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POLICY 23 
 24 
Proper documentation, collection, preservation and submission of physical evidence to forensic 25 
laboratories may provide the key to successful investigations and prosecutions.  Through 26 
evidence located at the scene, suspects are developed or eliminated, investigative leads are 27 
established and theories concerning the crime are substantiated or disproved.  It is imperative, 28 

therefore that each deputy/investigator carefully process crime scenes being sure not to overlook, 29 
contaminate or destroy evidence.  Physical evidence appears in many shapes, sizes and forms, 30 
thereby requiring various recovery and preservation techniques.  The deputy/investigator shall be 31 

prepared to identify, document, collect and package evidence so that it will not be changed in 32 
form and value before it reaches the forensic laboratory.  Deputies/investigators collecting 33 
physical evidence shall maintain a chain of custody of that evidence in order to ensure that the 34 
evidence is admissible in court in accordance with the law. 35 
 36 

PURPOSE 37 

 38 
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To establish responsibilities for deputies/investigators that respond to and process crime scenes, 39 
establish guidelines for proper documentation of crime scenes, and the collection and handling of 40 
physical evidence.  To establish procedures for the receipt and safekeeping of all property that 41 
comes into the custody of deputies/investigators. 42 

   43 

DEFINITIONS 44 
 45 

 Chain of custody 46 
o Chain of custody is the series of documented links showing who handled the evidence 47 

from the time the evidence was obtained until it is presented in court.  The custody 48 
link is formed by deputies who document the evidence they handled, and when they 49 

did so. 50 

 51 

 Crime scene search  52 
o Deputies/Investigators are reminded that there is no crime scene exception to the 53 

search warrant rule.  Prior to conducting any crime scene search, other than a cursory 54 
officer protective search, or to render emergency aid to an injured party, either 55 

consent from the owner of the property to be searched or a search warrant must be 56 
obtained.  NOTE:  If a suspect lives at a residence where a crime scene search is to be 57 

conducted or there is a belief of the same, deputies/investigators shall obtain a search 58 
warrant or obtain verbal or preferably written permission from someone who also 59 
reside at the residence and can legally give such permission.  Under no circumstances 60 

shall a person, who has or is believed to have a reasonable expectation of privacy at 61 
the location to be searched, be removed from the scene in order to deny them a right 62 

to refuse consent to the search. 63 
o Written consent to search is preferable to verbal consent to search. 64 

o Use of body worn video is sufficient to document verbal permission to search. 65 
o If verbal permission is obtained and recorded on body worn camera or if and body 66 

worn video is unavailable, the date, time, location where permission is given, name of 67 
individual and believed legal authority to grant permission to search and any stated 68 
restriction by the person consenting to the search shall be documented in the report 69 
narrative. 70 

 71 

 Evidence 72 
o Any, object, substance or material found or recovered in connection with a criminal 73 

investigation. 74 

 75 

 Found property 76 
o Any object, substance or material found, recovered or turned over to Sheriff’s Office 77 

that is not related to any criminal activity. 78 
 79 

 Property and Evidence custodian 80 
o The Property and Evidence custodian is the employee designated by the Sheriff to 81 

have administrative oversight over all found, recovered or seized property, which 82 
comes into Sheriff’s Office possession. 83 

 84 
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 Property and Evidence personnel 85 
o Either sworn or civilian personnel, other than the Property and Evidence custodian, 86 

assigned to the Administrative Services Division, either permanently or temporarily, 87 
to assist the Property and Evidence custodian. 88 

 89 

PROCEDURES – GENERAL CRIME SCENE PROCESSING 90 
 91 

 Responsibilities of the first deputy at a crime scene: 92 
o Arrive at the scene promptly and safely. 93 
o Treat injured persons on the scene within the deputy’s level of medical training 94 

and/or summons EMS personnel. 95 
o Secure the scene to prevent the destruction or contamination of evidence. 96 

o Identify and interview complainant, witnesses, victims and suspects in cases where no 97 
investigator is called to respond. 98 

o Initiate a scene log containing the identity of all persons entering the crime scene to 99 

include:  100 
 Name  101 

 Reason for entering the scene  102 
 Time entered and time departed. 103 

 104 
o Collect and package evidence in cases where no investigator is to respond. 105 
o Submit evidence, to the Property and Evidence custodian or his/her designee, via 106 

electronic or paper voucher/property receipt. 107 
o Prepare initial crime incident report. 108 

 109 

 Responsibilities of investigators at a crime scene 110 
o Arrive at the scene safely and promptly.  On-call investigators should be prepared to 111 

respond ASAP, not to exceed 1 hour from notification. 112 

o Determine the scope, type and location of crime scene and arrange for the delivery of 113 
specialized equipment needed to process the crime scene. 114 

o Notify the Investigations Division Commander, Investigations Division supervisor or 115 
on-duty supervisor, if additional investigative personnel are needed. 116 

o Document pertinent conditions through the use of notes, sketches and photographs. 117 
o Examine and process the crime scene for Physical evidence. 118 
o Collect, package and preserve all evidence recovered from the crime scene. 119 

o Submit evidence to the Property and Evidence custodian or his/her designee via 120 

electronic or paper voucher/property receipt or 121 

o Secure evidence at the Sheriff’s Office prior to going off-duty with permission of the 122 
Investigations Division supervisor or Commander. 123 

o Conduct follow up interviews of witnesses, victims and suspected offenders.   124 
o Prepare Request for Laboratory Examination Forms, or coordinate the preparation of 125 

the (RFLE) with the Property and Evidence custodian, for evidence to be analyzed by 126 

the Virginia Department of Forensic Science.  127 

 128 

 Death Investigations 129 
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o In death cases that fall under the purview of the Office of the Chief Medical 130 
Examiner (OCME), notify the Eastern District of the OCME, prior to moving or 131 
processing the body.   132 

o The OCME will determine if a Medical Examiner or Medicolegal Death Investigator 133 

from their office will respond to the scene or the OCME will contact a Local Medical 134 
Examiner to respond to the scene or the OCME may direct that the body be processed 135 
and sent to the OCME for autopsy with no medical examiner personnel to respond to 136 
the scene. 137 

o In homicide investigations, or other death investigations that fall under the purview of 138 

the OCME and when directed to do so by the OCME, contact Amory’s Funeral 139 
Home, to have the body transported to the Office of the Chief Medical Examiner or 140 
the Eastern District.  141 

o Attend autopsy and document pertinent findings by Medical Examiner.  Collect 142 
evidence from medical examiner and submit to Property and Evidence custodian or 143 
his/her designee for submission to the forensic laboratory as necessary. 144 

