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1. Policy

The Forensic Anthropology Unit (FAU) is responsible for the security of evidence while
in the cugtody of the Anthropology Laboratory and associated casework documentation
i by the FAU. The FAU shall receive, transfer, and store evidence in a manner
a documented chain-of-custody and protect the evidence from loss,

Biological and non-biologica i sideged potential evidence when they can
be inferred to have temporal, spatial, an

ase are not considered evidence.
provisiogs of this SOP. All non-

Materials believed to have no probative
Therefore, these materials are exempt fi
evidentiary materials shall be disposed of at th
material includes, but is not limited to, soils
evidentiary materials during cleaning and/or cons

Remains: A collective term for all biological tissue. R
typically skeletal, cartilaginous, and/or dental, but may a
toe/fingernails.

to another OCME department or external lab for additional analysis o

Material Evidence: A term referring to non-biological evidence that is associated with
remains or a scene.

Case File: A case file is a consolidated file or folder containing the analytical notes, final
reports, and administrative documentation received or generated by the FAU for a
particular case.
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Reference Materials: Anthropological analysis frequently requires the comparison of
unknown case specimen(s) with known reference materials. Such items include, but are
not limited to, non-human comparative materials and age casts (e.g., pubic symphysis

hse number are submitted to the FAU for analysis. An entire case
ply a complete body/skeleton. An entire case may refer to the

Autopsy Speci : psy specimen” or “specimen’ refers to any remains
that are removed d nd sent to the Forensic Anthropology Unit for

4. FAU Facilities Security
Evidence is handled by the iticg and recovery scenes. Anthropology
laboratories and storage areas are in the ttan office.

4.1 Anthropology Laboratories: There
(Building 520) that are used for the analy

The following security measures apply to all t ratories in which

e All the laboratories are secured by a door with a
and key.

supervised at all times by a member of the FAU while inside any of the secure
anthropology labs. Exceptions include FAU interns, visiting scientists, and
external researchers who have passed the Competency Test for ANTH-001:
Evidence Security and Management.

4.1.1 Main Anthropology Laboratory: The Main Anthropology Laboratory, located
in Building 520, room 324, is the location where most analyses are performed,
and evidence is stored.
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4.2

5.1

52

53

4.1.2 Anthropology Processing Laboratory: The Anthropology Processing
Laboratory, located in room B6 near the morgue, is the area where evidence is
d temporarily during processing and where bone samples are taken (see
H-002 Anthropological Laboratory Analysis). In addition, this lab is
nsidered another workspace for analysis and short-term storage of evidence.

hat is removed from skeletal elements and
maintained in the FA kept in the secure anthropology freezer. The

anthropology freezer is locate

Security

anthropology laboratories (see section 44,
loss or compromise. All members of the FAU are
of the evidence that is in the custody of the FAU.

Case File Security: All completed case files are stored in i hin room 315
of Building 520. Files for active casework are either ke ingdleir secure
office space or with the case material in the secure lab s
are responsible for maintaining the security of case files.

Note: Active case files can be secured by being placed into a locke$
and locking the office.

Electronic Case File Security: After an anthropology report is finalized, the report and
case file documents are scanned and uploaded to the OCME controlled network
(Anthropology network drive). Only approved OCME personnel, interns, visiting
scientists, and external researchers have access to the Anthropology network drive.

5.3.1 To protect the integrity and security of computer-generated data associated with
case analyses, the file name shall include the case number and a concise
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description and will be saved to the associated case folder on the secure
Anthropology network drive.

7.1 i 4 i received by the FAU shall be inspected for any
potential abnormali i i ig8 If any inconsistencies are noted then the client
(e.g., the ME or M d for verification. For example, if an evidence
container or paperwork e right ribs were submitted, but in fact the left ribs
are present, the FAU analyst s y records and contact the ME to verify
ed abnormalities or inconsistencies
ion form or on a FAU analytical

notes form.

7.1.1 Evidence Received Internally: 1mens entire cages submitted to the FAU
for analysis shall be transferred from ffice’s Evidence or
Mortuary Departments to the custody FAU Basic Case
Information form shall be completed wit f custody, such
as the department the remains were released fro onnel taking

possession of the remains, and the date the remai

7.1.2 Evidence Received from External Agencies: A C W form
(internal or external form) shall be used when evideW@e i the
custody of the FAU from external agencies. A copy of the pt in
the case file.

