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I PURPOSE

The purpose of this directive is to establish guidelines for maintaining the
integrity of the evidentiary chain of custody.

IL. POLICY

It shall be the policy of this Department to ensure that evidence and property in its
custody can be properly secured, stored, readily retrieved and that any changes in
its custody have been properly and fully documented. Evidence and Property
records are maintained in the department’s evidence management system, the

Beast Program.
(PLEAC 3.6.1 h,3.6.2)

III.  DEFINITIONS

Chain of Evidence - The continuity of the custody of physical evidence (from
time of original collection to final disposal) which may be introduced in a judicial
proceeding.

Physical Evidence — Any substance or material found or recovered in connection
with a criminal investigation.

Property — Any substance or material gathered, received or discovered in
connection with departmental job performance or responsibilities.

Evidence Management System — Currently the Beast Program by Porter Lee
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IVv.

Evidence Custodian — Department member accountable for the control and
maintenance of all evidence accepted by or stored in the evidence room. This
person shall be appointed by the Chief of Police or his designee.

Assistant Evidence Custodian — Department member assigned to assist the
evidence custodian with daily operations of the evidence room. This person shall
be appointed by the Chief of Police or his designee.

Audit — Selected individual records adequate to ensure policy compliance.

Inspection — Review of the physical condition and records of the evidence and
property storage areas.

Inventory — Review of reasonable, representative groups of records to ensure
policy compliance.

STORAGE FACILITIES

A. Evidence Room — secured storage area for evidence or property to be
stored, with access limited to assigned evidence custodians.

B. Temporary (Pass Through) Evidence Lockers — numbered lockers for the
immediate, but temporary, placement of evidence or property to be

processed into the Evidence Room.
(PLEAC 3.6.3)

C. Refrigerated Evidence Storage — a refrigerator secured in the evidence

room for the placement of evidence or property requiring refrigeration.
(PLEAC 3.6.3)

D. Storage Garage — a locked garage provided for the placement of evidence
or property which is too large (such as found bicycles) or unfeasible (such

as hazardous materials) to be placed in the evidence room.
(PLEAC 3.6.3)

E. Temporary Storage Oversized Property / Evidence — A secure room
available for temporary storage of evidence or recovered property that is

too large to fit into a temporary evidence locker.
(PLEAC 3.6.3)

F. Temporary Property Lockers (Short Term) — Lockers for the temporary
placement of found or recovered property.

G. Police Impound — a bonded privately owned storage facility, approved by
the Township for the storage of vehicles impounded at the direction of the

Department.
(PLEAC 3.6.2; 3.6.3)

EVIDENCE OR PROPERTY ACQUISITION PROCEDURES
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A. Members acquiring any evidence or property shall prepare an incident
report. This report shall include circumstances as to how the evidence or
property was obtained, where it was obtained from, description of the
evidence or property and where the evidence or property was placed at

headquarters.
(PLEAC3.5.2a;3.6.1¢)

B. Complete an Evidence and Property Chain of Custody Form and log the
evidence into agency records as soon as possible. The Evidence and
Property Chain of Custody From will include the following information:

1. The name of the person possessing the evidence collected for
processing and storage

2. The date and time of every transaction / transfer
3. The name of the person receiving the evidence
4. The reason for the transaction / transfer

5. The location and status of all evidence/property

6. The name and location of any laboratory and / or agency where the
evidence was transferred; and

7. The type of examinations requested or the reason for the transfer of
evidence.

C. Officers shall package and secure evidence in appropriate evidence
packaging materials and label with required information, as outlined in the
Evidence and Property Requirements for Packaging and Sealing Manual

(03/2020 Edition).
(PLEAC3.5.2a,d,e, f;3.6.1 d)

D. Before the end of the tour of duty, Officers shall place evidence or
property in the proper storage location as outlined in Paragraph IV of this
Directive. Officers shall complete an Evidence and Property Chain of

Custody Form. This shall be done as soon as practical.
(PLEAC 3.6.1 a, b)

E. If evidence or property is essential to an investigation and must be turned
over to another member of this Department, the person receiving the
evidence or property shall sign the Evidence and Property Chain of
Custody Form to acknowledge receipt of the property or evidence, also

indicating the time and date on the form.
(PLEAC 3.5.2 b, ¢, 3.6.1 a, b)

F. An Evidence and Property Chain of Custody Form shall be prepared
whenever any property or evidence is acquired from a citizen. Note-
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While serving a search warrant, a copy of the search warrant inventory

sheet shall serve as the Evidence and Property Chain of Custody form.
(PLEAC3.6.1¢,g)

Motorized vehicles, such as, cars, trucks, motorcycles, mopeds, go-karts,
mini-bikes, or any other gasoline driven vehicles shall be towed to the
police impound facility. Exception — Vehicles requiring processing for
criminal evidence may be towed to police headquarters and placed in the
sally port. Upon completion of the processing, the vehicle shall be towed
to the police impound facility.

