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1-87-1

Purpose

Fhemission-It is the purpose of the Scientific Evidence Division (SED) is to provide_timely,
high quality, modern scientific and technical support for the processing, collection,
preservation and analysis of evidence to all areas of the Department, Bernalillo County
Sheriff's Office and outside agencies upon request.

1-87-2

Objeetives Policy

/[ Commented [A1]: check numbers for headers.

The policy of the SED is to investigate, document, process, preserve, collect, securely store,

and analyze evidence related to crime investigations. The Division will provide support and

training to the Department and other law enforcement agencies as needed.
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1-87-3 Definitions
A. Archive Image

Either the primary or the original image stored on media suitable for long-term storage.

This-may-include-original-and-duplicate-images-
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B. Artifact

Any image or information not present in the primary or original image that is
inadvertently introduced by image processing.

C. DESA

Drug Facilitated Sexual Assaults

G-D. Digital Imaging Technologies

Includes, but is not limited to, digital cameras and video devices or any system and/or
method used to capture, store, process, transmit, or produce a digital image.

BE. Digital Photography

The process of capturing and recording a visual image that is stored in a digital
(numerical or binary) form.

E-F. Flash Cards

An intermediary storage device used by some digital cameras for the capture of
primary images.

EG. Image Analysis

The extraction of information of an |mage beyond whrch is readrly apparent through
visual examination;-

Fourier-analysis.

G-H. Image Enhancement

Any process mtended to |mprove the visual appearance of an |mage4nc—tud+ngubetenet

HL Image Processing Log

A log that is maintained to document any processing to which a duplicate image is
subjected. The log will be such that another comparably trained individual can repeat
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LJ. Image Verification
A process by which the individual, who captured the original image or was present at
the time the original was captured, identifies an image as a true and accurate
representation without alteration.

FK. Item of Evidentiary Value
Any piece of evidence, visual documentation, or another item with intrinsic value
intended for use as evidence in a criminal investigation or intended to be viewed within

the context of the criminal justice system.

L. Life Threatening Injury

Injury involving a substantial risk of death; loss or substantial impairment of the
function of a bodily member, organ or mental faculty that is likely to be permanent; or
an obvious disfigurement that is likely to be permanent.

K-M. Joint Photographic Experts Group (JPEG)

JPEG is a lossy compression technique for color images. Although it can reduce files
sizes to about 5% of their normal size, some detail is lost in the compression.

EN. Primary Image
The first instance in which an image is recorded onto any media.

M:O. Processing

The means by which an image is subjected to (including but not limited to) image
enhancement and or analysis.

N-P. RAW
Is not an abbreviation but literally means “raw” as in “unprocessed.” RAW file contains

the original image information. It is an image output option available on some digital
cameras. It is a factor of three of four smaller than TIFF files of the same image.

Q. SAEK
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Sexual Assault Evidence Kit

R. SANE

Sexual Assault Nurse Examiner

S. SLD

Scientific Laboratory Division

o-T.

Working Copies

Those duplicates of the original images made for investigative use or analysis.

1-87-4

Rules and Responsibilities

A. Budget and Purchasing

1.

The SED budget will be controlled by the SED Commander or designee. All
purchases are subject to prior approval by a Unit Supervisor to ensure funds are
available from the particular account needed.

After approval from the appropriate supervisor is obtained, any person expending
SED funds will supply the SED Laboratory Director with copies of all receipts,
invoices, and/or requisitions associated with the purchase.

The approving supervisor will forward copies of all memos, invoices, or receipts to
the SED Laboratory Director for accounting purposes.

The SED Laboratory Director will provide a monthly budget report to the Deputy
Chief.

In order to control and to maintain an accurate record of orders and expenditures, it
is necessary that all purchases be approved in advance by a Unit Supervisor or the
SED Laboratory Director.

The Fiscal Section will not accept or process invoices or requisitions that do not
have the SED Laboratory Director’s approval.
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7. The procedures following will be adhered to when expending police department
funds:

a. $100.00 and under - Petty Cash

i. Make a purchase and obtain a receipt. These are non-taxable purchases.

ii. Take the receipt to the Fiscal Section after having the SED Laboratory
Director initial the receipt. Your name and driver's license must be on the
receipt.

iii. Give a copy of the receipt to the SED Laboratory Director.

b. Under $2,500.00 — Credit Card

i. Get approval from Fiscal Section.

ii. Make a purchase and obtain a receipt.

iii. Receipts and credit card packet sent to the Fiscal Section every Friday.

c. 2,500.00 to $10,000.00

i. Three verbal quotes are required from vendors, with the purchase made
from the lowest bidder.

ii. This purchase requires that the SED Laboratory Director initial a requisition
form.

ii. The requisition form will be taken to the Fiscal Section for processing.

iv. Once the item is purchased, a copy of the requisition and all receipts will be
given to the SED Laboratory Director.

d. Over $10,000.00

i. This purchase requires sealed bids and will be coordinated through the City
Purchasing Department and the Police Fiscal Section after it is approved by
a supervisor.

e. Contractual Purchases

i. These are purchases made with vendors under contract by the City of
Albuquerque.

f. MFSC and City Wide Contracts

i. Write a partial requisition for purchase and submit it to the SED Laboratory
Director for his/her initials.

ii. Obtain the merchandise.

iii. Submit the approved requisition, receipts, or invoices to the SED Laboratory
Director.

g. Telephone Orders

i. Follow the above procedures concerning purchases in B. through E. above,

placing the order for merchandise by phone.
h. Verification of receipt of ordered merchandise.

i. When purchased items are received, the person receiving the items will sign

the receipt offered by the delivery personnel. The receipt must indicate what
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is being delivered. In the case of a partial shipment of goods, the receiver
will sign and indicate only the items received.