 145 

 Deaths as a result of law enforcement use of force 146 
o In the case of a death following any Law Enforcement use of force, the Sheriff shall 147 

designate in writing to the Office of the Chief Medical Examiner the Sheriff’s Office 148 

investigator(s) and personnel authorized to:  149 
 Attend the Autopsy,   150 
 Receive from the OCME evidence related to the case,   151 

 Discuss reports from the OCME regarding the death. 152 
 153 

o The OCME will retain and submit any evidence, recovered during the autopsy, and 154 
submit that evidence to the Department of Forensic Science for analysis.   155 

o The designated investigator(s) may request through the OCME any additional testing 156 
to be done to evidence recovered during autopsy in accordance with OCME policy. 157 

o Once evidence submitted by the OCME has been analyzed and tested, the evidence 158 

will be returned to the Sheriff’s Office for safe keeping. 159 
 160 

 Crime scene processing 161 
o Crime scenes should be processed using a systematic and logical approach to ensure 162 

no evidence is overlooked and all information regarding the scene is documented.   163 

 164 

 Documentation 165 
o Crime scenes are best-documented using:  166 

 Notes,  167 
 Photos and  168 
 Sketches.   169 

 170 
o This enables investigators to reconstruct crime scenes and allows witnesses to 171 

accurately point out or describe information relative to the crime scene. 172 

 173 

 Crime scene notes 174 
o Crime scene notes should contain at a minimum the following: 175 

http://www.vdh.virginia.gov/medical-examiner/
http://www.vdh.virginia.gov/medical-examiner/
http://amoryfuneralhome.dex-digital.com/3Q3u6EmN4GE:Br2VQR2uUboa2cnkCtrNlxywpWTiVqr7
http://amoryfuneralhome.dex-digital.com/3Q3u6EmN4GE:Br2VQR2uUboa2cnkCtrNlxywpWTiVqr7


Page 5 of 21 
 

 Pertinent conditions of scene.  Date, time, temperature, weather conditions, 176 
location of scene, time arrived on scene, deputies/officers on scene. 177 

 Any measurements taken at the scene. 178 
 Narrative description of evidence identified to include location,   description of 179 

evidence. 180 
 Names, times of people contacted to respond such as the medical examiner, 181 

funeral home, wrecker etc. and their departure times. 182 
 Name of Funeral home driver(s) and time the body departed the scene to the 183 

medical examiner’s office. 184 

 Date and time scene is released and to whom released. 185 
 186 

 Crime scene sketches/Computer generated renderings 187 
o Crime scene sketches/renderings are the most accurate way to document a crime 188 

scene.   189 
o Sketches/renderings used in conjunction with notes enable crime scenes to be 190 

reconstructed with a high degree of accuracy.   191 
o Two types of sketches are most commonly used: 192 

 Rough sketch  193 
 Court presentation sketch.   194 

 195 
o Crime scene sketches can also be used as a valuable tool in court.   196 
o Crime scene sketches are not required at all scenes, but shall be prepared at the 197 

request of Commonwealth Attorney.   198 
o Crime scene sketches or computer generated renderings shall contain the following 199 

information: 200 
 Date,  201 

 Case number,  202 
 Address, 203 
 The words “To Scale”, 204 

 The Scale used, or 205 
 The Words “Not to Scale”, 206 

 Arrow depicting North, 207 
 Name of person preparing sketch. 208 

 209 

 Rough sketch. 210 
o The rough sketch should at a minimum contain the following: 211 

 Date,  212 
 Case number,  213 
 Address. 214 

 Birds eye view of scene diagram. 215 
 Symbols, letters or numbers identifying pertinent items of evidence. 216 
 Measurements placing items of evidence in scene using either a baseline 217 

measurement or triangulation measurement. 218 
 Name of investigator/deputy preparing sketch. 219 

 Any other information deemed necessary by the person preparing the sketch. 220 
 An arrow indicating north. 221 
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 222 
o Rough sketches do not have be drawn to scale. 223 

 224 

 Court presentation sketches. 225 
o Court presentation sketches/renderings shall only be completed at the request of the 226 

Commonwealth Attorney.  The Court presentation should contain at a minimum the 227 

following: 228 
 Date  229 
 Case number  230 
 Address and/or location 231 
  Name of investigator/deputy preparing sketch  232 

 Arrow indicating north  233 

 Scale indication if sketch is to scale or  234 

 The words “Not to Scale” if the sketch is not a scale drawing. 235 
 Legend. 236 

 237 

 Crime scene photographs 238 
o Crime scene photographs will be taken in digital format and are useful in allowing 239 

investigators, witnesses, judges and juries to visualize the crime scene and evidence 240 

located within the scene. 241 
o Crime scene photographs shall be taken at the following scenes: 242 

 Death scenes involving homicide, suicide, sudden unexplained deaths, infant 243 

deaths, any other death occurring under suspicious circumstances or that falls 244 
under the purview of the Office of the Chief Medical Examiner. 245 

 Robbery scenes where a weapon was discharged. 246 
 Violent sexual assault scenes. 247 

 Scenes containing impression evidence such as footprints, tire impressions, or 248 
other impression evidence that cannot be preserved any other way. 249 

 Any crime scene when deemed necessary by the investigator, Sheriff, Command 250 
Staff member, Investigations Division Supervisor, or on-duty shift supervisor. 251 

 252 
o Crime scene photographs will consist of the following: 253 

 Overall photographs   254 
 Photographs depicting the overall crime scene from a natural perspective. 255 
 Usually taken with a standard (50mm) lens. 256 