Incidents with exceptional circumstances, such as evidence or property
with extreme value or of a highly sensitive nature, the Duty Commander
may order the items placed into the Evidence Room by an Evidence
Custodian.

1. Evidence with extreme value, such as, large sums of money or
highly valuable jewelry shall be placed immediately into the safe
in the Evidence Room by an Evidence Custodian.

2. Firearms and drugs shall be secured in separate areas within the
Evidence Room.

3. All perishable evidence, such as, blood or bodily fluids shall be
placed immediately into the evidence refrigerator.

4. No hazardous chemicals or explosives of any kind shall be stored
as evidence in the police department. In the event any such item of
evidence is necessary to be retained as evidence, arrangements for
storage of these items shall be made with the District Attorney’s
Office of Delaware County and/or the Delaware County Criminal

Investigations Division.
(PLEAC 3.6.1 ¢)

L Procedures for recovered lost or stolen bicycles or oversized items which
are too large to fit in an evidence locker.

1. Officers recovering lost or stolen bicycles or oversized items shall
follow all applicable evidence handling procedures outlined in this
directive.

2. These bicycles shall be secured in the temporary storage room for

oversized property and evidence.

a. If an Evidence Custodian is available, the officer
processing this bicycle or oversized item shall notify the
Evidence Custodian of this recovered bicycle and request it
be placed into the locked area of the Storage Garage.
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b. The Evidence Custodian shall process and enter these
bicycles or oversized items into evidence or property in the
same manner as all other evidence/property.

3. Reports of lost or stolen bicycles shall be forward to

the Evidence Custodian.

a. It shall be the responsibility of the Evidence Custodian to
make all attempts to return these recovered bicycles to their
Oowners.

b. It shall be the responsibility of the Evidence Custodian to
conduct a bicycle auction when the inventory of recovered
lost bicycles makes it necessary to conduct this auction to
permit storage of future recovered bicycles.

c. Upon completion of the auction the evidence management
system shall be updated by the evidence custodian to
reflect the disposition of the bicycles.

J. Sexual Assault Kits shall be collected and processed as required by the

Sexual Assault Testing and Collection Act (SATEC) 35 P.S. ss 10172.1 —
10172.4, Act 29 of 2019.

1.

2.

Haverford Township Police Department shall take possession of
Sexual Assault Kits within 72 hours of being notified of its existence.
For those cases in which the victim or a victim advocate acting at the
victim's direction has provided written notice of consent to the forensic
testing, the Haverford Township Police Department shall submit
evidence awaiting testing to an approved laboratory within 15 days.
For those cases in which the victim has not provided consent to
testing, the evidence must be preserved and stored for a period of no
less than the statute of limitations, unless consent is provided before
that period.

The SAK shall be stored in compliance with policy developed as per
the Act.

Reports must be filed as per requirements of the Pennsylvania State
Police.

(PLEAC 4.14.1)

K. Procedures for the placement of Temporary Found Property

1.

2.

Officers recovering found property shall follow all applicable evidence
handling procedures outlined in this directive.

Officers shall make a reasonable effort to identify the owner of any
found property by checking available databases and attempt notification
by conventional means.
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3. Found Property whose owners have been identified and are notified
and stated they would respond to claim their property in a short period
of time shall be placed in the temporary found property - short term
locker.

a. Any found property not retrieved by the owner in a reasonable
amount of time shall be removed and placed in the evidence
room by an evidence custodian for safekeeping.

4. Found Property whose owners cannot be immediately identified or
notified are to be placed in the temporary evidence (pass through)
lockers.

L. Delaware County’s detention facility recently changed their protocols
regarding prisoner property. Small personal items will be accepted, but bulk
items or large quantities may be refused. Other local, state or federal facilities
may also have limitations on storing property.

In the event the Haverford Township Police Department is tasked with
holding prisoner property, the procedure will be as follows:

a. All items will be secured in the oversized property room, or if not
available the supervisor will contact the Evidence Custodian to
make arrangements.

b. The attached Oversized Property Form will be completed and
signed. This will be in lieu of a chain of custody form.

c. The releasing officer will ensure the form is completed and a copy
is given to the prisoner. The original form will be paper-clipped
(not taped) to the bag. The bag should be closed with packaging
tape. An email should be sent notifying the evidence custodian of
the oversized property.

d. Property will be held for 14 days before being discarded. It is the
owner’s responsibility to arrange for his/her property to be picked
up in the specified period.

e. Should someone respond for the property, the “Property
Returned” section at the bottom of the original form will be
signed and dated. The fully completed form will be returned to the
Evidence Custodian to sign off and then the form will be placed in
the case file.

