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I. POLICY

Collection, proper documentation, preservation and submission of physical evidence to forensic
laboratories may provide key ingredients of any investigation. The crime scene is usually the starting
point of a criminal investigation. Through evidence located at the scene, suspects are developed or
eliminated, investigative leads are established, and theories concerning the crime are substantiated or
disapproved. The officer or evidence technician shall be prepared to collect, identify and package the
evidence so that it will not be changed in form and value when it reaches the laboratory. Maintenance
of the chain of custody of the evidence in order to ensure that it is presented to the court professionally
and in compliance with the law is of paramount importance.

IL PURPOSE

The purpose of this General Order is to establish responsibilities for officers/evidence technicians
processing crime scenes and to establish guidelines for the collection, documentation, packaging, and
submission of physical evidence to the crime laboratory.

III.  GENERAL

The term "physical evidence" is difficult to define: however, it includes anything, which is found at the
crime scene, which tends to assist in determining the truth of a matter or provides proof of a fact. This
includes anything left at the scene by the suspect, or any instrument used to commit the crime. The
proper collection, preservation and documentation of physical evidence found at the crime scene often
is the deciding factor when a criminal case is brought before a judge and jury. It is imperative,
therefore, that every evidence technician or officer exercise proper care and procedures during the
processing of crime scenes in order to avoid changing the evidence in any way and to prevent the
contamination or destruction of items of evidence.

IV.  RESPONSIBILITIES

When at a scene of an incident that requires the identification, collection and preservation of physical
evidence, certain functional relationships exist between the evidence technician and officers involved in
the investigative process.

A. First officer on a crime scene.

1. Respond to the scene promptly and safely.

The officer shall not rush into the crime scene. An armed suspect may still be present or
accidental destruction or contamination of evidence may occur.
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3.

Protect the scene to prevent the destruction or contamination of evidence.

a. The first officer on the scene shall establish a perimeter around the scene and
direct assisting officers to help secure the scene.

b. Crime scenes may be secured in the following ways:
(1 Police officer(s).
2) Barricades, rope or barrier tape used to define areas to be protected.
3) Signs used to control access.

Prepare the original oftense report.

a. The officer's original report is their most readily available record of the crime or
accident scene.

b. Information the officer should record at the scene to be placed in the
offense/incident report include:

(H Date and time of arrival at the scene.

2) Location of crime.

3) Name of victim(s), if known.

4 Contact numbers of victim’s (home, work, cell).

&) Name of suspect(s), if known as well as any contact numbers.
(6) Name of witnesses, their address, and their contact numbers.
@) Location of items of evidence.

(8) Location of witnesses.

9 Case number.

o In addition to the above information, the following should be included when an
evidence technician is involved.

@) Date and time request for service was received.

2) Name of evidence technician.
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When the immediate services of an evidence technician are required, the technician will be
contacted immediately.

a. It will be the responsibility of the shift supervisor to ensure notification is made.

b. It will be the responsibility of the officer in charge of the scene to ensure that the scene
is secured until the technician arrives.

B. Rockville City Police Evidence Technician.

1.

When an evidence technician is not working, the shift supervisor shall make the final
determination as to the need to call one out.

When an evidence technician responds to the scene they will assume command of the process
of collecting evidence.

The evidence technician will prepare a supplemental report.

a. The evidence technician’s report is their most readily available record of the crime or
accident scene.

b. Information the technician should record at the scene to be placed in the
offense/incident report includes:

(D) Date and time of arrival at the scene.
(2) Location of crime.
3) Name of victim(s) /contact information, if known.
4) Name of suspect(s) / contact information, if known.
(5) Actions taken at scene to include.
(1) Number of photographs taken.
(i1) Measurements taken.
(iii)  Listing of physical evidence recovered.
(6) Case number.
c. Disposition of physical evidence.

d. Disposition of crime scene measurements.
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C. Montgomery County Police Evidence Technicians.

1.

Officers requiring the services of a MCPD Evidence Technician will follow the procedures in
the County's Field Operations Manual, Function Code # 726 for requesting their services.

