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A. PURPOSE:

Documents that are part of the Management System for the Division of Scientific Services are
controlled to assure that the most up to date version is being followed at all times. Control includes a
method for distributing controlled documents, identifying controlled documents, making changes to
controlled documents and archiving past versions of controlled documents.

The DSS Laboratories will have Management System Documents, (specifically SOPs) available in

electronlc form to aII D|V|$|on employees Ih&n&mber—eﬁeemreued—paaepeepieswu—b&mﬁmal

B. RESPONSIBILITY:

Director: responsible to review the Management System documents atileast annually to assure that
they meet the needs of the laboratory

Deputy Directors: responsible to review the Management System documents at least annually to
assure that they meet the needs of the laboratory. /Additionally they are responsible assure that when
changes are required to controlled documents withinitheir'section that the proper processes are
followed.

Quality Manager and Assistant Quality Manager: responsible for assuring the latest version of all
General Laboratory Management System documents are issued {electronic-er-paper) and outdated
versions are removed from use. Additionally they are responsible to assist laboratory sections to
properly document changestescontrolled doetiments within the sections.

Forensic Science Examiner 3/Forensic Science Examiner 2 : responsible to assure that all
employees they supervise (and they‘themselves) are using the most up to date version of Management
System documents. Additionally if they discover the need to edit a controlled document within their
section they communigcate thisto their Deputy Director and assure that they follow the document
control procedure for making,those changes.

Forensic Science Examiners 1/Chemists 1 and 2: responsible to adhere to the policies set forth in
the current Management System Documents and that they are using the current version of any
laboratory form. Additionally if they discover the need to edit a controlled document within their
section they communicate this to their Section Lead Superviser.

Administrative Staff (however titled)/Support Staff: responsible to adhere to the policies set forth
in the current Management System Documents.

C. DEFINITIONS:
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MSD: Management System Documents - all documents contained in the Quality Manual, Division
Standard Operating Procedures, Safety Manual, section Standard Operating Procedures and Work

Instructions as applicable.
SOP: Standard Operating Procedure — these can either be section specific or Division wide

WAN: Wide Area Network

Qualtrax — compliance software used to assist in functions such as but not lmiteghto document control.
Qualtrax uses “groups” to allow for certain permissions in the documentgontrol wagkflow. Personnel
in groups will be designated as an editor, reviewer(s) and/or approvers. (K, separategroups are
prepared for each laboratory section and job type).

Editors may be section Leads, Deputy Directors, the AQM&RM oigDirectorPEditors can request
edits to SOPs.

Reviewers can be any person within a group that they wisitto haveygreview the document
changes. Reviewers can suggest changes.

Approvers are members of the Quality Section anghthe Direétor. Members of the Quality Section
are approvers to orchestrate the publishing of@ocuments. The Director is the overall approver of

the document.

D. PROCEDURE:

1. General Laboratory (GL) SOPs are approved for use, prior to their implementation, by the
Director or their designee:

a. Changes to General Laboratory SOPs will be directed through the Quality Section.

2. Laboratory specific SOPs which have been validated, are reviewed and accepted appreved for
use by the sections Deputy Director or their designee and approved by the Director. Each
Laboratory'sectiomymay only use procedures that have been approved for use in the specific
laboratory section. Each Laboratory has a specific SOP detailing the method
development/validation and documentation process.

a. Changes to section specific SOPs will be directed through the Quality Section for reviews,
approvals and publishing.

3. Qualtrax will be used to direct the flow of document changes, review, and approvals.

4. Document Approval and Issue:

a. Approval: Approval for all MSD will flow through Qualtrax. wi-be-indicated-by-sighing

i. General Laboratory (GL) SOPs: approval by Director or their designee.
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ii. Management System Documents: approval by Director or their designee.

iii. Section specific SOPs: reviewed/accepted by the Deputy Director approval by-Beputy
Birector-and-Director.

(a) Note: in the DNA laboratory the DNA Technical Leader (TL) will ee-sigh-for

approval also be responsible to edit and review section-specific DNA SOPs in
Qualtrax. Edits of a technical nature by the TL will be inconporated.

(i) The General Flow of SOP changes in Qualtrax for the DNA se€tion will be from
the TL (or their designee), to the Deputy Director forfReview afd acceptance, to
the Director for approval and to the Quality Séction for approwal/publishing.

