any criminalist

may @ the reported results (specific to whether a DNA Interpreting Analyst is

nee r testimony or not). The criminalist testifying is required to review the case

r and complete the CASE RECORD REVIEW-PRIOR TO TESTIMONY form and
the form in the case file.

Typically, the cri§irgg who authored a case report testifies on behalf of that specific

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

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

ATTORNEY REQUESTS

DATE EFFECTIVE APPROVING AUTHORITY PAGE
05-01-2015 LABORATORY DIRECTOR 32 OF 50

OCME requires that all attorneys who intend to call a criminalist as a witness at trial
have a pre-trial meeting here at the OCME DNA Laboratory Building with the assigned
analyst.

The OCME Legal Department is always available to assist a criminalist in convey m
in-person pre-trial meeting with the attorney. (‘&

In general, if an attorney wishes to speak with the assigned crlmlnall erning
reported case-specific DNA results, the attorney is welcome to. If the t is a less
experienced (less than two trial testimonies) criminalist, a Criminalj above must
be present for the pre-trial conference. It is good practice to hay |naI|st who has
testified at trial on multiple occasions to be present during pre-tNal)meetings simply to
ensure that the attorney understands clearly the information a pinions which are being
given. Having a fellow criminalist present be of vaI e opposing attorney later
files a motion or asks questions at trial wh%‘naccur escribe the statements the
assigned criminalist relayed during the p

All meetings with attorneys — and of all persons present — shall be
documented in the case commu at log o orensic Biology case record.

If an attorney or expert witn%ﬁushe@ municate via the telephone, the criminalist
must document the conversation ase communication log. No criminalist shall

discuss results of DNA testing th%& not been formally reviewed.

If an attorney communicat a criminalist via email, the criminalist must similarly
document the communicatigidin the case communication log of the DNA case record.

A criminalist sh g)r reveal the subject of conversation with one attorney to the
opposing counsﬁ Ived in the same case.

Protecti& ders

An y may agree to or request that the collection and comparison of a defendant’s
ample be afforded two ‘protections’: that the defendant’s known DNA profile be
ly compared to specific case evidence, and further, that the defendant’s known DNA
rofile not be entered into the local NYC DNA databank (LDIS).

The OCME requires a Court Order stating such.
A telephone call informing the criminalist of a Court’s directive or copy of court
transcript or letter from a prosecutor or defense attorney is not sufficient.
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The OCME Legal Department must review and approve all Protective Orders.

The OCME Legal Department will email the assigned criminalist and their Assi a@
Director supervisor that a Protective Order exists for their assigned case and i

manner the Protective Order is directing the OCME in reference to the DNA

the defendant.

The assigned criminalist or her/his Assistant Director supervisor shall i h@r&te a copy
of the Protective Order into the associated DNA case record(s) hé LIMS case
record(s) and in a hard copy of the case record(s) if one exists). ned criminalist
or her/his Assistant Director supervisor shall make an entry in thg_dase communication
log (in the LIMS case record(s) and in a hard copy of the record(s) if one exists)
detailing the directive of the Protective orderaPlacing a ¢ the email received from
OCME legal Department into the communic log is ;ﬁﬁent

*

The assigned criminalist and the tech@ revie the case record(s) shall confirm
that a protective order does or doe stp g to a defendant’s DNA sample by
searching the PROTECTIVE OR S fol he general FBIOLOGY_MAIN folder.
This search is to be perf e e&e where no email from OCME legal
Department exists in refererge to thﬁd} ndant or case record. This search is to be
performed before the report for t record is finalized and distributed to external
agencies.

Expungement RequesQ\'

An attorney may re@ at a suspect or defendant’s known DNA profile be expunged
from the local O A databank (LDIS).

Any att(%@ring as to expungement of a DNA profile must be referred to the

OCME L partment.
The E Legal Department will advise the attorney that they may wish to ask for the
f ng:

Q. The defendant’s known numeric DNA profile be expunged from OCME’s local
DNA database

2. The swabs collected from the defendant be destroyed
3. The associated DNA extracts be destroyed
4, The associated Forensic Biology S case file be destroyed
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The OCME requires a Court Order. A letter of request is not sufficient.

Upon receipt of an Expungement Order, the OCME Legal Department will send a
email, with the Expungement Order attached, to the assigned criminalist or herfh %
supervisor. .