 257 

 Mid-range photographs   258 
 Photographs taken of one or more items of evidence, showing those item(s) in 259 

relation to a fixed object such as a door jam or window casing for indoor 260 

photos or a telephone pole or other immovable object when photographing 261 
outdoors.  262 

 263 
 Close-up photographs  264 

 Photographs taken of individual items of evidence.   265 

 When taking close-up photographs, two close-up photographs shall be taken 266 
of every item of evidence collected.   267 
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 One close-up photograph will be taken without a scale (ruler), and one close-268 
up photograph will be taken with a scale (ruler). 269 

 Close-up photographs of items collected, except for body fluids, do not have 270 
to be taken at the scene in certain case. 271 

 Supplemental photographs  272 
 Photographs taken that do not fall under the previous listed such as aerial 273 

photos, photos showing the height from ground, or any photograph not taken 274 
from a natural perspective.  275 

 276 

 A photograph log, which may be incorporated into the crime scene notes, may be 277 
maintained and if used will consist of the following: 278 
 Date 279 

 Camera make and model 280 
 Photo number  281 
 F-Stop used 282 

 Shutter speed used 283 
 Flash Setting if used 284 

 Image File number 285 
 Brief description of photo 286 

 287 

 Photography equipment 288 
o The following camera equipment is approved for use for crime scene photography: 289 

 Any department issued digital camera. 290 
 Digital cameras issued for the documentation of domestic assaults and evidence in 291 

misdemeanor cases.   292 
 Cameras issued to patrol deputies for documenting domestic abuse cases will not 293 

be used as the primary means to photograph impression evidence at crime scenes. 294 
 Personal Cell Phone Cameras shall not be used at any crime scene for any reason. 295 
 Department issued cell phones with cameras shall not be used to photograph or 296 

document evidence or crime scenes.  However, department issued cell phones 297 
with cameras may be used to photograph an individual or item that needs to be 298 

sent via text messaging or email for immediate identification purposes.  The 299 
Deputy/Investigator shall document in the incident report the reason the image 300 
was sent via text messaging or email. 301 

 302 

 Photograph developing and handling procedures 303 
o The following procedures will be used for the development of digital crime 304 

scene/evidence photographs: 305 
 Crime scene/evidence photos taken with digital cameras will be taken in the best 306 

or highest quality JPEG mode and TIFF, RAW or JPEG+RAW for impression 307 
evidence.  308 

 Digital camera media from patrol shall be processed by the patrol Supervisor or 309 
designee.  Digital camera media from investigators may be processed by the 310 
individual investigator. 311 

http://file.org/extension/jpeg
http://file.org/extension/tiff
http://file.org/extension/raw
http://www.nikondigital.org/articles/raw_plus_jpeg.htm


Page 8 of 21 
 

 Digital images will be moved from the media card to the designated Image Drive 312 
on the Sheriff’s Office Computer Network in the folder Labeled “Case Images” in 313 
the folder representing the appropriate year. 314 

 A New sub folder will be created and labeled as follows:   315 

 Case Number  316 
 Offense Description  317 
 Victim’s Last Name.   318 
 Example: (1300001  Burglary  Smith) 319 

 320 

o Once processed, digital media will be formatted and returned to the submitting 321 
investigator/deputy. 322 

o Under no circumstances will evidentiary or crime scene photos be emailed from any 323 

device without prior supervisor approval.   324 
o Deputies who receive approval to email evidentiary or crime scene photos will 325 

document in the incident report the reason the image needed to be emailed and the 326 

name of the supervisor who approved emailing the image. 327 
o Digital images taken of crime scenes, vehicle accident scenes, evidence or for any 328 

other official Sheriff’s Office purposes are the property of the York-Poquoson 329 
Sheriff’s Office and will be maintained in the official case file.   330 

o These photos/images may not be distributed, published or used for any other purpose, 331 

other than official purposes for which they were intended for without the prior 332 
permission of the Sheriff or his designee. 333 

o The Commonwealth’s Attorney has access to the Sheriff’s Office network Image 334 
Drive and will obtain any images needed for court or in response to motions for 335 

discovery from the image drive. 336 
o In the event an Investigator/Deputy receives a motion for discovery from an attorney 337 

in a case that the Commonwealth Attorney’s Office is not involved in, The 338 
Investigator/Deputy do one of the following: 339 
 Make or have created a CD/DVD or Flash/Thumb drive of the images requested 340 

and provide the CD/DVD or Flash/Thumb drive to the attorney in question.   341 
 The attorney filing the motion for discovery shall provide the CD/DVD or 342 

Flash/Thumb drive. 343 
 Contact Sheriff’s Office Computer Support personnel to have images uploaded to 344 

the Sheriff’s Office video cloud storage software so a link can be sent to the 345 
requesting attorney to view or print the images. 346 

 347 

 Collecting physical evidence   348 
o The following shall be adhered to when collecting physical evidence: 349 

 All evidence will be collected, handled and packaged using standards approved by 350 
The Virginia Department of Forensic Science  351 

 Avoid touching the evidence with his/her bare hands or anything that might 352 
contaminate the item. 353 
 In collecting evidence, deputies shall remain mindful about the possibility of 354 

communicable diseases, if the crime scene contains body fluids.   355 
 Refer to GO 2-34, Communicable Diseases.   356 

https://powerdms.com/client/DocumentViewer.aspx?DocumentID=62866&q=2-34
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 Further, some evidence may consist of hazardous chemicals or waste 357 
products, explosives, or highly combustible materials.   358 
 359 

 If a loaded firearm is present at the crime scene, it must be properly documented 360 

prior to unloading. 361 
 362 

 Proper order of collection 363 
o Unless conditions dictate otherwise or directed by a supervisor, evidence should be 364 

collected in the following order: 365 
 Collect perishable evidence first.  Perishable evidence such as fresh blood, blood-366 

stained objects, physiological stains and tissue, or biological material shall be 367 

collected only by deputies/investigators trained in the collection and preservation 368 

of such evidence. 369 

 If the immediate destruction of evidence is not a concern, work through the scene 370 
systematically, collecting evidence in a logical progression into the scene to avoid 371 
disrupting or overlooking other items of evidence. 372 