B. On-Call-Status-Hours of Operation

1. The Metropolitan Forensic Science Center (MFSC) is normally open for business
between 0730 and 1600 hours, closed for lunch (1130-1230) Monday through
Friday. The MFSC is closed on holidays and on Saturday and Sunday. The ID and
CSS Sections, however, operate 24 hours a day for police officers.

2. Emergeney-Response-Serviees-On Call

a. The following units will be on call at all times:
i. Major Crime Scene Team (MCST)
ii. Regional Computer Forensics Lab Task Force Officer (RCFL TFO)

D, AR e R L S S L A S e SRS LS D R C S T AT e s e s se s

tSupervisors will assess the manpower needs of each scene and call out only
those needed to safely and accurately process the scene.

c._When an SED employee is assigned on-call status, she/he will carry the <——1{ Formatted: Outline numbered + Level: 3 + Numbering
. . . Style: a, b, c, ... + Start at: 1 + Alignment: Left + Aligned at:
appropriate-department issued phone. Cell-phenes-may-be-issued-te-each 0.75" + Indent at: 1
pe alland-are i Out" rosterwith-the unicatio
e
ed. Major Crime Scene call-outs are facilitated by the on-duty CSS sergeant L { Formatted: Not Highlight

supervisor or the on-call supervisor.

c-e. who-is called first by the Communications Section. Employees may

cal-Based on the employee’s job assignment, the employee may be placed in
an on-call capacity, as defined by the collective bargaining agreement. On-call
status requires personnel to be available to assume respond to call-outs within
one hour of notification.
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1. Employees dress in appropriate business attire or a supervisor approved uniform,
which conforms to the following:

a. Any type of dress pants/skirts/dresses will be acceptable. Denim of any kind or
color is not acceptable. Men’s shirts must have a collar; women'’s shirts may be
worn with or without a collar. Polo type shirts may be worn that is law
enforcement or City of Albuquerque related. Supervisors (Lieutenant or
M17/E17 and above) must wear a dress shirt and tie for men, and the
equivalent attire for women.

b. Supervisors may approve unit uniforms to include BDU'’s (tan, green or black)
or unit (embroidered) shirts.

c. Any type of conservative shoe may be worn, to include tennis shoes, as long as
they match the general attire of the wearer and are in good condition. Open-toe
or open-heel shoes are not to be worn in any warehouse or laboratory areas of
the building.

d. Personnel are required to have clothing suitable for court (including appropriate
shoes), as required by Departmental SOP.

e. Should any clothing be questionable as to its appropriateness, the immediate
supervisor will make the final decision.

2. Al employees shall wear Iab coats when Worklng in the lab. erin-Evidence;as

%EwdeneeareasﬁOther protectlve apparel WI|| be worn as situations and safety
manuals dictate, and shall be removed upon leaving the laboratory.

ED. Division Vehicles
1. There are sixfive categories of vehicles at the SED:

a. Mobile Crime Van 1 and Mobile Crime Van 2
i. This vehicle is a large van used for processing crime scenes and in which a

variety of crime scene equipment is stored. It is the responsibility of the
primary on-call detective to respond with the van to call-outs (unless
otherwise directed by a supervisor). The primary on-call detective is
responsible for checking the equipment and supplies in the van on the first
day of his/her on-call status and after each call-out. The detective must
arrange for the immediate replacement of any item(s) that have been
expended or are present in insufficient quantity. She/he must fill out a Van
Checklist form and submit it to the on-call supervisor for verification. The
completed form will be maintained by the criminalistics sergeant for one
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year. A Needed Equipment list will be maintained in the crime van. This list
will be completed at the completion of each call.
b. Crime Scene Specialist Vehicles
i. These vehicles are assigned to CSS employees

ii. CSS employees will follow the existing take-home car agreement.

e-c. Supervisor's Vehicles
i. These vehicles are permanently assigned to the SED Commander, SED
Laboratory Director, Lieutenant, and Sergeants. Individuals assigned these
vehicles are-responsible-for-abiding-by-will follow the existing take-home car
agreement-eutlined-in-Departmental SOP.
ed. Sworn Officer/Detective Vehicles
i. These vehicles are permanently assigned to individuals whose responsibility
is to abide by the existing take-home car agreement-eutlined-in
Dosormenil =0,
f.e. General-Use-Van-Pool Vehicles
i. These vehicles are for use in transporting equipment and supplies, and for
work-related transportation of personnel who do not have an assigned
vehicle. These vehicles must be requested by signing up in advance.
Individuals must indicate on the vehicle logbook which vehicle is being used,
and by whom. When returning a van, the driver shall make sure the vehicle
is left in the same condition as found. Keys are kept by the administrative
assistant or designee. No other copies of keys are authorized for any
personnel for these vehicles.