The assigned criminalist or her/his supervisor shall be responsible for e@g the
“terms” of the Expungement Order are honored. '\b‘

Post Conviction DNA testing QQ)

The Office of Chief Medical Examiner will perform post-cgaiN tion DNA testing upon
Court Order or the written assent of the Dlstr|6Attorney

A defense attorney or defendant’s wri &@request«@@)st conviction testing is not
sufficient.

The Court Order or written aSS{é\he %@Attorney s Office must be sent to the

OCME Legal Department.

Any attorney involved in Post Conv'ﬂtgfg)NA testing is welcome to come to the OCME
DNA building to speak with the ed case criminalist to discuss case-specific testing.
If the assigned criminalist is @nalist I1 or 11, the criminalist’s supervisor must be
present for any post-convi conference. At the discretion of the supervisor, the
OCME Legal Departgigg also be invited to attend.

The Order or writtgn nt from the District Attorney’s Office shall be incorporated into
the associated ase record(s)
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Revision Hislry)
Febuary(9, Y010 - Initial version of procedure.
U

2 — In consultation with the OCME Legal Department, substantial revisions were made to Sections A through C,
a w Sections D through H were added.

July 16, 2012 - Generalized terminology to allow for the electronic storage of information.
May 5, 2014 — Sections were updated to reflect new practices.
October 1, 2014 — Section F, Protective Orders was updated.

May 1, 2015- Section E updated to reference when the CASE RECORD REVIEW-PRIOR TO TESTIMONY form is required.
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Security
GUIDING PRINCIPLES AND SCOPE: 6

All Department of Forensic Biology laboratory activities are carried out at the OCME DN
Building at 421 East 26" Street. Access to areas of the building critical to the integrit

evidence and the quality of tests conducted by the Department is restricted. Securityis\orévided
at both a building level and a Department level. The Director of Forensic Biolog d& ines
the level of access into the Forensic Biology laboratory and office areas.

This document describes Forensic Biology building security procedures. Q

PROCEDURES: 5\'0&
A. OCME DNA Building Security @6 . Q(b
security monitoring system.

A.  The OCME DNA Building4 ipped wi
Cameras are situated thro t the insidof the building and at key locations
S are

outside the building. .C red by OCME Security in the security
command center loca th

B. OCME security staff is pr®24 hours a day, 7 days a week. After normal
business hours, on cit s, and on weekends, security staffing consists of a
security officer at th or Security Command Center and a roving security

officer. O
C. The building QMO entrances:

e Mai nce at the west end of the building
« V r breezeway off 26™ Street

D. @ntrame Security

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

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

SECURITY
EFFECTIVE DATE APROVING AUTHORITY PAGE
05-01-2015 LABORATORY DIRECTOR 37 OF 50

e 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 the
intercom to request assistance from the officer staffing the 3 floor %
Security Command Center. \
o0 If noresponse is received from the Command Center within a fe
minutes, the employee should seek assistance from the OCMFin at

the vehicle access point. '\

E. Vehicular Breezeway Security
e A guard booth is situated at the entrance and is staffe@ OCME security

officer from 7 AM to 7 PM Monday through Friday, exutling holidays.
e The security officer controls a gate which allows ular access.
e The security officer monitors acceg) the loa ck.
F. Interior Building Security . @ * Q
e Employee access to floor oms igrSig® the building is controlled via ID
card readers that have rogragg y OCME Security.

B.  Laboratory Security ?S C)O

1. The offices and Iaboratoritﬁ{the Department of Forensic Biology are accessible
only to personnel authe{g y the Laboratory Director.

2. The Security Acc Qan for Forensic Biology outlines standard access
permissions f @us OCME employee groups.

3. All visitor&%gcluding OCME employees who are not permitted access to
Depart aboratories 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
0 the quality control database.

ZOONon-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 on the 5" floor are under the
control of the Evidence Unit and are not accessible by Forensic Biology staff.
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6. Long-term records storage areas are located on the 4™ floor 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 Biology.