7.1.3 Evidence at a Scene: The FAU analyst(s), in coordination with the Medicolegal
Investigator (MLI) and/or law enforcement, may recover evidence (human
remains and associated material evidence) from the scene (See ANTH-005).
Remains collected for transfer to the OCME will be secured in an evidence
container or human remains pouch, labeled with the unique case number, and
transported to an OCME facility. Remains transportation is typically performed
by METT (Medical Examiner Transport Team) but may be performed by the
FAU. All remains and associated evidence shall be checked in through the OCME
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7.2.2

Mortuary Department. Once the evidence has been transported to an OCME
facility the procedure outlined in 7.1.1 shall be followed.

e a sample (e.g., bone, cartilage, teeth) to be turned over to another
ent (e.g., Forensic Biology, Histology) for analysis. The samples
nsferred to the requesting OCME department through the OCME
ent or it can be released directly to the requesting OCME
anded directly to the medical examiner).

through the Evidence Department, then the evidence
ly sealed (see clause 7.2.1.3) before released from

The FAU shal
samples.

idelines below when packaging and transferring

7.2.1.1 Place the sample in a e gontainer (typically a test tube or

small plastic bag).
7.2.1.2  Label the evidence cont@gfler wit scription of the sample
(e.g., left tibia sample), the case n d jnitials of the analyst.
7.2.1.3 If the sample is being transferre epartment, then
the evidence container shall be sealed wi initialed, and
dated. Make sure the writing spans e evidence
container.

7.2.1.4 Fill out the Sampling/Reproduction Log and the
case file.
7.2.1.5 Place the sample(s) in a designated evidence transie ation and

document the sample(s) release on the Sampling/Reproduction Log.

Submitting Samples Externally: There are some instances where specialized
analytical tests (e.g., isotope analysis, radiocarbon dating), which cannot be
performed internally (i.e., beyond the FAU’s scope of accreditation) may be
necessary. In these instances, samples may be sent to approved external agencies
(See QM-001: Personnel section 8 Subcontracting).
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Packaging samples to send to external agencies shall follow the same procedures
outlined in section 7.2.1.1 through 7.2.1.4 (Submitting Samples Internally). In
ition, the FAU shall follow the below procedures when sending samples to
rnal agencies.

gckage the sealed sample(s) in an appropriate container.

the Chain-of-Custody (COC) form with a description of all the
being released. The FAU COC form should be signed by the
analyst and a representative from the external agency taking
COC form shall be added to the case file.

ill be necessary to ship the specimens to the external
1 es, the container shall be labeled with the

. The signed receipt provided by
ation, shall also be added to the

7.3 Packaging and Handling of Evidence: Evidenc
all times while in the custody of the FAU.
documentation procedures required to maintain the integrit

7.3.1 Evidence Packaging: The type of evidence cont
quantity, and condition of the remains. Typical evi
are not limited to body bags, paper bags, plastic bags,
buckets, paper buckets, and boxes.

used Wepeng ghe size,
e conty e

7.3.2 Documentation: All evidence in the custody of the FAU requir®
through proper labeling and tracking.

Pluntability

7.3.2.1 Evidence Labels: Evidence containers shall be labeled with the case
number. The case number shall be displayed with the evidence for the
duration of the processing, analysis, and storage.

7.3.2.2 Basic Case Information Form: The Basic Case Information form shall
be filled out for each case to maintain accountability of evidence while
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7.3.2.4

in custody of the FAU, and it will be kept with the case file. The Basic
Case Information form shall record the following:

e A description of the Evidence packaging and/or remains
submitted (e.g., one specimen container).

Date of transfer to the FAU.

Name of individual from the FAU receiving the evidence.

Name of the department transferring the evidence.

Photographs: Evidence submitted to the FAU should be

the FAU to maintain a record pertaining to the
idence container and submitted specimens/remains
iving custody. At minimum, intake photos need to

required.

Intake Radiographs: For most cases, evi
will be radiographed when received from
radiographs can be used as an additional record o
the FAU.