(if) The DNA TLs edit and/or review in Qualtraxyis déCumentation of their approval
of the document.

b. Preparation — preparation of section specific MSD will; in general, be performed by the
Section Lead Superviser or their deS|gnee (the preparer of the document will be de5|gnated
as the editor in Qualtrax). 3 3 .

i. Section specific SOP changes can be'prepared by a member of the section as appointed
by the section Supervisor, the,Changé-Ogder+orm changes will be directed through
Qualtrax to the Quality Section asioted above.

ii. Quality Records (QR)fand worksheegis which are not considered controlled documents
and are not maintained in Qualtrax, Will be edited, reviewed and approved through email
documentation maintained by thé Quality Section. The person making an edit and
updating the @R Wil nOtifia(ly email) the Deputy Director (and TL if DNA) and the
Quality Se€tion. Once reviewed and approved by the necessary personnel, the section
affected willibe giotifred®@f the changes through an email before the updated QR or
worksheet is puyinto effect. The current versions of QRs and worksheets not in Qualtrax
wilkbcHmaintainedon a shared drive in the “Controlled SOP” folder.

c. Distribution# the Quality Section is responsible to issue the most recent versions of all
MSD. Part of this responsibility includes the removal of the prior version. Issuance or SOPs
and removalifrom use will all be directed by the Quality Section through Qualtrax.

i. Laboratory SOPs (General or Section Specific) will be published through Qualtrax.
When the Quality Section Publishes a SOP an email notice will be sent through Qualtrax
to those responsible for the changes.

ii. The Quality Section will maintain the Controlled and Obsolete SOPs within Qualtrax.

iii. Laboratory employees receiving notice are responsible to log into Qualtrax to review the
changes.
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(a) Employees should contact their leads if there are questions concerning the changes.
iv. All current SOPs are available to employees through Qualtrax.
(@) Once printed SOPs are not controlled.

(b) The QM or designee will prin ngle-original copy-ofthe- his-will-be-signed
a he-prep a (ON\/ d ¢ a i ‘mi

(c) The document will then be stamped “Controlled™ in ‘:‘
(d) The-originalsigned-controlled-copy-will be-maiafiined By thalo!

(6) ho eui de :.-- ,A,. nload th an ;-.*.-' ALAL harad ha

i

(f) ha O o m amnlovees of the undata alectron

(9) ;.e-::“. h -f ‘Ililil" b-employees-the-employees-are-responsible-toread-the
;= =.:=-;'.‘. -“- ee;‘ b -== e-. ‘= @l ==:-: -=-' ‘e-. ==:= e: -'=“-- .

(h) “Controlled SOPs” foldero d-d 0-€0 OPY-0
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v. Any section analyst that prints a copy of a current SOP is responsible to assure they are
working“from the current SOP and that they destroy the paper copy when new versions
are made available.

vi. Fhe-masterecopy-efall All MSD will be maintained thru Qualtrax by the Quality Section.

Na NManagdaman am- o mMan A ala N-Thae Tollowing NTrorm ala
Viaa \/ Ay A" v A v

(c) Current Version/Reviston Number
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(d) Bate-issued
(e) NumberofControlled-Copies
(1) =eerdenoConpond Conjes

vii. When a controlled document is software or a manufacture’s manual, the original will Hve
be maintained in the section that uses the document. This will be notated in the
Management System Document list. Example: Computer Crimes wilbimaintain the
software used for their imaging process vestigations.

5. ldentifiers:

a. All MSD will be un|quely identified. Whenﬂees&ble Each page of the controlled document
WI|| have a deS|gnator

datesr When a controlled document IS software or a manufacturer S manual the original (or
the case for the original) will have a stickerdesignating it as a controlled copy with the
Document ID, and version noted; tinless otherwise noted on the cover.

b. Each laboratory section will'have a unigue prefix identifier as part of the documents ID these
are designated as:

GL: General SOPs applicable to all sections
CC: Computer Crimes Electronic Evidence Laboratory
DNA: DNA laboratory

DD: DBNA Database

FB: Forensic Bielogy

CH: Chemistry

FLIN: Instrumentation

TR: Trace

QD: Questioned Documents

LP: Latent Prints

MMIE:Video/Multi Media

FT: Firearms/Tool marks
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Note: the Firearms/Tool Marks section has 4 acceptable identifiers, FT, TM, FA and CW
IM:  Imprints
TX: Toxicology
CS: Controlled Substance
CM: Case Management

The complete identifier will include the prefix with anumberdesignation for the specific
document in the section. Worksheets/ appendixes that are specific to documents will be
designated with the complete identifier and a second number forithe worksheet.

