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 Directive 2003-1
MEMORANDUM

To: Documents & Digital Evidence Section Personnel

From: SAC David Dunn

Subject: Section Security & Safety

Date: March 12, 2003

The Documents & Digital Evidence Section shall be familiar with and adhere to safety
procedures found in the NCSBI Crime Laboratory Safety Manual.

• Fire Alarm Procedures

The designated Safety Officer and SAC will be responsible for walking through the
entire section to ensure that all personnel are out of the building. All personnel will
report to the north end of the parking lot for a roll call. The section secretary is
responsible for gathering the sign-in / sign-out log book and keep in his/her
possession in the event of a fire alarm. 

It should be noted that evacuation routes are posted in all offices.

• Close of Business Each Day

All personnel are responsible for locking and securing their work areas. All
equipment and labs should be shut down and lights turned off. It is also the
responsibility of the last section member working to ensure that all equipment,
including the coffee pot, is off and the section is secure.



• After Hours / Weekend Work

When a section employee reports to work after normal work hours (7:00 A.M. - 6:00
P.M., Monday - Friday) it is their responsibility to report to the State Capitol Police
Security Officer and inform him/her that they are working and what time you
anticipate leaving. If you are working alone with hazardous materials or chemicals,
inform the officer and have him periodically check on you.

Any employee who identifies a safety or security issue should notify the SAC and
Section Safety Officer immediately.
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 Directive 2003-2

MEMORANDUM

To: Documents & Digital Evidence Section Personnel

From: SAC David Dunn

Subject: Quality Control Officer

Date: April 4, 2003

Pursuant to the Quality Assurance Manuals, Section 1.4, the Quality Control Officer for the
Digital Evidence Unit is S/A John Dilday and the Quality Control Officer for the Questioned
Documents Unit is S/A Jerry Carter.

During the vacancy of the Documents Assistant position, Photographer Jim Trevillian is
responsible for maintaining calibration logs, and quality control data from equipment
manufacturers. Trevillian is also responsible for the safety within the section.
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 Directive 2003-3
MEMORANDUM

To: Documents & Digital Evidence Section Personnel

From: SAC David Dunn

Subject: Pager On-Call Responsibility

Date: July 29, 2003

The Questioned Documents Unit and Digital Evidence Unit each have their own unit pager.
The unit pagers will be rotated at one month intervals. The agent on-call for the unit is
responsible for responding to all pages. The section goal for response time is 15 minutes.
To insure this response time is met, agents need to wear the pager at all times.

Any directive or order given by myself in reference to crime scenes or court appearances
will not change unless authorized by the Assistant Director of the Crime Lab or the Director.
If a directive or order is changed by the Assistant Director of the Crime Lab or the Director,
the responding agent is responsible of informing me of the new directive or order as soon
as possible.

Agents should clear out all messages on the pager, including voice mail messages, and
install a new battery prior to turning the pager over to the next on-call agent.
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 Directive 2003-4

MEMORANDUM

To: Documents & Digital Evidence Section Personnel

From: SAC David Dunn

Subject: Safety Measures

Date: July 29, 2003

Please be advised that the first aid kit is located on the secretarial cubicle wall in the
hallway beside the mailboxes.

In case of a chemical spill, the spill pillows are located in two locations. In the
Documents  and Digital Evidence area they are located in the Instrument Lab (Room
1450D). In the Photo Lab they are located in the Film Processing Room (1475-2).

All chemical spills should be reported immediately to the SAC or designated supervisor
and the Section Safety Officer. The situation will be assessed at that time, and if
hazardous materials are involved contact will be made with the Crime Laboratory Safety
Officer.
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