On selected crime scenes, in conjunction with the Homicide/Sex Section, the Evidence
Technicians will collect and record all evidence from the crime scene. The technician will
also be responsible for transporting the evidence to the appropriate laboratory, including state
and federal labs, for examination.

Evidence Technicians will respond to and process the scene for the following crimes as
outlined in the County's Field Operations Manual:

a. All homicides.
b. Rapes, at the discretion of the investigator.
c. Assaults culminating in serious injury or anticipated death.

d. Bank robberies.
e. Other robberies where serious injury occurs or shots are fired.

f. Where the collection of evidence such as fingerprints, tool marks, or shoe impressions
would significantly enhance the investigation.

g. Suicides and unattended deaths (investigator's discretion).
D. When an officer recovers a stolen vehicle.
1. The reporting agency, owner and any other appropriate persons will be notified in a timely
manner.
2. The vehicle will be processed for evidence.
3. Any evidence recovered will be processed in a fashion, which will maintain the chain of
custody.
4. The vehicle is released to the owner as soon as possible.
E. Whenever photographs are not taken or when physical evidence is not recovered from the scene of a

serious crime against persons or property, the officer/evidence technician assigned will document the
reasons why these things were not done. This may be included in the offense report or subsequent
follow-ups.
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CRIME SCENE PROCESSING EQUIPMENT

A.

B.

This Department does not have vehicles assigned as crime scene processing vehicles.

The Department does maintain a crime scene processing kit in the Mobile Communications Center
(MCC). The officer at a crime scene will notify the shift supervisor to send them the crime scene
processing kit and any other special equipment or packaging material as needed. The shift superviso
will be responsible to see that all requested equipment is delivered to the scene.

The crime scene processing kit will contain the following:

1.

Latent fingerprint recovery.

a. Brushes.

b. Powder.

c. Lifting tape.

d. Blank cards for print recovery.

Photography equipment. (Photography equipment is kept in the Criminal Investigation Unit’s
office, not in the crime scene processing kit. If this equipment is needed, it shall be added to
the kit when the kit is picked up).

a. Digital camera

b. Additional digital media card

Sketching equipment.

a. Pad of graph paper on a clipboard.

b. Pencils.

c. Erasers.

d. 50" Metal tape measure.

€. 12" Ruler.

f. Templates (specialized for accident/crime scenes).

Collection and preservation of physical evidence.
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9.

10.

a. Masking tape.

b. Evidence tape.

c. Paper bags (various sizes).

d. Plastic evidence bags (various sizes).

e. Evidence boxes for handguns and knives.

Bloodborne Pathogens protection kit.

Extra gloves.

Hammer and screwdriver.

Eight numbered crime/accident scene cones.

Two dual halogen electrical light fixture and stand.

Heavy duty extension cords.

PHOTOGRAPHING THE SCENE

A.

Overall photographs will be taken at the end of the preliminary scene survey before anything is
disturbed, if possible.

1.

2.

These photos should be taken from several locations, including the surrounding area.

Use a wide-angle lens for an interior scene. (if available)

The officer processing the scene will maintain a record of each photo taken at the crime scene.
Information to record will include:

1.

2.

Location.

Date and time at exposure.

A brief description of the photograph.
Person taking the photo.

Case number.

Midrange photography is used to orient the viewer as to the exact location of items of evidence.
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D.

E.

2.

Two items of evidence should be included in the field of view (or use a common item - bed,
desk, table) in midrange photos.

Midrange photos should always be taken with a normal lens to prevent distortion.

Close up photography shall be used before any item of evidence is moved.

1.

2.

Fill field of vision with item.

When size perspective is necessary, all photographs shall be taken in duplicate, one with a
scale in the field of view so exact size can be determined for comparison and one without the
measuring instrument, using the same camera position, lighting and camera setting.

The officer can place a strip of masking tape across the face of the ruler, making sure not to
cover the measuring instruments. Information to be written on the tape includes the date, item
number, case number, and officer's initials.