 Collect control samples and known exemplars. 373 

 The forensic laboratory can only compare known items with those showing 374 
similar characteristics.  Sufficient specimens or controls must be submitted for 375 

comparisons of such items such as but not limited to:  376 
 Hairs  377 
 Fibers  378 

 Paint  379 
 Glass  380 

 Soil  381 
 Tool marks 382 

 Tire impressions 383 
 Elimination Fingerprints 384 
 DNA 385 

 386 
o Documentation of each item collected: The investigator/deputy processing the crime 387 

scene shall document  in a written report the circumstances by which the evidence 388 
came into the agency’s possession and: 389 
 A complete description of the item (including make, model, and serial numbers, if 390 

any); 391 
 The source (from whom or location from which the item was obtained); and 392 
 The name of the person that collected the item. 393 

  394 

o If a deputy/investigator takes property from the victim/witness for purposes of an 395 
investigation, the deputy shall provide a written receipt for the property to the 396 
victim/witness and shall explain why it is required as evidence.   397 

o The victim/witness's property shall be returned as soon as practical, as permitted by 398 
law or rules of evidence. 399 

 400 

ADMINISTRATION OF PROPERTY AND EVIDENCE 401 
 402 
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 The following procedures shall be followed for receiving all in-custody and evidentiary 403 
property obtained by Sheriff’s Office employees: 404 
o When sufficient identifying information is available, deputies/investigators shall 405 

check all property/evidence obtained against NCIC or VCIN records prior to 406 
submitting evidence to the Property and Evidence custodian and document the results 407 
of the NCIC/VCIN check in their report. 408 

o All in-custody property and evidence shall be securely stored within the evidence 409 
storage room or other approved secure location.   410 

o All property or evidence collected by deputies/investigators shall be stored in secure 411 
drop-off temporary evidence storage locations, or physically turned over to the 412 
Property and Evidence Custodian or his/her designee prior to the end of their tour of 413 

duty. 414 

o In cases where a perishable item needs refrigeration, the evidence shall be placed in 415 

the secure refrigerator following the guidelines above for temporary evidence storage 416 
locations. 417 

o If additional or oversized evidence is required to be refrigerated, the Property and 418 
Evidence custodian should be notified to respond and take custody of the evidence. 419 

o If oversized evidence cannot be properly secured.  The Property and Evidence 420 
Custodian should be contacted to respond to the Sheriff’s Office to take custody of 421 

the evidence. 422 
o All property and evidence shall be logged into the RMS system and placed under the 423 

control of the Property and Evidence custodian or his/her designee prior to the end of 424 

each shift.  The required forms shall be completed and submitted electronically and 425 
the evidence or property placed into available temporary evidence storage location.   426 

o An incident report shall be required, which details the circumstances by which the 427 
property/ evidence came into the possession of the Sheriff’s Office.  Additionally, the 428 

report shall describe in detail each item of property obtained, including make, model, 429 
and serial number if applicable. 430 

o Prior to submitting any property or evidence to the Property and Evidence custodian, 431 

an Electronic Voucher shall be created and submitted in RMS.   432 
o Property and evidence shall be properly labeled and/or packaged to meet any safety 433 

and submission requirements of the Virginia Department of Forensic Science (DFS).   434 
o When accepting evidence from deputies, the Property and Evidence custodian or his 435 

designee will only accept an electronic voucher for the specific sealed containers 436 

received. 437 
o Electronic vouchers containing errors and improperly packaged or labeled items will 438 

be rejected and the submitting deputy/investigator notified.  The submitting 439 

deputy/investigator must correct the deficiency and resubmit the item(s). 440 

o Deputies submitting evidence to the Property and Evidence custodian are responsible 441 
for all items placed in sealed containers.   442 

 443 

 Preservation and submission of evidence to the forensic laboratory 444 
o Evidence recovered from crimes scenes must be preserved and submitted to the 445 

Virginia Department of Forensic Science laboratories in a timely manner.  446 

o Under normal circumstances, the deputy or investigator who processed the crime 447 
scene is responsible for filing out the Request for Laboratory Examination (RFLE) 448 

https://powerdms.com/client/DocumentViewer.aspx?DocumentRevisionID=162524
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and submitting evidence to the Property and Evidence custodian or his/her designee 449 
for transportation to the Virginia Department of Forensic Science (DFS) for 450 
laboratory examination.   451 

o The Property and Evidence custodian will transport evidence to and from the DFS lab 452 

at least once a week.   453 
o The investigator/deputy that collected the evidence may transport the evidence to the 454 

DFS lab if the Property and Evidence custodian is otherwise unavailable or in special 455 
circumstances with supervisory approval. 456 

o Where more than one deputy processed the scene, the on-duty supervisor or 457 

investigations supervisor shall designate the deputy/investigator to take custody of all 458 
collected evidence, complete the RFLE, and turnover to the Property and Evidence 459 
custodian or his/her designee. 460 

o Copies of completed RFLE’s will be scanned and attached to the incident report in 461 
RMS by the Property and Evidence Custodian. 462 

o Completed RFLE’s will provide the chain of custody information for both DFS 463 

submissions and returns. 464 
o Paper copies of submitted RFLE’s will be returned to the deputy/investigator. 465 

o Upon receipt of Certificates of Laboratory Analysis the deputy/investigator receiving 466 
the Certificate of Laboratory Analysis shall: 467 

o Scan and attach the Certificate of Analysis to the incident report in RMS. 468 

o Deliver the original copy of the Certificate of Analysis to the Commonwealth 469 
Attorney’s Office and note in the form of a supplemental report the name of the 470 

person who received the original copy.  If the original copy of the Certificate of 471 
Analysis is stamped as received, the stamped copy will also be scanned and attached 472 

to the incident report in RMS. 473 
 474 

 Preservation of perishable or deteriorating items 475 
o In cases where biological fluids are collected, observe the following procedures: 476 