2. Each employee is responsible for the proper maintenance of the vehicles he/she is
currently assigned.

FE. Property Inventory

1. Departmental SOPR-sets-general-policy-in-this-areaSED will follow SOP -
Department Property.

inventory for the SED.

1.2. The Crime Lab’s administrative assistant of the Division maintains the property
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2-3. When new property is acquired or when property is transferred from or within

the MFSC, it is the responsibility of the employee handling the transaction to notify
the Crime Lab’s administrative assistant.

4. Managers will complete a quarterly inventory of all equipment valued at $5,000.00
or higher and will return it to the Crime Lab’s administrative assistant.

G-F. Records and Reports

1. All examinations or investigations performed by Crime Lab and Major Crime Scene
staff will be appropriately documented in the case file. A direct supervisor (or
designee) who responded to the crime scene will review a crime scene case report.
Corrections and/or modifications of reports will be agreed upon and completed
prior to the release of the report. The documentation in the case file must support
the conclusions of the final report. Reports must be completed and reviewed
promptly after the examination(s) or investigation(s) performed.

2. The SED maintains a variety of records. The basic categories of records are:

a. Administrative
i. Budget requests, expenditure logs, inventory of property items, data on work
performed, monthly reports, equipment loan log, subpoena receipt logs (kept
for 6 months only), etc.
b. Latent files/envelopes
i. Fingerprint evidence from crime scenes, as well as selected inked
impressions, will be maintained in the Evidence Unit.
c. Photographic negatives and original digital photograph CDs
i. Images taken at crime scenes, latents captured by photography, and other
incidents of interest to the Department are kept in the Photography
Laboratory until approved for disposition.
d. Case Files
i. Case files will be located in the MFSC case file room unless a case is being
actively examined. This includes case files from Major Crime Scene
investigations. These files may contain a copy of the examiner’s report
and/or a CD with crime scene or firearms photographs. Only Crime Lab and
Major Crime Scene staff, have access to this room. Case files are stored in
the MFSC case file room for at least three years. After three years, they may
be transferred to another approved location where they will be stored until
deemed no longer necessary.

-12 -
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3. Requests for Copies of Case Files

a. Requests for copies of case files_and any related records (records regarding:
fRirearms/Ftool mMarks, Bbiology, tlatents, €controlled Ssubstances, and
Ccrime Sscene linvestigation) should be directed to the Crime Lab’s
Administrative Assistant.

b. Original case files shall not be taken out of the Crime Laboratory under any
circumstance.

c. All requests for copies of case files must be submitted in either written or
electronic form.

d. A notice that the file has been copied, the date copied, and for whom the file
was copied, will be left in the case file by the Administrative Assistant.

e. All requests for blood alcohol reports/case files as well as breath alcohol
instrumentation records should go directly to the Blood Alcohol Analyst.

f. In general, all of the procedures used by the division to collect, preserve, and
analyze evidence are considered public information.

4. Crime Lab reports are distributed as follows (unless otherwise directed):

Official: Central Records Division

Copies to: Requestor / Other unit or bureau detective investigating the case
Original: SED files

Crime Lab reports are typically distributed by electronic means, but may also be
distributed in hard copy.

apow

5. Major Crime Scene reports are distributed as follows (unless otherwise directed):

a. Original: Central Records Division
b. Copies to: SED files / Other unit or bureau detective investigating the case

6. Exception

a. Homicide and sexual assault related reports are not released for publication
through the Central Records Division. These reports are turned over to the
investigating detective (CID). These reports may be later published by the
investigating detective at his/her discretion, or when a case is closed. This is
the responsibility of the investigating detective.

G. Information-Systems-Management-Computer and Technical Support Management

-13-
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F—Information-Systems-Management- The Department of Technology and Innovation

(DTI) provides project management, technical support, system administration and

H. Training

1. Training in a laboratory discipline will be conducted by a qualified examiner with
oversight of the appropriate Unit Supervisor and/or Technical Leader.

-14 -
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87. |

. Training guidelines are outlined and maintained by each discipline. A training

checklist and competency test(s) will be completed and documented for each new
examiner to be retained in the individual’s training and development file.

Crime Scene Specialists will attend a Crime Scene Specialist Training Course

conducted by various members of the SED. Fhis-course-will-generally-last
approximately-two-weeks.-The length of the training course will be determined by
the SED Command Staff, depending on the candidate’s experience, and a final test
must be successfully completed at the end of the course. Other personnel new to
the SED may also attend all or selected segments of this training course.

All in-service courses, schools, seminars, lectures or meetings that employees
wish to attend must be coordinated through the appropriate supervisor. All
pamphlets or materials that members receive announcing these opportunities
should be shared throughout the division and posted.

All employees must stay current and maintain competency in their field of
expertise. This involves keeping in contact with other experts both through
personal communication, organizational membership and by reading current
professional literature.