7. Guidelines have been created for Forensic Biology staff regarding visitors '\
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 Biology outlines standard access permissions for various OCME employee
groups. Exceptions to or deviations from this Plan for OCME employees or permissions for other individuals or
groups not covered by Plan requires a written authorization from the Forensic Biology Director or designee. \

Definitions: Q
Unlimited Access: 24 hours a day, 7 days a week \(1/
Limited Access: 8 a.m. to 6 p.m. weekdays b‘
No Access: Entry to offices/labs only with an escort who has authorized a\c@\
Group Laboratories (4 to 8) Office Areas (5,7,8,11, 1 Qj)‘ffice Area (13)
FBio Crims, CRSs' Unlimited, all but QA lab Unlimited \. )  Unlimited
QATeam, Managers Unlimited Unlimited Unlimited
FBio A-Team No Access R Unlimited T\ Unlimited
FBio Interns Limited access to lab(s) Lihged access %ﬁed Limited
needed for project; defined @rea; defi memo
by memo per individual | pes i Wual
Chief Medical Examiner, No Access ‘NN Unlimited
Chief of Staff, Assistant Q\ \
Commissioner Buildin
Services ’ (0 ,\O
OCME Administration* No AADee® o~ \J  NoAccess Limited
Forensic Investigations No AcRess ) Unlimited 8 & 11 Limited
(Medicolegal Death \
Investigators, Family
Outreach) (O
OCME Senior Staff** No s&s‘ No Access Limited
SIU Criminalists Limited, lab on 6 Limited Limited
Legal (general) -~ ccess No Access Unlimited
Legal-FBio No Access Limited Unlimited
OCME Health & Safety X\' Limited Limited Limited
OCMECIO and IT 40 No Access Limited Limited
Desktop Support |
OCME Securit Unlimited Unlimited Unlimited
OCME Fire and@? Unlimited Unlimited Unlimited
Directo
Unlimited 5 Unlimited 5 Unlimited
Unlimited 5 Unlimited 5; Limited 11 & 12 Unlimited
Unlimited Unlimited Unlimited
Limited Limited Limited
OCME Cleaners Limited Limited Limited
OCME Records No Access Limited Limited

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

**Includes: 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 History: : i

February 9, ?@; nitial version of procedure.
Septembef 2742010 — Revised Guiding Principles and Scope section to properly reflect the contents of the procedure.

Janual 11 — Revised Security Access Plan to grant the OCME Fire and Safety Director and Facilities-Engineers
ited access to all operational areas of the Department of Forensic Biology.
, 2012 — Section A.5 modified to reflect changes in Security coverage of the garage entry (no longer 24/7).
, 2015 — Security Access Plan for Forensic Biology chart was updated to include Forensic Investigations personnel.
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Complaints
GUIDING PRINCIPLES AND SCOPE %

Complaints can provide valuable information about problems with the management syste
insight into potential improvements. Complaints have varying degrees of seriousness %
Department of Forensic Biology endeavors to respond to complaints to a degree co N ate
with the magnitude and urgency of the complaint.

This procedure describes how the Department of Forensic Biology deals wi plamts
received from customers and other parties, and from employees concerni uality system.

PROCEDURE \,O
1. Complaints may be received verbally ¢ oQ@tm%@ member of staff.

2. The recipient evaluates the compl d dir
follow-up. For example:

an appropriate staff member for

a. General concerns and Eomplalr@ those relating to a specific function of the
laboratory, case acceptance.Qnteria, or evidence and reporting policies should be
directed to a Criminalistﬁ pervisor, the Quality Assurance Manager (QAM), a

Technical Leader, or ager.
b. Evidence intake @homd be directed to a Sign-In specialist.

C. Specific case } r personnel performance issues should be directed to the
supervisor ofthe Jcientist assigned to the case.

3. The staff memb@ﬁluates the complaint.

a. A@d, the staff member contacts the complainant to discuss the specifics of
\§ issue. If the staff member is able to resolve the issue during this discussion,
d the issue was not related to non-compliance with the laboratory’s

c)management system, no further action is necessary.

Q 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 and/or procedures, the staff member
determines whether the CONTROL OF NON-CONFORMING WORK and/or
QUALITY INCIDENT REVIEW procedures are applicable '\6

I. The staff member may consult with the QAM and/or an appropri Q
Technical Leader to assist in making the determination.
n@\e

ted as
AINT

ii. To avoid duplication of effort, complaints investigated and d
quality issues are not required to be investigated via the K

FORM. %

C. If the staff member is unable to resolve an issue, and the is@does not fall under
the requirements for investigation as non-conforming k or a quality incident
review, the issue rises to the level of aéormal com

0\Q®

a. The staff member conductin@initial -up of the complaint (the “Forensic
Biology Reporter”) com I@ej age 1 COMPLAINT FORM and submits
the form to the QA O

Formal Complaint Process AQ

*

I. Written complaints Ka(ﬂ?hed to the form.

b. The QAM, either ind
assigns someone to
the complaint. TheN
Reporter”. Pgge

investigatw'

C. The i jgator returns the form to the QAM for review.

ly or after discussion with the Director or designee,
t additional investigation with respect to the validity of
estigator can be the same as the “Forensic Biology

the COMPLAINT FORM is used to record the details of the
he investigator’s conclusion.