 When a rapidly deteriorating item of evidence has been collected (for example, a 477 

liquid sample of semen, vial of blood, victim/suspect PERK), it shall be 478 
transported to the Department of Forensic Science laboratory as soon as possible 479 

and in no case longer than 5 days.  480 
 Refrigerate liquid biological fluid evidence and transport to the Department of 481 

Forensic Science for analysis as soon as possible but no longer than 5 days. 482 

 Air dry any wet or blood stained/soaked clothing before transporting to the DFS 483 
lab. 484 

 Per DFS policy, where appropriate, submit known samples of evidence so that 485 

comparisons can be made.   486 

 The investigating deputy shall be responsible for obtaining any required known 487 
samples and submitting them, along with the items of evidence, to the Property 488 
and Evidence custodian or his/her designee for submission to DFS for analysis 489 
and comparison. 490 

 491 

 Labeling of evidence 492 
o All property and evidence shall be legibly labeled prior to submission to the Property 493 

and Evidence custodian. 494 
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o In many instances, marking and labeling evidence may represent a single process. 495 
o In instances where evidence is large, complete identifying information may be 496 

recorded directly on the evidence. 497 
o In instances of items small in size or unable to be placed in a container, a tag 498 

containing the required information should be attached to the item. 499 
o All submitted items will bear a mark on the seal of the deputy who collected and 500 

packaged the item to assure the quality of the items submitted. 501 
o Each deputy/investigator should develop his own identifying mark, normally his/her 502 

initials. 503 

o Care should be taken in labeling evidence packaging so as to allow for: 504 
 Future handling of evidence by DFS personnel. 505 
 Additional labeling by the Property and Evidence Custodian and DFS personnel. 506 

 507 
o Evidence packaging labeling shall contain, at a minimum the following: 508 

 Date collected/recovered. 509 

 Time collected/recovered. 510 
 Date package sealed. 511 

 Item Number. 512 
 Case Number. 513 
 Description of evidence if applicable to include: 514 

 Make 515 
 Model 516 

 Serial Number 517 
 Condition  518 

 Name of Deputy/Investigator collecting evidence. 519 
 Name of Deputy/Investigator packaging the evidence. 520 

 Hazard information if appropriate. 521 
 Sharps 522 
 Glass 523 

 Bio Hazard 524 
 Liquid 525 

 Etc. 526 
 527 

 Packaging items of evidence 528 
o All evidence collected shall be preserved and packaged in accordance with this policy 529 

and Virginia Department of Forensic Science evidence handling guidelines which can 530 
be found at: https://www.dfs.virginia.gov/documentation-publications/evidence-531 

handling-and -laboratory-capabilities-guide/ 532 

o The deputy who collects the evidence shall choose a container suitable to the type of 533 
evidence to be preserved and packaged.  Considerations in choosing the proper 534 
container include: 535 
 The size and weight of the item. 536 
 Whether the item is organic, (Blood, Body Fluids, Plant materials, etc.) which 537 

could rot or deteriorate if packaged in plastic or an airtight container for an 538 
extended time. 539 

 Fragility of the item. 540 

https://www.dfs.virginia.gov/documentation-publications/evidence-handling-and%20-laboratory-capabilities-guide/
https://www.dfs.virginia.gov/documentation-publications/evidence-handling-and%20-laboratory-capabilities-guide/
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 Sharps or cut hazard 541 
 Future examination or testing of the item. 542 

 543 
o Avoid any contamination or cross contamination of evidence by packaging all items 544 

separately. 545 
o Package the item in an appropriately sized container to minimize interior movement 546 

within the package and to prevent tampering or damage to the item. 547 
o Seal the package with tape and initial or sign and date across the seal.  The seal 548 

should be placed across the package so as to prohibit entry without damaging the seal. 549 

o Label the exterior of the package before placing the evidence within it.  550 
 551 

 Extra Security Measures for Certain Evidence 552 
o Extra security measures shall be made for the following types of evidence: 553 

 Money 554 
 Once received by the Property and Evidence Custodian, money shall be 555 

placed in the drop safe located within the secure property and evidence area. 556 
 As soon as practicable money in the custody of Property and Evidence 557 

Custodian shall be deposited into a non-interest bearing holding account, 558 
established by the Treasurer of York County, at a Bank designated by the 559 

Treasurer until such time as the money is no longer needed for evidentiary 560 
purposes and can either: 561 
 Be returned to the owner, 562 

 Be disposed of in accordance with an order by the Court, or 563 
 Remitted to the Commonwealth of Virginia, unclaimed property agency. 564 

 565 
 Firearms 566 

 Jewelry and precious metals 567 
 Narcotics 568 

 Once received by the Property and Evidence Custodian, firearms, jewelry and 569 

precious metals and narcotic shall be secured in an area within the secure 570 
property and evidence area segregated and separately locked from general 571 

property and evidence.  572 
 573 

o Special considerations must be made for the preservation, packaging and submission 574 

of the following: 575 
 Money 576 

 Money in the form of U.S. or foreign currency shall be handled as follows: 577 

 All monies including US Currency, Foreign Currency, and suspected 578 

counterfeit currency either recovered or otherwise in the custody of the 579 
Sheriff’s office will be submitted to property and evidence for storage. 580 

 The recovering deputy, prior to submission, will separate all currency by 581 
denomination and will provide a total face value of the secured funds.  582 

 This value will be included on the exterior of the sealed container that is 583 

provided to property and Evidence. 584 
 585 
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 Prior to accepting funds into property and evidence and placing the currency 586 
into the safe, the evidence custodian will recount the funds verifying the face 587 
value of the currency.  588 

 This recount will be in the presence of a second Sheriff’s Office employee.  589 

 All employees having counted the monies including the collecting deputy, the 590 
Property and Evidence custodian and the Witness will provide their initials on 591 
the exterior packaging of the collected currency indicating the total face value 592 
of the currency at the time the count was made.     593 