In addition to in-house training, personnel should attend outside training on a
regular basis. Outside training should be conducted by a regionally or nationally
recognized organization, when available. Web-based courses are an additional
type of outside training. It is recognized that budget constraints may limit
travel/training.

W}Q—GGHFSGS—GEU—GFGGI%S—H&HSGHBI—S—%A” training must be documented and
kept up to date on resume/CV for inclusion in the employee’s training and
development file.

Equipment
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1. Personnel shall ensure that equipment and instrumentation used in their unit is
properly maintained and calibrated, as appropriate. Appropriate records shall be
maintained for each item of equipment significant to the quality of the test.

2. Equipment that is not in use or needs repair shall be isolated or clearly marked to
prevent unintended use.

J. Safety

1. Itis the responsibility of each employee of the SED to follow the safety guidelines
as outlined in the following documents:

Safety Plan

Exposure Control Plan
Chemical Hygiene Plan
Emergency Evacuation Plan
Fire Prevention Plan

® o 00O

2. The SED Commander or designee Laberatory-Director-will designate a Safety
Manager for the Division.

3. ltis also the responsibility of each employee of the SED to notify the Safety
Manager when concerns are not covered in the above plans, or when suggested
procedures in the above plans are incorrect.

4. A copy of the Safety Plan, Exposure Control Plan, Emergency Evacuation Plan,
Fire Prevention Plan and Chemical Hygiene Plan are located within each
laboratory area. The Safety Manager annually reviews all laboratory safety
documents. Any revisions will be posted and distributed to staff.

5. Exposure to Potentially Infectious Material

a. Fhere-are-specificprocedures-thatmust-be-followed-When an employee has

been exposed to potentially infectious material such as blood or body fluids,

refer to SOP - Exposure to Blood or Bodily Fluids. APD-Expesure-Control-Plan;

K. Facility Security

1—Physical access to the interior of the MFSC laboratory is restricted. Thispeliey-isin
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side--All entrance/exit points as well as the entire outer perimeter of the laboratory,
ave security control at all times.-
VE-YaWiTa on m—Assianed

h

2. Door cards and keys are approved, controlled, and issued through the SED
Commander or his/her designee.

1l
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L.

Formatted: Not Highlight

law enforcement visitors must pass through the securlty pod and be escorted into

restricted areas by the employee with whom they have business.

(or-a-desighee):

g

a.—@nee—rnsrde—the—restneted—area&et—the—MJ%@—These individuals must remain in
the presence of the employee who escorted them—(er—mth—anether—desrgnateel

areas—at—any—trmeUnldentlfled persons in any area without an escort should be
immediately escorted to their destination or out of restricted areas to security.

#4. When an SED staff member’s assignment is terminated, all of his/her
keys/cards will be turned into the SED Commander or his/her designee before the

end of his/her last day of assignment.

5. Inthe event that a SED staff member loses histherany card key, the lost key will

be reported |mmed|ately to their gar-SED chain of command—supervrser

b. The area(s) to be re-keyed shaII be at the discretion of management
c. Any other lost interior keys such as storage cabinets must be reported to an
SED supervisor without delay, and a decision on re-keying will be made.

eens#ueﬂen—prqeets#hese—melmeleal&must be accompanled by a SED employee

if accessing any restricted area within the MFSC.
Tours

1. SED aIIows for Iaboratory tours of a limited naturewherereasenableand

N|
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6.4.  Tour groups will be limited to 25 persons.

is permitted in work areas without the Unit Supervisor’'s or SED Commander or
SED Laboratory Director’s approval.

8.5. Tours may view working laboratory areas through observation windows. No one

9.6.  Tours and Observation by Outside Experts

a. Tours beyond the scope of those permitted under the "General Tour Policy" will
not be authorized.

b. Observation by outside experts will be done only through a court order.

c. Outside experts will not be permitted to use any APD equipment or APD facility
to conduct their own examinations. Equipment purchased by the City is for use
by City employees. Outside experts do not have the appropriate training or
legitimate claim to use City property.

1-87-5 Evidence Handling for CSS/IMCST
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1. Before disturbing items of evidence at a crime scene, the scene should be properly
photographed, including the use of indicator cards and scales when appropriate.
Measurements are taken that permit the item to be accurately located in either a
reconstruction or in a crime scene diagram. The item should be depicted in its
proper place on the rough sketch or within a point cloud of the scene.

2. In most instances, all of the evidence will be collected. In some cases, such as
pools of blood or paint from a wall, only carefully selected specimens need be
taken. When specimens are taken, the investigator should document the reasons
why only that which was collected are needed to establish the facts of the case.

3. As-itis-oftencrucial-to-have-Comparison standards sueh-as-hairs;-teols;-and-paint;
appropriate-materials-will be collected from known sources whenever possible. As

mueh-of-the-evidence-entering-the-SED-is-collected-without SED-control-SED

personnel performing such analysis will request known standards when necessary.

4. The collected evidence must be properly documented in the report, on the
evidence label (tag), and on the evidence container (heat-seal bag, paper bag,

envelope, etc.). Becumentabenineludesthe dotetime—ond-slheethetepwes

aneLdat&aemss%heﬂewseakRefer to SOP Collectlon Submlssmn and
Disposition of Evidence and Property.

