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Introduction

Handbook of DNA Database Services of DNA Division, Central Institute of Forensic Science
which aims to provide necessarily information related to DNA database Services such as sample
collection, sample collector types, appropriated characteristic of sample and package, delivery process
and service process, etc. This handbook provides a briefly guideline for Clients, both public and private
sector which precision, fast and system. The result, DNA profiles have performedmith precise and

accurate following DNA laboratory standard according to International standard.

Mrs. Chani Sri wa

ior fessional Level
of Forensic DNA

SD-DNA-005_E Rev. oP I | Nt D A lefrctive qu’,a( @94()42 O 2 6 Page 2/ 15



Content

Subject Page
Introduction 2
Content 3
Location 4

Scope of services

DNA database laboratory workflow

DNA database laboratory organization chart 6
Instruction for registration and collection DNA sample 6
Specimens management 7
Containers or packages 9
Chain of custody 9
Acceptable specimens characteristic for DN base testing. 9
How to deal with defective specimens 10
Instruction for collecting specimens 11
Specimens collector types 11
References 15

SD-DNA-005_E Rev. oP I | Nt D A lefrctive Qq]sal @Aqéz O 2 6 Page 3/15



DNA database laboratory
DNA Division
Central Institute of Forensic Science

Location: 111 Moo 4, Ban Mai Subdistrict, Mueang Pathum Thani Distric,
Pathum Thani Province 12000
Contact Number: -
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Figure 1 Map of DNAJaboratory, DNA Division, Central Institute of Forensic Science

s

Scope,of ices
ratory, DNA division provides services to analyze forensic DNA from individual

oners, suspects or reference person to use as evidence for the trial, support justice and

rensic databases. DNA Division also servers sample collection and DNA database

searching.
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DNA database laboratory workflow

cli Director S le collecti
lent ample collection
general of P DNA Iaboratory
organizations section
CIFS
Approve for sample
Approve collection Sample registration ) :
V]
Sign on Inform to prison officers
the and send related
official documents
letter
addressed \l/ -
to head of Get preparation for
organizati sample collection on-site N
on to v d interpretation for
approve DNA typing
collection Perform sample
\l/ \l/ No
Report sample collecti <>
Yes
Notice \l’

Review the DNA testing results

Approve the DNA testing results

y

le’s image
anagement

Import DNA profiles to the DNA

database

v

v

Sample management and

Execute the DNA database result report

send to the DNA
database laboratory

v

Sign on
the official
letter

Report the annual
report for DNA
database sample

collection

Al

Keep the report in the
case folder

Submit the DNA database

result report

sD-ona-00s_E Rev. o [ 11T [ &l efRetive nateled Aldaebe’ 0 2 6

Page 5/ 15




DNA laboratory organization chart

Database manager

Sample collection section General administration DNA laboratory

Figure 2 Organization chart of DNA laboratory

Instruction for registration and collection DNA sample

1. The officers of DNA Division coordinate with the artment o ns to request for
the information of prisoners in the form of e-mail (figure 3). Wh eo rs receive information, it
is taken to the RapidDNA system for inspecting the personalpinfo ion. Then, Referent Number

on DNA Form and other related

Barcode, DNA Collection Consent Form, Reporting fa

documents are printed out.
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Figure 3 Layout for recording information of prisoners

2. The Genetic collecting devices and materials are prepared for DNA collecting. At the
prison, the officer coordinate with the prison officer as well as explain the details of the DNA collecting
to the prisoners. The officers then take the photo, interview and collect the DNA following Referent
Number of the prisoner in order. The documents and evidences are reviewed by the officers before
sending to the DNA laboratory.
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3. The evidences then are registered to RapidDNA system by forensic scientist who collected
DNA sample or forensic scientist who is assigned for sending (Evidence Sender). Preparation the
evidence items and documents as follows:
3.1 Collection DNA for Personal Databases Form (FM-DNA-182)
3.2 DNA Collection Consent Form (FM-DNA-135)
3.3 Evidences

4. The forensic scientist who is assigned to receive evidences ( Evidence Rgegiver): inspects

the documents as stage in 3 and completion of the evidence package e.g. no trace te
incorrectly. Evidence Sender and Evidence Receiver signs signature, sending date
in Collection DNA for Personal Databases Form (FM-DNA-182).

5. The documents are inspected then are confirmed loc of ce in storage box in
RapidDNA system following Work Instruction for Using In ech (IT) System for
RapidDNA Database (WI-DNA-074_E) by Evidence Receiver.

6. Evidence Receiver collects the DNA samples 4

collects Request for DNA Analysis of DNA Databasge Sa

ition in the laboratory then
(FM-DNA-062) in the case file

for sending to the case manager.

7. Case manager prepares for assignment e.g.“Greates analysis batches or cases (normally 80
samples), issues the identified case num then'agsigns to assignees and analysts. The lead time is 30
working days.
Remark 1. The assignment must not ed ten cases per an analyst in a month (approximately 800

samples).