 594 

 Weapons 595 
 Weapons shall be handled as follows: 596 

 No deputy shall, under any circumstances, personally retain custody of 597 

any found or confiscated weapon. 598 
 Deputies bringing weapons into custody shall inspect them to ensure their 599 

safe storage. 600 

 All firearms shall be unloaded before storage.   601 
 Packages containing firearms shall be unmistakably marked as being 602 

unloaded.   603 
 If a Deputy/Investigator is unable to make the firearm safe they shall do 604 

the following: 605 

 Consult a supervisor for assistance, or 606 
 Consult with an Agency Armorer. 607 

 608 
 If still unable to render the weapon safe, place the weapon in a secure 609 

temporary storage location with a notice in a prominent location that 610 

the firearm contained in the storage location has not been made safe. 611 

 Immediately notify either in person, or via telephone if after hours, 612 
the Property and Evidence Custodian that the temporary storage 613 

location contains a firearm that has not been made safe. 614 
 615 

 The recovering deputy or investigator shall check all confiscated or found 616 

weapons against NCIC/VCIN files. 617 
 Conduct a eTrace in accordance with 52-25.1 of the Code of Virginia. 618 

 The eTrace report shall be documented in the form of a supplemental report 619 
and attached to the report in the RMS. 620 

 Complete a Request for Laboratory Analysis (RFLE) for NIBN entry. 621 
 Following all criminal proceedings, legally possessed weapons not ordered 622 

confiscated by the court will be returned to the owner or their agent. 623 
 Proof of ownership shall be required prior to the release of any a firearm and 624 

will be required to sign a receipt for the property.   625 

 Proof of proper licensing shall be required prior to the release of any fully 626 
automatic firearm.  Only a person properly licensed to possess a fully 627 
automatic weapon may receive such weapons. 628 

 In the event the person picking up the firearm is not the person who the 629 
firearm was received from or the known owner, a written notarized letter 630 

http://law.lis.virginia.gov/vacode/title52/chapter1/section52-25.1/
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authorizing release of the firearm to the specific individual, from the firearm’s 631 
owner must be presented by the person picking up the firearm. 632 

 In all cases, prior to the release of any firearm to a citizen, a criminal history 633 
shall be checked on the person wishing to pick up the firearm to ensure they 634 

are not subject to a protective order or otherwise prohibited from possessing 635 
or transporting a firearm.  636 

 Disposal of contraband weapons and those ordered confiscated by the court 637 
will be in accordance with court orders and Sections §19.2-386.29 and 59.1-638 
148.4 of the Code of Virginia. 639 

 640 
 Marijuana, drugs and narcotics  641 

 Marijuana, drugs and other narcotics shall be handled as follows: 642 

 Marijuana evidence (and rarely other drug evidence) shall receive special 643 
treatment in cases in which the defendant is granted “first offender” status. 644 

 No finding of guilt is made when a defendant is granted first offender 645 

status in General District Court.   646 
 A review date is set for one year later, at which time the defendant is 647 

required to report back to the Court.  In many instances, there is no report 648 
of violations of the first offender program until the review date, and the 649 
defendant rarely appears on that date as required. 650 

 In that event, the Court issues a capias for the defendant’s arrest.   Only 651 
after the defendant is brought back before the court is a guilty finding 652 

made, and the 10-day period during which the defendant may note an 653 
appeal to Circuit Court started. 654 

 If the defendant does note an appeal, he is entitled to a trial de novo (i.e., a 655 
new trial) on the issue of guilt of the possession charge (NOT on the issue 656 

of his violation of the first offender status).   657 
 If this occurs, a requirement exists to prove every element of the 658 

possession charge, and may (although rarely do) need to produce the 659 

actual suspected marijuana.  660 
 Marijuana or other drug evidence shall not be destroyed without first 661 

checking with the commonwealth attorney’s office to ensure that any 662 
appeal period which may exist and require production of that evidence has 663 

been exhausted.  (See GO 2-16, Drug Enforcement.) 664 
 Property seized in connection with the illegal manufacture, sale or 665 

distribution of controlled substances will be handled in accordance with 666 
Section 19.2-58, Code of Virginia and GO 2-36. 667 

 Controlled substances and marijuana that are no longer of any evidentiary 668 
value will be disposed of in accordance with Section 19.2-58, Code of 669 
Virginia. 670 

 Large seizures in excess of 10 pounds of controlled substances or 671 
marijuana will be disposed of in accordance with Section 19.2-58, Code of 672 
Virginia. 673 

 674 
 Alcohol 675 

 Alcohol will be handled as follows: 676 

http://law.lis.virginia.gov/vacode/title19.2/chapter22.2/section19.2-386.29/
http://law.lis.virginia.gov/vacode/title59.1/chapter11.1/section59.1-148.4/
http://law.lis.virginia.gov/vacode/title59.1/chapter11.1/section59.1-148.4/
https://powerdms.com/client/DocumentViewer.aspx?DocumentID=62422&q=GO%25202-16
http://law.lis.virginia.gov/vacode/title19.2/chapter5/section19.2-58/
https://powerdms.com/client/DocumentViewer.aspx?DocumentID=62870&q=GO%25202-36
http://law.lis.virginia.gov/vacode/title19.2/chapter5/section19.2-58/
http://law.lis.virginia.gov/vacode/title19.2/chapter5/section19.2-58/
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 All containers of alcoholic beverages shall be sealed or contained to avoid 677 
any chance of leakage. 678 

 Not all alcoholic beverages are considered contraband.  Alcoholic 679 
beverages should only be seized when they are deemed contraband and 680 

needed as evidence in a criminal prosecution.   681 
 The only alcoholic beverages that are considered contraband are those 682 

alcoholic beverages seized from underage persons whose possession in 683 
itself is illegal (See Code of Virginia 4.1-304 to 4.1-306) except those 684 
cases where an adult has been interdicted by the courts.  In these cases, it 685 

is illegal for someone to possess or consume alcohol.  (See section 4.1-686 
354, 4.1-322 and 4.1-333 Code of Virginia). 687 

 Contraband alcoholic beverages shall be destroyed upon conclusion of 688 

legal proceedings and will be disposed of in accordance with Code of 689 
Virginia. 690 

