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Purpose

This procedure provides the necessary guidance to initiate, maintain and complete the COC
documentation. The COC is retained within the human identity case file.

Scope

This SOP applies to all technical personnel at LSDFC.

Guidelines & Reqguirements

e ISO/IEC17025:2017 (E) Standards

e R104 - A2LA General Requirements - ISO/IEC 17025:2017 Accreditation of Field
Testing and Field Calibration Laboratories

e P113- A2LA Policy on Measurement Traceability for Life Sciences Testing and
Forensic Conformity Assessment Bodies (CABs)

e P102a - A2LA Policy on Metrological Traceability for Life Sciences Testing and
Forensic Conformity Assessment Bodies for all Calibrations and Verifications of
Measurement and Test Equipment

e AABB’s Guidelines “Guidance for Standards for Relationship Testing Laboratories”,
12th Edition.

Reagents/Materials/Equipment

Evidentiary & Reference case materials
Chain of Custody Form

Procedure

Definitions

1. The Chain of Custody (COC) is a chronological record of the acceptance, custody,
control, transfer, storage, analysis, disposal and/or final disposition of evidence and
reference specimens and the work product generated during the analysis process.

2. Evidence and Reference specimens are defined as the original items received at
LSD&FC for analysis.
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3. Work product is defined as DNA extracts from evidentiary material.
Case Acceptance

1. Each case received within the forensic Biology/DNA Division will be maintained via
the use of the Chain of Custody (COC) document.

2. All cases shall be received within the laboratory through proper COC.

3. COC is a process used to maintain and document the chronological history of the
evidence. COC must be maintained throughout all steps of the analysis procedure from
receipt to disposition.

4, Cases will be accepted via common carrier such as FedEx, UPS, DHL etc. or by hand
delivery and signed for by the individual designated to accept the package. This may
include the Center Director, Technical Leader/Director, Forensic Analyst or designated
Evidence Technician.

5. Once the case has been accepted within the Center, the outer packaging is photo
documented to detail the condition of the evidence seals and packaging upon arrival at
the Center.

6. Refer to the Photo documentation Procedure for guidance on case and item
photographing.

Case Numbering and ltem Inventory

1. Upon receipt, the forensic case is logged into the Forensic Case log and given a case
number. Refer to the Case File documentation and Storage Procedure for further
guidance on case initiation and storage.

2. LSD&FC cases are accessioned into two main types:

a. Rfor Relationship Testing
b. F for Forensic Testing
3. The case number follows the following format:
2018
Designates the year the case was received.
Rand F
Designates the case type (e.g, Relationship, Forensics).
001, 002,003
Designates the case # in the sequential order it was received
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4. Each sample that is received shall be assigned and labeled with a specimen designator
or number.
5. The specimen number follows the LSD&FC case number, separated by a dash.

For Human Identity Casework

CH = Child
AF = Alleged father
MO = Mother

For Forensic Casework

01 =Item 01
02 =TItem 02
03 =Item 03
6. The individual logging in the forensic case should document the case number, specimen

item number, initials and date on each package. All documentation must be legible and
must not obscure any previous markings on the packaging. Do not open individual
specimens at this time.

7. Retrieve all documentation submitted with the case.

8. A Case Submission Form should be included with each case. If the Case Submission
Form was not received, contact the submitting agency/individual to request a
completed form.

COC: Pockage ReceipT (Tab 1 of the Excel Spreadsheet)
1. Initiate the package COC by completing the following information:

Method of Delivery

Package condition

Date and time Delivered
Delivered by, Name & Signature (or Tracking #)
Delivered to, Name and Signature
Submitter Information
Authorized points of contact
Package #

Package Description

Date/Time of Transfer

Transfer Released & Received by

T E@ e AN o
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2. The package number is generated in the following format:
a. Month/Day/Year-XX, where XX designates sequentially the package number
received for that day.
b. The first package received on February 12t, 2018 would be:
i. 021218-01

-)BIOSCIENCES ) LSD&FC

DA Forensics. Proteomics & Bloreagents

CHAIN OF CUSTODY:
Method of Delivery: Condition:
Date Delivered: Time:
Delivered By: |Friw nuss [mignszre)
Delivered To: | @i b (signaere)
Submitter Information Authorized Point(s) of Contact Information
Submitting Agency: Name:
Submitter ID Number:
Name: Address:
Address: Phone:
Email:
Package # Package Description
Date/Time | Pkg # (s): Released by Received by Purpose of change:
Date
i (print)
Time
5] [
Date
pri: [prin]
Time
igr) [0
Date
i [print)
Time
lin) sk
Date
i [print)
Time
igr) sty
Date
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Excel Tab 1: Chain of Custody Package Receipt