@ If the QAM disagrees with the investigator’s conclusion, he/she may
request additional investigation or may change the “Investigation Status”

00 on the form.
O

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 Complaint Number for documentation 6
purposes and files the complaint as a Quality Record. '\

Revisio; History:

February 9, 2010 — Initial version of procedure.
July 16, 2012 — Minor terminology change: added “communication log” in Section 3.a.i.
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Purchasing Services and Supplies
GUIDING PRINCIPLES AND SCOPE: 6

Many of the services and supplies used by the Department of Forensic Biology have a dir
impact on the quality of the testing conducted by the Department. Only services and Lﬁ?l{ f
the required quality will be used. Therefore, the Department’s purchasing and perf \\n
verification procedures must ensure that all Department requirements are met. '\(E](

laboratory consumable materials relevant for the tests conducted; (2) veri f@ d
purchased supplies, reagents and consumable materials meet Departmegt régtiirements; and (3)
evaluates suppliers of critical consumables, supplies, and services wigNaffect the quality of
testing. Refer to the LIMS manual for Forensic Biolg¥y for specj cedures within the LIMS

system.
SN
PROCEDURE: C‘)Q O\

A.  General Ordering Proc?’& C)O

The Department purchasing procesxguided by New York City Procurement Policy

Board Rules. 5\$

1. Working within @bved budget, requisitions for purchase orders for services
and supplies ed by designated individuals from the Department into the
OCME promﬁﬁnt software. These requisitions, including any technical

specifica 3\5‘ are approved by the Director of Forensic Biology and/or the

Direct: signated 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 submitted to the '\6
Quality Assurance (QA) Unit, generally via:

a. QA/QC Request Form, or (1/
b. E-mail &

2. The requests describe the item(s) needed and quantity of e : he technical
specifications are based upon the needs of the particularrocedure and, where
applicable, past ordering information. @

QA Unit members may also self-initiate requests.

Items in stock are delivered to.tth esti member/Department unit.

4, When items are not in sto Q \

The QA Unit m@@med to be ordered into the “Pending Orders
t

3. A member of the QA unit determin, ether g%m(s) requested are in stock.

Sheet” on the Repartmégt syrver. These entries are reviewed by a QA
Unit supervisor who s (1) the technical specifications of the items
requested (2) w purchase order is in place for the item, and if so
(3) whether th %g ase order has sufficient funds to purchase the
requested |t he supervisor approves entries by placing their initials
into et The supervisor then enters the information into the QA
“Ord% eceiving Database” on the Department server.

b. iology procurement staff has the primary responsibility for
%ﬁg orders; however, assistance may be provided by members of the
Q Team.

C. rders 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.
ii. 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 internet, %
referencing an applicable purchase order. Copies of order
acknowledgements are retained. Q

ii. If no blanket purchase order exists, a requisition for pur rﬁt
is entered into the OCME procurement software. \

iii. The “order date” for each item is entered into the
Recelvmg Database. Order information is also e |nto an

*accounting” worksheet for budgeting purpos \

Reception and Storage of Supplies, Reagents a@nsumable
Materials

1. Forensic Biology Materials Ma %nt s&\&ects packages received by the

OCME Receiving Depart%

2. Packages of basic cops gﬁzs are d by Materials Management in the
Receiving Departme the gon are verified against the packing slip; the
packing slip is returne to tl& ving Department.

3. Packages of reagents, % Is, test kits and non-basic consumables are
delivered to the QA

4. A member OfQM@ Unit opens each package and verifies the contents of the
package agai e packing slip and purchase request (in the Orders and
Receiviré&@abase) to verify if the correct materials have been received.

‘Receiving/Inspection Form” is completed. Any discrepancies,
cluding inconsistencies with respect to the original order, are recorded
& on the Form.
The packing slip is signed and dated.
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 that @
“are determined by empirical studies or routine practice to reql"\
testing on established samples before use on evidentiary or
casework reference samples.”

ii. The reagents that the Department classifies as “critica 3& ted
in the REAGENTS procedure in the Quality Assur % ality
Control Manual. Purchased critical reagents mu QC testing
in order to be used for casework. See the RE,@VTS procedure
and various reagent QC procedures and for@

5. Data entry into the Order and Receiving Log on the @dment server and in the
LIMS is completed. \

>

6. Any reagent or item (i.e. 313000%@/) t een entered into the LIMS and
assigned a LIMS lot number label a LIMS label. This label details
the Reagent Type ID, reagﬁ&num expiration date. The label also has a
barcode, which can be 5{ andé d in the LIMS.