 Alcoholic beverages seized or recovered which are not contraband and are 691 

no longer needed as or evidence shall be returned to the owner or disposed 692 
of. 693 

 Gambling contraband 694 
 Property and evidence seized in illegal gambling operations will be handled as 695 

follows: 696 

 Property and evidence seized incident to an arrest for violation of Section 697 
18.2-327-18.2-331, Code of Virginia shall be forfeited to the 698 

Commonwealth by order of the court having last jurisdiction. 699 
 Monies seized will be disposed of according to a court order. 700 

 701 
 Oversized evidence 702 

 Evidence such as vehicles, bicycles, ATV’s or any evidence too large to be 703 
secured in temporary storage and unaffected by environmental conditions will 704 
be handled as follows: 705 

 Secure in Sheriff’s Office Impound Lot located currently at 201 706 
Operations Drive. 707 

 All property place in the impound lot shall be submitted to property and 708 
evidence via an electronic property voucher. 709 

 A copy of any applicable tow bills will be forwarded to the Property and 710 
Evidence Custodian or his/her designee. 711 

 Proof of payment of any tow bill or fees shall be provided to the Property 712 
and Evidence Custodian or his/her designee prior to the release of any 713 

property in the impound lot. 714 
 715 

 Hazardous materials 716 

 The following are considered hazardous materials and shall be reported 717 
immediately to the Property and Evidence Custodian prior to placing in 718 
temporary evidence storage: 719 
 Flammable Liquids to include but not limited to: 720 

 Paint 721 
 Paint thinners 722 

https://law.lis.virginia.gov/vacode/title4.1/chapter3/section4.1-354/
https://law.lis.virginia.gov/vacode/title4.1/chapter3/section4.1-354/
https://law.lis.virginia.gov/vacode/title4.1/chapter3/section4.1-333/
http://law.lis.virginia.gov/vacode/title18.2/chapter8/section18.2-327/
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 Gasoline 723 
 Lighter fluids 724 
 Propane 725 

 726 

 Caustic materials to include but not limited to: 727 
 Acids 728 
 Bleach 729 
 Bottle bombs 730 

 731 

 Arson evidence 732 
 Incendiary devices 733 
 Explosive devices 734 

 Pressurized containers 735 
 Components used in the manufacturing of Methamphetamines 736 
 Any containers used to store any of the above. 737 

 738 
 Wet evidence 739 

 Wet evidence shall be handled as follows: 740 
 Under no circumstances shall wet evidence be packaged and submitted to 741 

property and evidence. 742 

 Prior to submission to property and evidence the items will be thoroughly 743 
dried. 744 

 Deputies/Investigators may contact the Property and Evidence Custodian 745 
for assistance and guidance if needed. 746 

 747 

 Disposal of evidence  748 
o Personal property or items of a non-evidentiary nature in the Sheriff’s Office custody 749 

and control shall be handled in accordance with GO 2-17, Disposal of Non-750 
Evidentiary property. 751 

 The deputy who recovered the property or the Property and Evidence Custodian, 752 
once evidentiary property is deem non-evidentiary shall make all reasonable 753 

efforts to contact the owner of the property and advise that they may retrieve the 754 
property.  755 
 756 

o Personal property or items of an evidentiary nature, coming into the possession of the 757 
York-Poquoson Sheriff's Office may be disposed of only after approval by 758 
investigating deputy/investigator in consultation with the Commonwealth's Attorney, 759 

order by the applicable court or otherwise in accordance with the Code of Virginia. 760 

o Following trial or other legal proceeding, the deputy whose case involves the 761 
contraband shall notify the Property and Evidence custodian that the items are no 762 
longer needed as evidence through the use of the electronic Evidence Disposition 763 
Status form found in the RMS. 764 

o The Property and Evidence custodian will apply for a destruction order for firearms in 765 

cases where the firearm cannot be returned to the owner or their agent and/or 766 
narcotics.  767 
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o Upon receiving the order, the Property and Evidence custodian shall conduct, or 768 
cause to be conducted the destruction, taking care to obtain a witness and document 769 
the destruction on the court destruction order form.   770 

o The evidence custodian conducting the destruction shall so notify the ordering court 771 

and provide appropriate documentation. 772 
o Deputy Sheriff’s shall document in a report any evidence that is not contraband.  773 

Evidence that has not been presented in court shall be disposed of in accordance with 774 
the Code of Virginia. 775 

o Employees shall not temporarily or permanently convert any Sheriff’s Office property 776 

or evidence to their own personal use or the use of any other person. 777 
o If any citizen refuses to accept returned property that was used as evidence or 778 

otherwise acquired by the Sheriff’s Office, the property shall be destroyed or 779 

auctioned, if appropriate, under supervision of the Sheriff. 780 
o Unclaimed property in the custody of the Sheriff’s Office that is no longer needed as 781 

evidence for criminal proceedings; that has no identifiable owner or is abandoned by 782 

its owner; and, that is of working value to the Sheriff’s Office may be converted to 783 
departmental use.  784 

o A letter specifically describing the property being requested and its use within the 785 
department shall be submitted, in conjunction with a signed Evidence Disposition 786 
Status form, by the requestor to the Sheriff or his designee for review and approval 787 

signature.  788 
o Upon approval the property shall be removed from Property & Evidence inventory, 789 

signed over to the Sheriff’s Office in RMS, and turned over to either the appropriate 790 
Division commander or the equipment officer for issue.  791 

o Documentation supporting the transfer of any property from Property & Evidence to 792 
the Sheriff’s Office will be attached to the original incident report in RMS. 793 

o Property that is deemed no longer needed by the Sheriff’s Office or that becomes 794 
unserviceable shall be disposed of in accordance with the Code of Virginia. 795 

o Disputes between two or more parties, claiming ownership of any property held by 796 

the Sheriff’s Office Property and Evidence Custodian, which is eligible for release, 797 
will require a Court determination as to the property ownership.  This is typically 798 

accomplished through one of the partied filing an Interpleader with the appropriate 799 
court. 800 