Captured image preservation.

1.

Photographs collected will be downloaded to a police computer or processed, and retained in
the officers’ case file.

When preparing a case for presentation to the States Attorney’s Office, officers will provide
copies of the photographs when requested

VIl. CRIME SCENE SKETCHES

A.

Detailed crime scene sketches normally are prepared only in major crimes. Minimum detail to be
contained in the sketch includes, but is not limited to:

1.

2.

Time and date of preparation.

Location of offense.

Location of items of evidence in the scene.

Location and names of victims, witnesses, and suspects, if applicable.
Relationship of the crime scene to other rooms, buildings, or roads.
Name of person preparing the sketch.

Direction of north.

What lights were on/off.
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9% What windows were open.
10. Radio/television, on or off.
11. Any other information which is pertinent to the case or which may be needed for a detailed

drawing at a later date.

12.  Overall measurements. The obtaining of wall, room, and building measurements is one of the
last operations to be performed in the processing of the crime scene. The overall
measurements are vital in the production of the final crime scene sketch, but must be obtained
last so as not to damage or destroy items of evidence. Take measurements by use of
triangulation or coordinate method so that later one can exactly place the item of evidence at
the scene.

VIIl. COLLECTING EVIDENCE

A. When collecting items of evidence, the officer should consider:

1. The use of tongs or tweezers, if possible. The officer should avoid touching the item or
evidence with their hands or anything that might contaminate the item. Gloves should be
worn. For better protection use two (2) pair of gloves or wear vinyl gloves. Tests show that
fingerprints can be transmitted through a single pair of latex gloves in approximately 15
minutes.

2. Collect perishable evidence first, then collect items in a logical sequence, trying to avoid
disruption of other items at the scene.

B. The forensic laboratory can only compare known items with those showing similar characteristics.
Sufficient specimens or controls must be submitted for comparisons of such items as hairs, fibers,
paint, glass, soil and tool marks.

C. All items of evidence collected by the officer processing the crime scene will be listed on the
Property Form. For each item listed, the following information will be noted:

1. A complete description of the item (including make, model and serial numbers, if any).
2. The source (from whom or location from which the item was obtained).
3. The name of the person collecting the item.
D. Each piece of evidence should be placed in a separate container.
E. Specialized evidence such as liquid blood, latent fingerprints or tooth imprints must be collected by

persons who are trained in the proper procedures to prevent contamination or destruction of the items
An evidence technician or forensic technician shall be requested to process the material.
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5 All exculpatory evidence will be provided to prosecuting authorities (States Attorneys Office) in
current and post-conviction investigations.

MARKING EVIDENCE

A. The marking of items of evidence is a critical step in the acceptance of that item by the criminal
courts. It is imperative that each item be identified in such a way as to enable the collecting officer tc
identify that item positively from the witness stand. The act of marking the evidence at the time of
collection initiates the chain of custody that must be maintained from that time forward.

B. Marking and labeling of evidence may represent a single process. When evidence is large, complete
identifying data may be recorded directly on the evidence. This shall include the officer's name, date
time, and location of recovery, item number and case number.

C. When the small size or nature of the item collected will not permit complete information noted
directly on the item, the container or an attached tag should be marked.

D. Instruments that may be used for marking physical evidence include permanent markers (felt tip
pens), scribes (diamond tip or awl), or, where labels are used, ballpoint pens.

2 The officer collecting the item of evidence is the person responsible for marking or labeling the item
at the time it first comes into custody.

F. Each officer/evidence technician should develop his or her own identifying mark. Normally, it shall

be their initials, but may be some other mark.

PACKAGING ITEMS

A.

The collecting officer should choose a container suitable to the type of evidence their intend to
package. Some considerations include:

l. Size and weight of the item.

2. Moist or soaked items may be transported to the station in plastic containers so as not to
contaminate other items. Once at the station these items should be air-dried. These items
should never be stored in plastic while still wet. If the item is still wet, they should be stored
in a paper bag or box.