Formatted: Not Highlight

B. Drying Evidence

-20-



ALBUQUERQUE POLICE DEPARTMENT
NVESHGATNVEBUREAUGENERAL ORDERS

SOP 5-51-87 OPA DRAFT

1. Wet or bloody evidence that has been collected from crime scenes, or received
from the Office of the Medical Investigator (OMI) will be thoroughly dried and
packaged in paper bags.

Clean all surfaces of the hood or locker with a 1% (minimum) bleach solution.

Lay clean butcher paper on the floor of the hood or locker.

Hang the items such that they do not make contact with each other.

Clothing evidence collected from different subjects must be dried in different

hoods or lockers.

e. General evidence items will also be positioned or protected so that the items do
not come into contact with each other.

i. Lockers and hoods will be locked by the investigator. Place the items in the
hood/locker to dry. The key to the lock will be the only key for that
hood/locker and will be maintained by the investigator having the items to
dry.

ii. A hood/locker log sheet or log board will be filled out to include the case
number and name of the investigator.

f. Following removal of evidence, the butcher paper will be removed. Either fold
the butcher paper in on itself and package the paper in a separate container
(trace evidence) or empty the contents of the butcher paper into a separate
container, labeling it as trace evidence. Clean all surfaces of the hood or locker

apow

2. Analyses will not be performed on dried bloody evidence until the evidence has
been in a dried state for a minimum of five days, except under unusual
circumstances.

C. Packaging Evidence

1. Items of evidence should be placed in a clear plastic container when possible to
prevent contamination and to permit visual identification. Items which have been
wet or bloody will be dried and stored in paper bags or paper envelopes to avoid
possible detrimental biological changes.

-21-
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2. Items that may be sensitive to static should be packaged in paper, as opposed to
plastic, to prevent the build-up of static and possible loss of evidence upon
opening.

3. Under normal circumstances, firearms are to be packaged in a plastic bag. Empty
magazines, sealed in smaller plastic bags, should accompany the firearm with
which they were found. Ammunition, cartridge casings, or projectiles are to be
packaged separately. Firearms which have been contaminated with biological
materials, moisture, etc. must be dried prior to packaging. Evidence stickers must
be appropriately attached to the plastic bags.

4. Any item to be processed for latent fingerprints should have the bag labeled
“Latents,” however, a service request must also be submitted to the Latent
Fingerprint Group of the Crime Lab.

5. Each item of evidence should be labeled, either on its container or by an attached
tag in the case of large items. The label should include a unique designation (APD
or other Case #), coinciding with the item, or assigned to the item in the report and
on the crime scene sketch. The following lower case letter prefixes are to be used
in designating items of evidence as indicated:

a [Cartridge i Bullet hole (or impact site)
b Blood k |Knife

¢ |Cartridge Case | |Latent work needed

cl [Clothing m |Miscellaneous

d |Documents n [Drugs

f |Firearms p Bullet

g |Glass s DNA Swab

h [Hair, fiber or another trace

6. Upper case letters of the alphabet are reserved for use as designators on diagrams
for measurement points with the exception of upper case K and upper-case Q.

7. Packaged or repackaged evidence is sealed with a tamper evident seal, which is
initialed and dated.

D. Evidence Storage
1. Evidence is stored long term within the Evidence Section. This is a restricted facility

to which only Evidence personnel have access. Items may be checked out by
examiners, officers, and detectives as the need arises.
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laboratory areas, with the exception of latent fingerprint lifts or similar evidence,
and photographs.

E. Evidence Reporting

1. Investigators should assess the case and the evidence for input concerning which
examinations should be conducted on each item of evidence. This assessment
should be communicated to the requestor of the examination, as well as to the DA
and any other involved investigators.

2. ltis desirable that as few persons be involved in the handling ef-items-of evidence
as possible. Careful records must be kept that document the chain of custody for
each item. All evidentiary items should be tagged into the Evidence Section
promptly after the collection or examination process is complete.

F. Evidence from Outside Agencies

1. On occasion, requests are received from other law enforcement departments,
governmental agencies, or the military to examine evidence. Evidence may be
received by mail or delivered in person to the examiner, following standard chain of
custody procedures. The evidence will be stored in the laboratory area. A report
does not have to be released until the submitting agency has picked up its
evidence.

G. Evidence to Outside Agencies

1. On occasion, it is necessary to send evidence to other agencies or laboratories.
Prior to sending the evidence, the SED Commander Laberatory-Director-or
designee may be notified and written or telephonic approval will be obtained from
an agent of the courts, if appropriate. Evidence will be sent to another laboratory
for re-analysis only upon court order. The written approval and/or court order will
be filed in the case file.

2. The evidence will be packaged securely, with appropriate preservation and safety
precautions, and sealed to prevent tampering.

3. A Service Request Form (to document chain of custody) or another equivalent form
will be filled out. The original form will be filed in the case file after the appropriate
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APD personnel completes the form. A copy of the form will be packed with the
evidence and sent to the outside agency, with instructions for completing the form.
When the evidence is mailed, it will be sent by certified, return receipt requested,
restricted mail. The purpose is to have the evidence delivered only to the person
for whom it was intended and to have a record of the delivery for the case file.