COC: Sample ltemization & Work Product (Tab 2 of Excel Spreadsheet)

1. This tab allows for documentation of the items contained within the package or
multiple packages within the same case.
2. The following example will be given to assist with completion of this COC page:
Examples or Evidence and Work Product Numeric Designators
Evidence Work Product
=
g o o Cutting from Shirt 15t Extraction: 01A1
O " ‘ Cutting from Shirt 2nd Extraction: 01A2
v Yt R
p¥
. \ =
“%«‘_ *
1\ Swab of Stain, then cutting from swab: 01.1A1
Shirt with Stain Item 01 Same Swab of Stain, 2nd cutting from swab: 01.1A2
1st Swab, 1st Extraction: 02A1
1st Swab, 2nd Extraction: 02A2
2nd Swab, 1st Extraction: 02B1
Vaginal Swabs Item 02 2nd Swab, 2nd Extract.ion: 02B2
Swabs received packaged together 3rd Swab, 15t Extraction: 02C1
taken from the same global specimen 3rd Swab, 2nd Extraction: 02C2
Liquid Blood 1st Extraction: 03A1
Liquid Blood 2nd Extraction: 03A2
Whole Blood Item 03 Portion of whole blood dried on filter paper
Cutting taken from filter paper, 1t Extraction: 03.1A1
3. Disposition is what ultimately occurred with the evidence or work product. The

following are examples of item/work product disposition:
a. Not Tested (NT) = the item was not tested at LSD&FC
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b. Consumed (CONS) = the item was used in its entirety for the analysis process
c. Returned to Client (RTC) = the item was given back to the submitting person
and/or agency

» === - . e
)BIOSCIENCES ) LSD&FC
CHAIN OF CUSTODY:
Sample Itemization & Work Product Disposition

Case & Submitior: Vitime

Case Type Suabuil 1o Iy & Suspect
Puckaye #fs): s‘;"‘;f‘:’ Teent Sub-ftem # ”'::‘;Zt Ttent Deseription Date of Dispasition Dispusitian

NT = Nl liided, RIC = Belaroved 1o Chienl, CONS = Swrizeried, COME = Coorvbiored

Excel Tab 2: Sample & Work Product Itemization and Disposition

COC: Iltem & Work Product CusTody (Tab 3of Excel Spreadsheet)

1. This tab allows for documentation of the transfer of custody of item(s) and work
product from one staff member/location to another.
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Chain of Custody

v : )BIOSCIENCE_S

CHAIN OF CUSTODY:
ltem & Work Product Custody

G LSD&FC

fhos ¥ [4) Helowsrd by Muvetvmd by

Purpase of change: |

COC: Pockoge Return (Tab 4 of Excel Spreadsheet)

1. This tab allows for documentation of the return of the package (containing the case
evidence, references & work product) to the submitting person and/or agency.
2. Fields contained within this page include the following:

@™Ee oo o

Method of Return
Tracking
Date Returned
Case Number
Delivered to, Name and Signature
Delivered to, Name and Signature
Return Information
i. Submitting Agency

ii. Name

iii. Address

iv. Phone
Package #
Package Description
Date/Time of Transfer
Transfer Released & Received by
Purpose of Transfer
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.JJBIOSCIENCES ) LSD&FC
2 CHAIN OF CUSTODY:
Mathod of Returmn | Iluvkluu ¥ |
Delivered To:| i
Return Addresy
‘-".;"“;l'l‘-n.lli Agency
Address
Phaone )
Package ¥ Package Description
Due/Time | Py aan | Released by [ Reverved by [ Purpose of change:
= 1 |
- e |
"] | |
] | |
Evidence Re-Packaging
1. Upon completion of the Biology/DNA case inventory and accessioning, return all
evidence to the shipping container and seal with evidence tape.
2. Document the time and location of evidence and sign the custody form.
3. Notify the Director, Supervisor or designated Analyst of the arrival, receipt and
accession of the human identity case.
Case File Initiation
1. Obtaining a blank case file or batch folder and label the folder with the correct case or
batch number.
2. Place the completed COC form and all supporting documentation including the case
submission form into the case file.
3. The folder may be stored in the evidence room with the evidence, or transferred
to the appropriate LSD&FC staff or designee.
Chain of Custody v2.0 DFB-SOP-CIWV-002 v2.0

Effective Date: November 25, 2018
All copies are uncontrolled when printed
Page 8 of 10



() LSD&FC | Chain of Custody

Assighing Custody

1. Once the LSD&FC case is assigned to an analyst for case processing, the COC document
shall include the signature, date and time of transfer.

Chain of Custody
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Procedure History
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