VII. DUTIES OF THE EVIDENCE CUSTODIAN
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A. Access by personnel other than an authorized Evidence Custodian or Assistant
Evidence Custodian shall be limited to an administrative inspection authorized by
the Chief of Police or an exigent circumstance requiring entry before an Evidence
Custodian or Assistant Evidence Custodian can reasonably respond. Exigent
circumstances may include an immediate threat to safety, risk of evidence loss or
destruction, a security or facility emergency, or an urgent legal requirement.

1. The Chief of Police shall maintain a written list of personnel authorized to
use the administrative or emergency-access procedure. Authorized access
shall be limited to the Chief of Police and specifically designated
command personnel.

2. A duplicate key or access card shall be secured outside the evidence room
in a locked key-control cabinet or safe. The key or access card shall be
enclosed in a numbered, tamper-evident envelope or container. Access to
the cabinet or safe shall be restricted to approved personnel. If electronic
access is used, each person shall use an individually assigned credential,
and the system shall record the person, date, and time of entry. Shared
access codes shall not be used.

3. Whenever practical, administrative or emergency entry shall be made by
an approved person accompanied by a second agency employee who
serves as a witness.

4. Each use of the administrative or emergency-access procedure shall be
documented. The record shall include:

a. The name of each person entering and any accompanying witness;
b. The date and time of entry and exit;

c. The reason and authority for entry;

d. The key, access card, electronic credential, or numbered seal used;

e. The areas accessed and any evidence or property examined,
handled, moved, or removed, including applicable case or property
numbers; and

f. Confirmation that the room was secured upon exit.

5. The Evidence Custodian and Chief of Police or designee shall be notified
as soon as practical following any use. If the Chief of Police made the
entry, the Assistant Evidence Custodian or another designated command
officer shall also be notified.
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6. The used emergency key envelope or container shall be replaced and

secured with a new numbered tamper-evident seal.

(PLEAC 3.6.4; 3.6.5)

Evidence or property shall only be removed from the Evidence Room by
the Evidence Custodian or Assistant Evidence Custodian making proper
notation in the active file. Items shall be stored in such a manner as to
permit all evidence and property to be easily located and inventoried.

The Evidence Custodian shall make an effort to ascertain ownership of all
evidence or property, if possible. Notification to owner may be by

conventional means.
(PLEAC 3.6.1 )

At the discretion of the Chief of Police or the Commanding Officer of the
Detective Division, there may be more than one member assigned
the duties of an Evidence Custodian or Assistant Evidence Custodian.

VIII. DISPOSITION OF EVIDENCE OR PROPERTY

IX.

A.

All evidence or property to be returned to the owner shall require the
completion of Evidence and Property Chain of Custody Form. Follow
procedures outlined in Directive 3.5.3 for the completion of the Form.
The appropriate portion of the Evidence and Property Chain of Custody
Form shall be completed.

When evidence or property is not to be released or ownership cannot be
established, the disposal of such shall be as set forth by law. Items of no
evidentiary or economic value will be held for 10 days. If no ownership is
determined in that time, the item shall be destroyed. The Evidence
Custodian shall complete the appropriate entry in the evidence
management system final disposition file.

When evidence or property is destroyed, the Evidence Custodian shall
update the evidence management system and attach a supplement to the
Alert Report in the Records Management System indicating destruction /

disposal of the property.
(PLEAC 3.6.1 )

INSPECTIONS, INVENTORIES, AND AUDITS,

A.

Annual inspection - The Evidence Custodian will conduct an annual
inspection to determine the adherence of the department to this policy and
make sure that all equipment within the Evidence Room such as locks,
refrigerators, computer, etc., are in good working order. The Evidence
Custodian shall submit a report to the Chief of Police detailing the
inspection.
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B. Inventory - An inventory of evidence/property, in accordance with the
routine column of the audit/inventory table, shall occur whenever the
person responsible for the evidence/property control function is assigned
to and/or transferred from that position the inventory shall be conducted
jointly by the newly designated property custodian and a designee of the
Chief of Police to ensure that records are correct and properly
documented. A report will be submitted to the Chief of Police on the
findings noting any discrepancies.

C. Irregularity Audit - An audit in compliance with the irregularity column of
the audit/inventory table when there is reason to believe that evidence has
been tampered with, or if the evidence/property custodian has been
removed for any irregularities. A report will be submitted to the Chief of
Police on the findings noting any discrepancies.

D. Annual Audit- An annual audit of evidence/property held by the agency,
in accordance with the routine column of the audit/inventory table, shall
be conducted by the Chief of Police or his designee who is not routinely or
directly connected with control of evidence/property.

E. Unannounced Inspections - Unannounced inspections of
evidence/property shall be conducted as directed by the Chief of Police

BY ORDER OF THE CHIEF OF POLICE
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