4. If evidence is transferred in person, a Service Request Form or other equivalent
form is filled out (for chain of custody), and accompanies the evidence for original
signatures of the receiver and sender. The form is immediately returned to the SED
and filed in the case file.

5. The shipping of firearms will follow Federal Rules and Regulations meaning that
firearms may only be shipped to:

a. Law enforcement agencies
b. Persons possessing Federal Firearms Licenses (FFL). A copy of the FFL with

an original signature must be obtained at the Crime Lab prior to shipping.

H. Evidence and Quality Control

#em—@nme%eene%pee&a%ts—@q—eeeasm—theewdence that that may-appears to
have been improperly packaged_will be:

a. The-evidence-technician-will-Collected by the evidence technician from the
evidence room of frem-the secondary site (substation) and bring it to the main
Evidence Room.

b. A notice will be left for the primary officer to come to Evidence and correct the
discrepancy.

e-c. If the problem is not corrected_within 20 days, or if recurrent problems
with a particular officer's evidence packaging continues, his/her immediate
supervisor will be contacted to resolve the-matter-An-officernetresponding-after
20 days and the officer may be removed from the OIM and required to tag all
evidence at the MFSC.

I.  Chain of Custody

1. When SED personnel remove evidence from the Evidence Section, both the
Detective or Scientist and Evidence personnel will appropriately document the
transfer. Chain of custody documentation will be filed in the case file.
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2. When evidence is transferred from one examiner to another within the Crime Lab,
the chain of custody portion of the Service Request Form or equivalent will be
completed. A copy of the chain of custody form will be filed with both the receiving
and transferring examiner's files. In the case of latent print verifications, the verifier
does not need to keep a copy of the chain of custody documentation.

3. When evidence is received from an outside agency by mail, SED personnel will
provide documentation on the chain of custody portion of the Service Request
Form. The form will be retained in the case file.

J. Biological Fluids and Hair Standards

1. Body standards will be collected only if accompanied by one of the following
authorizing documents: Court Order, Search Warrant, or Permission to Search. A
copy of the document will be kept in the case file. An appointment should be made
for the collection of the standards. Unless accompanied by a corrections officer or
detective, the identity of the individual providing the standard should be verified
(driver’s license, date of birth, social security number, etc.). The person who
collects the standard(s) will note on the authorizing document: case number, date
and time the standard was collected, verification of identity (if needed) and who
collected the standard.

Evidence Section by the individual who collected them (unless transferring to the
case working analyst). The resulting chain of custody will be filed in the case file.

1.2. The dried saliva standard will be packaged, sealed and tagged into the

2-3.  Blood standards are generally not collected. If a Court Order or Search Warrant

is received designating blood;the-decument,-and-subsequent-collection-should-not
be-completed. The investigator or District Attorney should be contacted and a new
Court Order or Search Warrant should be requested designating the collection of
saliva standard in lieu of blood. In the alternative, the individual can be asked if
they are willing to sign a Permission to Search form for the collection of a saliva
standard instead.

K. Sexual Assault Evidence Kits (SAEK)
1. SANE nurses collect and tag SAEKSs into the FAC evidence collection lockers. the

cvelopecero R e AL E A S dlened to he mvidlones Socton
i
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2. The Sex Crimes Unit will receive notification from the SANE manager of the items
tagged and verify the case information.

«#‘[ Formatted: Indent: Left: 0.75", No bullets or numbering ]

3. Evidence Technicians will pick up the tagged SAEKSs from the FAC during normal
pick up times and transport them to the APD crime lab where they will be stored

until processing.

4. Per Albuguerque City Resolution 16-R-143, when the Albuguergue Police
Department receives a sexual assault evidence kit in connection with the
investigation of a criminal case, the department must submit evidence from the
case within ten (10) business days of receipt of a forensic laboratory or a laboratory
approved and designated by the Chief of Police.

SAEKSs on non-reported cases will be destroyed per the APD and SANE Unit MOU «—{{ Formatted: Indent: Left: 0.75" ]
after pne-two years from the original collection date unless reporting status L Formatted: Not Highlight )
Changes. Formatted: Not Highlight ]

f—“‘[ Formatted: Indent: Left: 0.75" ]

5. SAEKSs on non-reported cases involving juvenile victims will be kept until the

victim’s 234 birthday (5 years after turning 18 years old).

L. Evidence from the Office of the Medical Investigator

1. When evidence is received from the Office of the Medical Investigator (OMI),
personnel will ensure the evidence is listed in the chain of custody portion of the
Service Request Form. A signature is needed from the individual the evidence is
received from (OMI personnel). A copy of the OMI receipt must accompany the
Service Request Form. These forms will be retained in the case file.

M. Evidence for Examination

1. Examiners shall not accept evidence from the Evidence Section that is not properly
sealed. Since-evidence-is-not-alway . eali

across-the-seal-Exceptions may be made on a case-by- case basis by the Unit
Supervisor (or Technical Leader, as appropriate) and will be documented in the
case file.
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2. When evidence is examined in the laboratory by an examiner, (whether it is
received from the Evidence Section or directly from a Detective) each individual
item of evidence is marked with a unique identifier (i.e. barcode, barcode and item
designator or case number and item designator), whenever practical. The
individual item of evidence must also be identifiable to the examiner. This will be
accomplished by the examiner placing his/her initials on the individual item of
evidence. If the item of evidence does not lend itself to being marked, the container
shall be marked with a unique identifier and initials.