Example: CC-1 (this would be the first SORdfor the Computer crimes Laboratory)
CC-1.1 (this is the 1 appendix related tothe-1%' SOP for Computer Crimes)
CC-1.2 (this is the 2" appendixrelatéd to the 1% SOP for Computer Crimes)

c. When software and published manuals are referred to in an SOP or work instruction eréer as
part of the method they must also bexcontrolled documents. For these items the version that is
being used will, when possible, be marked with a control sticker by the Quality Section SQM
this sticker will include the same infermation as the designator for documents. If the
software or manual is only,referred fo as a reference it does not need to be controlled.
Software used to raninstrumentation need not be controlled as long as the name and version
number are referenced either in the equipment inventory list, the specific SOP or in the
maintenance manuals

d. The dogument titlefeurrent version/revision and document history of all MSD will be

mamtamed imythe Qualtrax system MH&HW%GGHGH—MHJ—LH%H{&M%JHI—G#&H—MSD

6. Changes to Management System Documents:

a. When a change is required to a MSD, for any reason, the change will be directed through the
section Supervisor or the Laboratory Director(s). Section Leads, Deputy Directors, the QM,
AQM and the Director have permission levels in Qualtrax to edit documents. Edit
permissions are set based on sections aSS|gned (i.e. a DNA Lead cannot edit a Toxicology
SOP). The q estine 5 - .
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c. Review:

i. The individual that prepared the original document (or the<dndividual inthat position)
should be consulted concerning the change. They mustseview the information to verify
that the change will not adversely affect any other component of the procedure.

ii. The individual that approved the original document (or the person in that position) will
review the changes to the document. It is important that the “approver” of the document
have access to all background information concerning the .ehange.

d. Approval:

i. Changes to General Laboratory MSD will be‘reviewed by the the Deputy Directors and
the Quality Section. Manager. Overall approval of the changes will be by the Director or
their designee.

ii. Changes to section specific SOP willibe reviewed and-approved by the Deputy Director,
and approved by the D|rector and a member of the Quality Sectlon through Qualtrax.

e. When possiblef changes to documents will be distinguished using red font {erether
distinguishing-eelor)so thatithe change is easily identified by those using the document. This
will not be done when a document goes through a major revision.

i.  When a'major revision occurs, those affected by the changes (those that use the
document) will'be informed that the changes have occurred. The section Leads
Superyisor or designee will be responsible to review the changes with their section and
assure they understand the changes. Notification of changes will be through Qualtrax.
The section supervisor-leads are -is responsible to assure that the changes are
implemented when the document is issued.

ii. The Quality Section or the Deputy Directors or their designee are responsible to inform
laboratory staff of changes to General Laboratory MSD. This will generally be

communicated electronically through Qualtrax. Fhe-QS-will-maintain-a-record-of this
communication.
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f. The Quality Section is responsible to maintain controlled documents through Qualtrax.
Current versions of general Iaboratory SOPs are ava|lable to all employees forremovingthe
on: All personnel are

responS|ble for the destructlon of any uncontrolled prlnted coples of SOPs, when new
versions are made available.

7. Archiving:

a. The Quality Section is responsible for maintaining an arehive of oldwersions of MSD, this
will be achieved within Qualtrax. Out of Service SOP§Will agEessible@nly to the Quality
Section or their designee. The effective/published date angdhe datggretired from service will
be maintained in the document properties.

b. The archived MSDs will be maintainedfor a‘period not less than 10 years from the date of
removal from service. Revisiens prior.to September 2014 will be maintained by paper or
electronically on the LA after September 1, 2014 these will be maintained thru Qualtrax.

c. One copy of each archived document will be stored with the Quality Section in either paper
or electronic format'based on,the dates listed above). Individuals that need to access these
documents shauld go through a'member of the Quality Section to retrieve the needed
documents.

8. Non-Controlled Decuments:

a. Itis recognized that analysts may desire copies of SOPs for work that they perform. The
current cop|es on Qualtrax print with a notation that printed versions are not controlled. the

b. If the Management of the DSS Laboratories requires that all or specific analysts be given an
uncontrolled copy of a SOP, the copy will be printed from Qualtrax the-server and as stated
above will not be controlled.

c. When new versions of SOPs are issued, the copies of the old version must be destroyed; this
is the analysts responsibility.
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d. When copies of MSD are required for Freedom of Information Act requests refer to SOP
GL-11 “Control of Records” for guidance.
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