Specimens man

Card“and Buccal Sample are sent by the officers of DNA Division, Central Institute

A Laboratory will return samples to the Sample Collection Section, DNA Division after
sses are completed. The remain samples will be kept in the appropriate temperature storage
at least 20 years.
3. The detail records on DNA Analysis of DNA Database Samples Form (FM-DNA-062) are

required as follows.

3.1 Evidence No. (if known). Fill in Evidence No. to match to Evidence No. that labeled
on the package of samples.

3.2 Sample collector type such as FTA Card, mini FTA Card or BCS.

3.3 Gender (owner of the sample).
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3.4 Prison or sample collection place.

3.5 Amount of samples.

3.6 List No. such as 1,2,3.

Remark: The laboratory will receive only FTA Card and Buccal Sample (BCS).
If sample collector type does not match the criteria, case manager should consider and approve prior
sending samples to the laboratory.

3.7 Remark: (if applicable) specify additional information that the Evid Sender deems
necessary to know prior to perform DNA testing or to inform any defect of sample lowing the
guideline.

3.8 Chain of Custody

3.8.1 Please make sure that name of Evidenee Se , Sendi ate and Sending
Time are wrote clear and correct.
3.8.2 Please make sure that name of Ewidence eiver, Receiving Date and

Receiving Time are wrote clear and correct.

3.8.3 Reason for sending samples TR analysis

anges District, Banghok 1

Figure 4 Shows request for DNA Analysis of DNA Database Samples Form (FM-DNA-062)
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Containers or packages

DNA Samples should be wrapped or covered and sealed in the container to protect them from
contamination. The samples should be stored in room temperature that minimizes extremely heat and
humidity during delivery. For the package of DNA database samples will be contain in foil envelops
with desiccant bag inside for FTA Card.

Chain of custody

1. Inthe DNA laboratory, all samples will be received by the authrorized pgrs ssignning
to receive samples. Then related details will be filled out in the Collection DNA for
Form (FM-DNA-182).

2. When the laboratory receives the evidence for examifiation. atipn is recorded in

RapidDNA system to control the chain of custody and recor@in the
(FM-DNA-062).
3. Samples will be stored in the samples cabinet 3

se Samples Form

to the sample storage recording in
the system. All cabinets are located in the room with acce pnly authrorized personels.

4. After completed testing, samples will red to the"previous sample cabinets in the room

with access control to prevent people who e no to dispose or exchange samples without
permission.

5. FTA Card will be retur mple collection section, DNA Division after testing

completed. They will be stored in the sample cabinet inside the room with access control and keep at

least for 20 years, after that i isposed by the relevant authorities.
Acceptable specim
1. Ba 0 A card

idually packed in a foil envelope with desiccant bag inside.

s characteristic for DNA casework testing

ould be dred, not moised.

No fungus.

Baccal sample on Cotton swab

2.1 Individually packed in a paper envelope
2.2 Should be dred, not moised.

2.3 Not appear stain on the envelope.

2.4 No fungus.
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How to deal with defective specimens

In order to make a test is correct, efficient and standardized. Submitting samples to the DNA
laboratory, both biological material or other kind samples, Should be conformed to the acceptable
sample characteristic for DNA Database testing of this handbook. If samples do not meet these criteria,
they will be considered as defective samples. Then defective samples will be processed following the
Table 1.

Table 1 How To Deal With Defective Specimens

No. Defective Details

1 No defects found. - Perform as routine

2 | Condition of the sample is not appropriate | - Perform t

for the test such as found fungus. ition in Request for

f DNA Database Samples Form

3 | Have no request form (FM-DNA-062) or en processed yet.
some information in the request form ary stores in the sample cabinet of the
incorrect or not complete. Laboratory.

Incorrect or missing information should be
corrected immediately by sender or Inform

clients to correct them.

4 | Not labeled, no samp - Perform test
parts of sampl - Record the defective condition of the sample in
or fade awa Request for DNA Analysis of DNA Database

m ot meet the number | Samples Form (FM-DNA-062).

e Request for DNA Analysis | - Incorrect or missing information should be

Database Samples Form (FM- | corrected by sender.

Thé samples container is not appeared

proper sealed and signed.

7 | Other defectives besides these. -Present to the Laboratory Manager and DNA

Database Manager to be considered.
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Instruction for collecting specimens
Instruction for prior collecting samples
1. Wear new and clean gloves before working.
2. Change gloves every time you collect a new sample.

3. Packed the sample in a clean container and suitable to type of sample.

Specimens collector types
1. Buccal Swab, the collection should be operate as following
1.1 Use steriled cotton swab to collect the buccal cells.
1.2 Air dried about 3 minutes.
1.3 Put in a paper envelope or paper box by individdal sepa , Dolnot put different
individuals together to prevent contamination.
1.4 Sealed the envelope or box neatly and signed at seal€dl area alh sides.

1.5 Fill out sample information on the env aperpbox, at least the following

information is required:

Name - surname (owner of the sa
Characteristics of the sample/SSampletgpe............cccceviiiiii.n.
Location of collection.. . gm........ ettt

Number of sample. . @t ... 0.