3. Following the examination, the evidence is packaged and sealed with a tamper
evident seal, with initials and date across the seal. The initials and date on seals
from persons having prior access to the evidence should be maintained intact
whenever possible. If it is not possible, the seal will be packaged with the evidence
when the evidence is re-packaged. If additional evidence marking procedures are
required by a discipline, those procedures can be found in the discipline’s
procedures manual(s).

1-87-6 Division Units

A. Latent Fingerprint Analysis Group — Human Identification Unit

1. The Latent Fingerprint Analysis Group processes, examines and compares
latent/patent and inked fingerprints.

2. Refer to the Latent Finger Print Unit Procedures Manual
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3. The Latent Fingerprint Unit-Technician processes items of evidence (which have
been submitted by officers or representatives of outside agencies) for latent
fingerprints.

5.4. Cemparisons-The Latent Fingerprint Analysis Group visually compares each
workable latent(s) with each record print of a known subject.
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7.5. The Latent Fingerprint Analysis Group assists the District Attorney's office in
comparison and testimony concerning fingerprint cards of an individual from prior
arrests and incarcerations.

n n

8.6. The Latent Fingerprint Analysis Group may assist field officers in establishing a
positive identification of the victim and/or suspect in violent crimes. Assistance to
the Office of the Medical Investigator in establishing positive identifications of John

and Jane Does is also provided.

9. Automated-Fingerprintidentification-System-(AFIS)

10.7. The Latent Fingerprint Analysis Group enters unidentified latent prints into_the
Automated Fingerprint Identification System (AFIS)
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B. Biological Analysis Group — Human ldentification Unit

1. The Biological Analysis Group collects, preserves, and analyzes biological
evidence as detailed in the Group’s procedure manuals, in criminal cases and to
provide expert testimony in a court of law.

2—Case-Culting

<—d‘[ Formatted: Indent: Left: -0.25"
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C. Chemical Analysis Group — Physical Identification Unit

1. Controlled Substances Analysis

a. Fhe-ChemicalAnalysis-Greup-Physically and chemically analyzes physical

evidence in criminal cases.

-31-



ALBUQUERQUE POLICE DEPARTMENT
INVESHGATNVEBUREAUGENERAL ORDERS

SOP 5-51-87 OPA DRAFT

2. Drug Standards Inventory

a. The Chemical Analysis Group stores and maintains Schedule I, 11, Ill, IV, and V
controlled substances, as defined by New Mexico State Statutes, for the
purpose of analytical standards.

3. Blood Alcohol Analysis

a. The Chemical Analysis Group provides analysis of blood specimens for alcohol
content in criminal cases.

i. Instrument calibration check using alcohol standards

kii. Preparation and analysis of blood samples, standards, and blanks.

eC. Review of results, report and notes by another court qualified alcohol
examiner; administrative review by the Unit Supervisor or designee.

£d. Proficiency testing is required each year for examiners.
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4. Breath Alcohol Analysis

a. The Chemical Analysis Group provides instrument maintenance and instruction
to officers, and courtroom testimony.

b. Simultaneous instrument accuracy checks.

¢. Minor instrument maintenance and repair.

d. Record keeping.

e. Scientific Laboratory Division liaison.

f. Stock and provide supplies to off-site locations.

g. Officer training, instruction and testing.

h. Proficiency testing.

2:1.  Firearm examination and testing

3.2. _ Bullet comparison

4.3. Cartridge case and/or cartridge comparison

5.4.  Tool mark comparison

6.5. Distance determination testing/gunshot residue testing

7-6. Exterior ballistics determinations

8.7.  Serial number restoration
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9.8.  Fracture comparison

10:9. NIBIN analysis and confirmation (Refer Submission of Evidence, Confiscated
Property and Found Items SOP.)

Profic .
12 Courtroom-testimony

14-.10. E-trace
a. A gun trace technician electronically submits ATF (Bureau of Alcohol, Tobacco,
and Firearms) first purchaser traces to obtain information on the owner of a gun

including when and where the gun was purchased.

. New Mexico DNA Identification System

2.1. Receipt of DNA samples.

3.2. Determination if a finding of probable cause for arrestees.

4-3.  Entry of personal data into NMDIS.

5.4. Preparation of samples for DNA analysis.

6.5. Offender data review.

7.6. _Importing data into the CODIS server.