In some instances, FAU intake radiographs are not necessary, such as
cases where radiographs already exist or where they are not pertinent to
FAU analysis. Radiographs are taken by OCME Radiology Department
personnel and are stored on OCME’s secure web-based program
Medweb.
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7.3.2.5 Labeling of Commingled Cases: For FAU cases exhibiting
commingling through osteological assessment, each individual will be
assigned a unique OCME case number. Remains that cannot be
anthropologically associated with a specific individual should be
collectively assigned to another unique OCME case number. If samples
are subsequently taken from the commingled assemblage for additional
ting (e.g., a bone sample sent to DNA), then that sample will be given

es that are not forensically significant (e.g., historic remains) with
t of commingling, it is not necessary to assign multiple unique
case numbers.

Case Evidence: All FAU members, visiting
s who would like to review case evidence stored in
ab shall sign and date the Evidence Tracking

cases pulled
form. This

e included on the Evidence Tracking
aintain a record of all individuals

7.3.2.7 Reviewing Stored
interns who would like
the Case File Tracking form.
maintained with each case file.

members, visiting scientists, and
files shall sign and date

7.4  Storage of Evidence: All evidence in the custody of the
cases actively in the analytical process and evidence fro
located within one of the secure anthropology laboratories?

7.4.1 Active Cases: Typically, cases that are actively being
Main Anthropology Lab on one of the lab tables. Analysts
to the other designated Anthropology Lab spaces to perfo crtain gffcts of
their analysis (e.g., use of the microscope in room 424). Evide
left unattended in one of the designated secure lab spaces.

7.4.2 Placement of Evidence: Entire and partial skeletons shall be placed on their own
lab table. Cases small enough to fit on trays can be placed on a table with multiple
cases. To avoid the possibility of cross-transfer or commingling of case evidence
all FAU members shall do the following:

e Make the case number clearly visible on the tray(s).
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e Never place any of the remains directly on the lab table surface when
more than one case is present.

e Perform all analyses, whenever feasible, on the cases’ respective tray(s).

Avoid placing trays with similar types of specimens (e.g., age specimens)

directly beside one another on the lab tables.

Label specimens with their assigned unique case number, when deemed

be times when the remains need to be taken from the tables/off

in a specimen
number.

7.4.3 Retained Case Evidence: Ca
The storage boxes shall be appropriately
Every skeletal element (when practical) s
with the case number.

See section 8.3 Retained in Anthropology for more 1 i pes of
cases the FAU may retain.

8. Case Disposition: Once the anthropological analysis is complete g
process has been finalized (see ANTH-004: Peer Review), disposition ¥
in one of five ways:

Mealt with

e Returned to Mortuary (8.1)

e Submitted to Evidence with the instructions that the specimen is to be transferred
to Histology for archiving (8.2)

e Retained in Anthropology (8.3)

e Discarded (8.4)
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8.1

8.2

Released to an authorized external entity (8.5)

Returned to Mortuary: Finalized cases that are ready for release (e.g., funeral
e or City Cemetery) shall be returned to the Mortuary Department. Autopsy
cimens may also be released to the Mortuary Department, when appropriate.
1 FAU members involved in releasing evidence to Mortuary shall follow the

photograph as a security measure to make sure all
; the FAU member will check off each skeletal

After the evidence bag is
pouch and transferred
clearly marked on the outside of t

be placed into an human remains
case number shall be

added to the case notes in the electromc cas

Submitted to Histology: Autopsy specimens that are released ™
storage shall be returned to the Evidence Department. All FAU members involved
in the releasing of evidence to Histology shall follow the protocol outlined below.

8.2.1  Follow the steps outlined in sections 8.1.1 — 8.1.3.

8.2.2  Once all the remains have been crossed off the inventory photograph and
added to the evidence container, the container shall be sealed using
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evidence tape. The FAU analyst shall sign and date across the evidence

tape.

releasing the specimens to Histology for archiving.

8.3

Anthropology tification.

e Autopsy specimens may

a specimen in Anthropology for ¢
release or dispose of the specimen.

All FAU members involved in archiving cases
Laboratory shall follow the protocol outlined below:

8.3.1 The remains are packaged into a labeled evid&

applicable) and placed into one of the long-term stora¥

the storage cabinet in the Main Anthropology Lab.