Collected By ... o e e,

2.3 Press the end of Foam Tip onto FTA card at the first circle by pressing Foam Tip for
about 10 seconds, then turn to the other side of Foam Tip and press down on the same circle until the
card turns from pink to white. Discard used Foam Tip when finished.

2.4 Repeat steps 1-3 by use new Foam Tip then press down on the second circle.

2.5 Wait to dried the FTA card and put in a foil pouch with a desiccant bag.

2.6 Sealed the pouch neatly and signed at sealed area all sides.

2.7 Fill out the information on the envelope, at least the information are as follows.
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Name - surname (owner of the sample).................cooeiiiinn..
Collected DY ....ueeneii e

ColleCtioN daAte. .. .. e

Lot No, 9673169

Place Bar Code Here

k |

Figure 5 Buccal sample on FTA

3. Buccal samples using the EasiCollect / EasiCollect” de the c@blection should be operate

as followings
3.1 Do not open packages before use. When c¢ mples always wear gloves.
3.2 Open the protective sleeve at the F ard end:%8lide out the EasiCollect/ EasiCollect”
device leaving the foam-tip in the packaging
e back of the FTA Card and then remove

3.3 Record identification in atio

using moderate pressure ru ¢ -line and under the tongue. Once the foam head is wet
: heek for 1 minute. Ensure that you feel/see the cheek protrude

slightly during the g@llectionIt is extremely important to ensure that the foam head is coated with

with saliva, rub the insi
saliva during thi

arefully remove the plastic protective film from the FTA Card holder to expose the
FTA Card:
Fold the device at the hinge, and press the foam head onto the FTA Card.

3.8 Ensure that the foam head is held in place with the stem lock in the lowest position, and
the foam head under the head tab.

3.9 Leave the foam head in contact with the FTA Card for 10 seconds.

3.10 Release the foam head tab by flexing the device.

3.11 Pull the stem up to the top position on the stem lock, removing the foam head from
contact with the FTA card. Note: Prior to shipping of samples it is highly recommended that they be
allowed to dry completely. Do not heat to shorten the drying period.

3.12 Allow the sample to dry.
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3.13 When dry, check the indicating FTA card and confirm that the colour has changed to
white within the sample area.

3.14 If this colour change has not occurred then there may not be sufficient sample transfer,
should collect DNA sample again.

3.15 Sample can then be processed immediately or packaged for transport or storage.

3.16 Ensure the stem lock is in the upper position as shown when drying, and that the foam
head has been released fully from underneath the head tab.

3.17 Sealed the pouch neatly and signed at sealed area all sides.
3.18 Fill out the information on the envelope, at least the information a
Name - surname (owner of the sample)
Collected by.....c.oovivriiiiiiiiiiiiiiiiieeenn S

Collectiondate........ccovvvveenininnnnn S

Figure 6 Buccalksample on EasiCollect device

Q k il
Figure 7 Buccal sample on EasiCollect* device

4. Buccal samples using the COPAN NUCLEIC-CARD device, the collection should be
operate as followings
4.1 Do not open packages before use. When collecting samples always wear gloves.
4.2 Open the protective sleeve at the FTA Card end. Slide out the COPAN NUCLEIC-
CARD device leaving the foam-tip in the packaging.
4.3 Record identification information on the back of the FTA Card and then remove

completely from the packaging sleeve.
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4.4 Hold the COPAN NUCLEIC-CARD device and Place the foam head in the mouth and
using moderate pressure run it along the gum-line and under the tongue. Once the foam head is wet
with saliva, rub the inside of each cheek for 1 minute. Ensure that you feel/see the cheek protrude
slightly during the collection. It is extremely important to ensure that the foam head is coated with
saliva during this step to enable good sample transfer.

4.5 Remove the foam head from the mouth.

4.6 Open the cassette that collect FTA card.

4.7 Fold the device at the hinge, and press the foam head onto the FTA

4.8 Ensure that the foam head is held in place with the stem lock in the
the foam head under the head tab.
4.9 Leave the foam head in contact with the FTA Card 10 s orlmore.

4.10 Pull the stem up to the top position on the s lock; 0 e foam head from

contact with the FTA card. Note: Prior to shipping of samples it iSthighl ommended that they be
allowed to dry completely. Do not heat to shorten the dryi
4.11 Allow the sample to dry.
4.12 When dry, check the indicating card a firm that the colour has changed to
white within the sample area.

4.13 If this colour change hassot occutked then there may not be sufficient sample transfer,

should collect DNA sample again.
4.14 Sample can then be pr
4.15 Ensure the

head has been released full

sed immediately or packaged for transport or storage.
is in the upper position as shown when drying, and that the foam
neath the head tab.

4.16 Sealed the pauch neatly and signed at sealed area all sides.

4.17_Fill e information on the envelope, at least the information are as follows.

- surname (owner of the sample)...............oooeviiniiinn.n..

(LT

Figure 8 Buccal sample on COPAN NUCLEIC-CARD device
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