8. Typical Results
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c—No-match

F. Investigations Section
1. Major Crime Scene Team

a. The Major Crime Scene Team responds to and takes charge of crime scenes
involving homicide, suspicious or unexplained deaths, officer - involved
shootings, in custody deaths, and violent incidents in which death, great bodily
harm or permanent disability may result. The Team is responsible for all
documentation, collection, and preservation of evidence, and for reconstruction
of the crime scene if possible.

be-fellewed-at-crime-seenes-is-net-paessible—There-are-Certain broad
procedures,however-tt should be used when conducting a crime scene
investigation, which include some or all of the following:

i. Photography

ii. Crime scene sketching, diagramming and 3D scanning

iii. Evidence handling, collection, preservation, and processing

iv. The use of alternate light sources

v. Bloodstain pattern interpretation

vi. Methods and principles of crime scene reconstruction

vii. Crime scene search methods

viii. Death investigation

ix. Report writing

x. Courtroom testimony

xi. Technical review of all areas

results-that-may-eceur—fairly-regularly--Typical results include, but are not
limited to the following:

i. Evidence is discovered that links the offender to the scene.

ii. Evidence is discovered that links the victim to the scene.

iii. Evidence is discovered that eliminates the offender from the scene.
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iv. Evidence is discovered that eliminates the victim from the scene.
v. Evidence is discovered that supports withesses’ statements.
vi. Evidence is discovered that refutes withesses’ statements.
vii. Evidence is discovered that brings new information to the investigation.
viii.No evidence of value is discovered.

d. Due to the possibility of significant mental trauma caused by the investigation of
violent crimes, MCST personnel shall attend a Behavioral Health Wellness
appointment that shall be conducted by the Behavioral Health Division

biannually.

G. New Mexico Regional Computer Forensics Laboratory (NMRCFL- FBI Task Force)

1. The Detectives assigned to the NMRCL respond to and direct the collection of
digital evidence. The evidence will be tagged into APD evidence by the primary
investigator or the major crime scene team. The NMRCFL Detectives are
responsible for all documentation, and preservation of evidence in accordance with
current task force policy

2. Computer Forensics detective(s) will provide technical and forensic computer and
telecommunications expertise to assist department personnel in the investigation of
cases involving computers and telecommunication devices.
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3. Computer Forensics detective(s) will attempt to heighten awareness of department
personnel of the increasing use of high-tech devices in the commission of crimes,
through training. Computer Forensics detective(s) will be assigned to the Scientific
Evidence Division.

ca. Provide on-scene guidance in the Seizure of computers, computer
related equipment, and telecommunication devices. (place under #2)

e-b. Evaluate seized high-tech equipment for value, in order to initiate
forfeiture proceedings.

e-C. Provide department personnel with training in the use of computers that
enhance investigative and/or patrol activities.

f.d. Computer Forensics Detective On-call
i. Personnel requiring assistance after normal work hours can request ECC to

contact the Criminalistics Supervisor on-call.

Gl slErre e Cem et nadler oehnlen Eonioaon:

H. Photography — Photography Detail

1. The Photography Detail shall provide the highest quality photographic (and related)
services possible.

o—Celerilnaprescasiag
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9.1. Referto SOP - Collection, Submission, and Disposition of Evidence and
Property.

J. Criminal Identification and Disposition Unit
1. Identify all adult & juvenile offenders arrested in Bernalillo County.

a. ldentification will be performed utilizing the Henry Classification System and the
Automated Fingerprint System.

2. For other duties, refer to SOP - Identification/Disposition Unit.
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K. Evidence Unit

The Evidence Unit is to maintain the integrity of all evidence, found items, and

property held for safe-keeping by the Albuguerque Police Department, the
Bernalillo County Sheriff’'s Office, and other outside agencies.
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1-87-7

Crime Laboratory Subpoena Pre-Frial-Policy

A. The purpose of the Crime Laboratory Pretrial Policy document is to ensure a
cooperative, secure, and convenient process for all parties involved in the judicial
system to have access to personnel and documents. The Crime Laboratory deals with
large volumes of cases and items with relatively very few expert withess Forensic
Scientists, this policy is needed and has been created, to accomplish this mission.

B. These policies are implemented based upon current practices of other bureaus and
agencies such as the Office of the Medical Investigator. Due to the very small number
of expert witness Forensic Scientists, these policies ensure their availability to as
many attorneys and court proceedings as possible. It also ensures that minimal
disruption to case analysis occurs.

1l

1l
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C. Location and Scheduling

1. All Crime Laboratory personnel will conduct their interviews at the Crime Lab or via
telephonic means after determining a time and date agreeable to all parties ata
lecation-determined-by-the BA's-office—Contact information for all Crime Laboratory
personnel can be obtained by contacting the Crime Lab’s Administrative Assistant
at (505) 823-4200.

2. All pre-trials will be scheduled to begin between the hours of 9AM-3PM with the
pre-trial ending by close-of-business (4 PM).

B—Crme-Laberatery-Subpoena-Pohey

1.3.  Crime Laboratory staff will schedule pretrial meetings upon request. These
requests shall be mailed, hand-delivered, faxed, or emailed to the individual being
served, or to the Crime Laboratory’s Administrative Assistant. Individuals who

choose to fax subpoenas should call to verify receipt at the Laboratory.

2-4.  All served subpoenas will be responded to by Crime Laboratory personnel.

3.5.  Other than administrative personnel, Crime Lab employees will not accept

subpoenas for individuals other than themselves.

4.6. Hand-delivered subpoenas are only accepted on site during business hours.

5.7. _Once received, subpoenas will be printed, time stamped, and logged at the

front administration desk of the Crime Laboratory.
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