8.3.2 The case number is added to the label on the outside of the storage box.
Multiple cases with a relatively small quantity of remains can be placed
within one box for storage. Each case within the box shall be
individually packaged to avoid commingling and labeled with their
unique case number. If multiple cases are present in a box, then all case

After the evidence container has been sealed it can be transferred to the
Evidence Department. The Evidence Department is responsible for

Upon completion of the anthropological analysis, it
in case in the Anthropology Laboratory. The

d individuals may be retained in the
discretion of the FAU.

evidence (including molds/casts
of released evidence) shal i and kept in the storage cabinets

whether to retain
o appropriately

numbers shall be included on the outside label of the storage box.




NYC - OFFICE OF CHIEF MEDICAL EXAMINER Page:
Forensic Anthropology 12 of 14

Title: Evidence Security and Management Control No. Revision:
ANTH-001 8
Approved by: Forensic Anthropology Director Effective Date: 4 May 2023

8.4  Discarding of Specimens: Only non-human remains, or non-osseous materials
may be discarded. A note detailing the method of discarding the items shall be
ced in the case folder.

lease to an Authorized External Agency: Unless directed otherwise by the
bmittjglagency, cases that were received from an external entity shall be

9. Storage of Reference Mate
Reference materials are stored separate enge in clearly marked areas of the
Anthropology Laboratories. Refere be freely moved about the
laboratories as needed during examindtion t be stored in the same containers
as evidence. When the analyst is fi i material(s) it is the
responsibility of that analyst to return the materi ejr appropriate storage
location.

10. Revision History

REV. DATE SUMMARY OF CHANGES
0 26 January 2018 New document.

Added statements 5.4 and 7.1.3 to cover &
management from a recovery scene. Added

1 28 June 2018 labeling cases in 7.4.2 and 7.4.3

Changed spacing to be consistent with other SOPs and QM
documents.

7.1- Added a statement that all evidence received by the
FAU shall be inspected for any potential abnormalities or
inconsistencies. If any inconsistencies are noted then the
client (i.e., the ME or MLI) shall be contacted for

2 17 October 2018
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verification. For example, if an evidence container or
paperwork indicates that the right ribs were submitted, but
in fact the left ribs are present, the FAU analyst shall
consult autopsy records and contact the ME to verify the
correct ribs were submitted for analysis.

Added:

“7.4.2.1: Small bone fragments should be placed in Petri
dishes or other similar container to avoid the possibility of
overlooking or losing fragments during analysis.”

“7.4.2.2: Soft tissue that is removed from skeletal elements
and maintained in the FAU’s custody is kept in the secure
opology freezer. The anthropology freezer is located
orgue level and is secured by a lock and key.”

ont

Secti
number

7.4 & Corrected the Evidence Retention Policy clause

ees are required to sign the visitor
ervised at all times by a member of

5 27 February 2020 y, of the secure anthropology labs.

placed in a specimen bag, then
with the unique case number.”

6 1 March 2021

Clauses 8.3.1, 8.3.2 and 8.3.3 (prev1ously 8.4.1,8.4.2, and
8.4.3) were updated to include statements regardmg
disposition of autopsy specimens.

8.3.4 (previously 8.4.4.) was updated to include non-
osseous material as another item that may be discarded.

Added clause 5.3.1 “To protect the integrity and security of

7 14 March 2022 . .
are computer-generated data associated with case analyses, the
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file name shall include the case number and a short
description and will be saved to the associated case folder
on the secure Anthropology network drive.”

Also, made minor editorial changes.

8 4 May 2023

Corrected the numbering errors within the Case disposition
section. The numbers jumped from 7.4.3 to 8.3. in the
version 6 edits clauses 8-8.3.3 were deleted and 8.3 was not
updated to 8.

Moved 7.4.2.2 to new clause 4.2 “Anthropology Freezer”.
Clause 3: Specimen was changed to Sample and the
definition was updated.

d clause 7.2.1 and added “The samples can either be
red to the requesting OCME department through the
Evidence Department or it can be released directly
ing OCME personnel (.e.g., handed directly to
examiner). If the sample is transferred through
ce Department, then the evidence container(s)

Added clause 7.3.2.
Added clause 7.3.2.

Updated 8.2.2 to include sealin
evidence tape. Created a new 8.2.
the procedure for transferring cases to