7. Reagents, test Kits, anEsimilar atgrials are stored as per the manufacturer’s

recommendations.

8. General consumables Zﬁ&tored at room temperature.

D. Evaluation of Su I@

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

E&@oviders of calibration services, proof of accreditation to 1SO 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 6

The Forensic Biology electronic case logbook is a database originally created using the
Microsoft Access program. A Case Record is a screen/window in this database that |
administrative information (case numbers, dates evidence received, analyst identifi \g
associated with a “scheduled analysis” for a Forensic Biology case. Each Forensj gy case
is associated with one or more Case Records, depending upon the complexity of th&case. On the
other hand, “record” is a generic term for documented information or data, v@er electronic or
hardcopy, administrative or technical, associated with Forensic Biology c%

chers that are
ory metrics and/or loss
removing records in an

A variety of circumstances can lead to the creation of Case Records
extraneous and need to be removed from the databaseN]ncorrect
of data can result from failure to remove extraneo rds o

incorrect manner. R A $
N N

Extreme caution should be exercised w
information cannot be easily recovered L
recreated manually using informati

This procedure describes in detail the Ster en to delete Case Records and vouchers.

&

PROCEDURE O

One or more members of sta@%ocess Database Administrators”) are authorized to delete Case
Records and vouchers frd\t'hls database.

database should eir request via e-mail to all Access Database Administrators.
a. quest for Case Record deletion must specify the case number and, if
plicable, the Case Record number (e.g., 2 of 3).

A Forensic Biologg ember who needs a Case Record or voucher deleted from this

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 %

1. Use the Search Dialog form to locate the appropriate case.

2. Verify that the number of Case Records associated with the case is ¢ n§§t Wlth
the request. A&‘
It

a. For example, if there is only one (1) Case Record assom h the case
number, but the request is to delete Case Record “2 o “the second
record,” follow up with the requestor to resolve th ancy

3. Follow up with the requestor with respect to any detai b{(thelr request that are

unclear. s%b

a. For example, if the request i lete th nd record,” question if
that means that Case Reco f3 sh deleted. This is important
because, based on sort r how abase was queried), the “second

record” could be so g else
d “DE ME” into the Additional Info box in
c

b. Some requestors yAll
the Case Rec his @ arify which screen should be removed.
t

4, Select the appropriate Case 0 be deleted.
a. If the case has on Case Record (“1 of 1”), delete that screen.
b. If the case has | e Case Records, delete only the specific screen(s)
requested.

5. Use the Deleegrd menu option to delete the selected Case Record(s).

Dg HQ\ ¥ Microsoft Access
/® Create External Data Database Toals Add-Ins

& cut [|[|EZ 2=|| 1 | '@ = New X Total
B Copy =8 save 7 spelling
w || Paste [ F 0| | A || B | (£ := |87 ||| Refresh L
0 oyt ||| SR |EH X Delete '|__:' lare

=

All~

0 Views Clipboard la Font Rich Text | X | Delete I
| it =
[Tl

= Faca Loq Book =fp  Delete Record

4 | rmu [T | Additional T

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: 6
a. It prevents confusion with respect to whether the request was done 3 \
b. It provides an opportunity for the requestor to see that the correc
Record was deleted.

8. Save all requests in an Outlook folder as documentation of wha \/\h&)%e and the
reason for removing the Case Record(s). Q)

B.  Voucher Deletion
1. Use the Search Dialog form to find th%ase associ@ith the voucher.

2. Locate the voucher that is to be g@d . QZ
X N
3. Highlight the entire line. C\)Q\

[Voucher subform]
~ FBio Date R » Submitted ltem: » # of ltems Examine » # of |

FB10-06885 10-13714 R559WT7 - 10/1/2010/10
FB10-06885 10-13714  R599747 1/4/2011/10
*| FB10-06885

4 & »
Use the Dele@/

to delete the highlighted voucher line.

5. Send an@al to the requestor and the other database administrators when the
been fulfilled. This serves two purposes:

req e@a
a& It prevents confusion with respect to whether the request was done and

It provides an opportunity for the requestor to see that the correct voucher

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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