3. Use the Property Form for inventory.

Fluids or stains shouldn't be allowed to touch and should be rolled in paper.

Pack item to minimize interior movement within the package.

Seal the package with tape.
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E. The collecting officer will initial across seal.
F. The officer will label the exterior of the package.
G. Whenever possible, the package should be labeled before placing the evidence in it, so as not to

damage contents while writing on it.

PRESERVATION AND SUBMISSION OF EVIDENCE TO THE LAB

A. Responsibility for requesting lab examination.

1. Under normal circumstances, the officer/evidence technician who actually processed the
scene and took custody of the evidence is responsible for the submission and request for lab
exam.

2. If more than one officer processed the scene, one officer will take custody of all evidence

collected and be responsible for the submission of same to the forensic laboratory for analysis
B. Preservation of perishable or deteriorating items.
1. When a rapidly deteriorating item of evidence has been collected (ex: a liquid sample of
semen, a blood soaked shirt, etc.), it should be transported to the forensic lab the same day, if

at all possible.

2. The laboratory should be called before the officer transports a perishable item to the lab (so it
will be ready to receive the item).

3. When immediate transport to the lab is not possible,
a. Refrigerate (no more than a week) and transport to the lab.
b. Air dry (no more than a week) and transport to the lab.
C. Avoid contamination and package properly all nonperishable items of evidence.
D. Many items submitted to the lab must be accompanied by a known specimen so a comparison can be

made. The investigating officer will be responsible for obtaining any required known specimens,
following legal procedures, and submitting them, along with other items of evidence, to the forensic
lab for analysis and comparison.

|2 Request for Laboratory Examination.

1. Any evidence submitted to the MCPD crime lab will be accompanied by either a completed
form # 139 for controlled dangerous substances or a form # 239 for non-controlled dangerous
substances. Upon completion of the examination by the crime lab, the results of the
examination will be provided in writing, to the officer automatically.
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TRAINING

A.

[

The officer/evidence technician who collected the evidence is responsible for completing
either form and submitting it with the evidence to the lab for examination.

A record should be kept of physical evidence submitted to the laboratory for examination to
include the following prior custody information:

a. Name of the officer last having custody of the item.
b. Date and time of submission (all submissions will be made in person).
C. Date and time of receipt in the lab. If there is no one in the lab, MCPD procedures

will be followed in regards to placing the evidence in the drop box.

d. Name and signature of the person in the laboratory receiving the evidence. This will
be placed on the MCPD form that accompanies the evidence.

When evidence is not submitted directly to the forensic laboratory, the officer/evidence
technician shall prepare a written report stating the reason for the delay or nonsubmission, to
be included in the case file of the incident. Evidence to be examined should be submitted to
the lab within five (5) days.

Newly hired police officers receive training in crime and accident scene processing. Such training is
mandated by the Maryland Police Training Commission (MPCTC) and is taught by all certified
police academies in the State. The training includes, but is not limited to:

1.

2.

6.

.

Rules of evidence.

Identification of evidence.

Crime scene searches.

Preliminary investigations.

Collection and preservation of evidence.
Chain of custody.

Traffic accident scene management and investigation.

In addition to the above curriculum for new hires, the Department supplements that training with its
own Field Training Officer program. The training includes, but is not limited to:
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4.

Written directive concerning the role and function of the investigator, patrol officer and
evidence technician.

Maintenance of the chain of evidence.
Marking and recording evidence.

Property/evidence reports.

Specialized training shall be provided to all personnel chosen to be evidence technicians. This

training is to help develop their skills in these areas:

1.

2.

Recovery of latent fingerprints and palm prints.
Recovery of foot, tool, and tire impressions.
Photographing crime or accident scenes.
Preparing crime or accident scene sketches.

Collecting, preserving, and transmitting physical evidence, including biological materials.

The Department periodically provides training designed to update the knowledge of all officers,

including those involved in the investigative process. The training covers areas concerning
laboratory abilities and to acquaint them with new technology and examination techniques.