 801 
 Found property   802 

 Found property is property that is recovered but not evidentiary in value. 803 
 Deputy Sheriffs who encounter found property shall treat it as evidence, 804 

Deputy Sheriffs shall document the circumstances of recovery and list the 805 
items as recovered in an incident report. 806 

 Found property shall be submitted to the Property and Evidence custodian or 807 

his/her designee using the same requirements as the submission of evidentiary 808 
property. 809 

 Deputies shall indicate on in the incident report and notes section of the 810 
electronic voucher if the property is eligible for return to the owner or is to be 811 
destroyed.  812 
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 Deputies shall make a reasonable effort to ascertain the owner of the property 813 
and return it.  Upon releasing property, or obtaining property from a citizen 814 
who finds it, deputies shall complete an evidence/property custody document. 815 
See GO 2-17 , Disposal of Non-Evidentiary Evidence, for further guidance. 816 

 817 
 Safekeeping of property 818 

 Under some circumstances the need may arise for the Sheriff’s Office to 819 
temporarily hold property for safekeeping. 820 

 Prior to accepting property for safekeeping the deputy/investigator must 821 

exhaust all other avenues for the item(s) safekeeping which may include: 822 
 Turning property over to a relative, friend or other responsible party. 823 

 824 

 Property submitted for “Safekeeping” shall be submitted to the Property and 825 
Evidence Custodian using the same procedures as submitting items of 826 
evidence. 827 

 Property accepted for “Safekeeping” will be for short interims and will be 828 
reviewed for return at a minimum quarterly. 829 

 830 

 Property/evidence custodian 831 
o The Property and Evidence custodian shall have administrative control over all found, 832 

recovered or confiscated property that enters the evidence storage room.  833 
o  The Property and Evidence Custodian shall take necessary steps to ensure:  834 

 All stored confiscated or found property has been documented appropriately. 835 
 The evidence storage room is clean, orderly, and secure, and shall take necessary 836 

steps to ensure that all found/confiscated property is protected from damage, 837 
deterioration, or theft. 838 

 Restrict access to the evidence storage room to only authorized persons.  Access 839 
by other persons is prohibited.   840 

 Maintain a log of all persons who enter the evidence storage room. 841 

 The evidence storage room’s remains locked when unoccupied by Property and 842 
Evidence personnel. 843 

 Alarms are activated at the end of each business day or if Property and Evidence 844 
personnel will be out of the immediate area for an extended period of time.  845 

 The Property and Evidence custodian shall take extra security measures for the 846 

handling of drugs, money, firearms, jewelry or precious metals.  847 
 A safe will be maintained within the evidence storage room for money. 848 
 Drugs, firearms, jewelry and precious metals shall be segregated within the 849 

evidence storage room and will be stored under the added security of a secondary 850 

locking system.  851 
 The safe combination will be held by another individual designated by the Sheriff, 852 

separate from the Property and Evidence custodian or other Property and 853 
Evidence personnel, to secure exceptional, valuable, or sensitive items in the safe. 854 

 The individual with the safe combination will never have key or alarm access 855 

code to enter the evidence room by themselves, where the safe is kept.  856 

https://powerdms.com/client/DocumentViewer.aspx?DocumentID=62423&q=GO%25202-17%2520
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 Except in the case of drug asset seizures, see GO 2-36 Asset Forfeiture, the 857 
Property and Evidence custodian shall count the currency either manually or 858 
through the use of a currency counting machine.    859 

 Another Sheriff’s Office employee will verify the currency count.  If a currency 860 

counting machine is utilized, will witness the machine total.  861 
 The Property and Evidence custodian shall place the currency in an envelope, seal 862 

it, and both the custodian and the witness shall sign the envelope and date it. 863 
 Maintain records on all property entering the property room and document the 864 

chain of custody status.   865 

 Maintain a master inventory of all found or confiscated property in the custody of 866 
the Sheriff’s Office, whether stored in the property and evidence storage rooms or 867 
elsewhere.  868 

 Release property only to authorized persons and may require identification and/or 869 
proof of ownership or the legal necessity to take property.  This shall be 870 
accomplished for both temporary and final release.  871 

 Property in agency custody that may be lawfully released to the owner.  872 
 The recovering deputy/investigator or Property and Evidence custodian shall 873 

make a reasonable effort to identify and notify the owner or custodian by 874 
either, personal contact, telephone or letter that the Sheriff’s Office is holding 875 
their property and instructions how to make arrangements to retrieve the 876 

property. 877 
 Attempts to contact owners of property in possession of the Sheriff’s Office 878 

will be documented in the incident report in the RMS. 879 
 Property still in the custody of the Sheriff’s Office, after 60 days from date of 880 

notification, will be considered abandoned by its owners and will be disposed 881 
of in accordance with Sheriff’s Office policy and the Code of Virginia. 882 

 883 
 Regularly check the files for property and evidence that is unclaimed or of no 884 

further evidentiary value, and obtain from the Commonwealth Attorney, in cases 885 

of evidentiary property, authorization for release or disposal or obtain from the 886 
Deputy/Investigator a signed Evidence Disposition Form for disposal.  Deputies 887 

or the Property and Evidence custodian shall then make arrangements for 888 
returning property to the owner or disposal of the property. 889 

 Ensure that final disposition of found, recovered, and evidentiary property is 890 
accomplished within six months after legal requirements have been satisfied 891 
unless title to the evidence or property has been awarded to the Sheriff’s Office by 892 
court order.  The Property and Evidence custodian shall report any exceptions to 893 

the Sheriff. 894 
 Obtain written authorization from the Commonwealth’s Attorney for the release 895 

of any evidence on a case pending trial or appeal.   896 

 897 

 Inspections and reports 898 
o The following property and evidence inspections and reports will be conducted: 899 

 Quarterly (Calendar Year) 900 
 The Property and Evidence custodian or his designee shall conduct an 901 

inspection of adherence to property control procedures. 902 

https://powerdms.com/docs/62870
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 903 
 Semi Annually 904 

 Unannounced inspection of property and storage areas as directed by the 905 
Sheriff or his designee. 906 

 907 
 Annually 908 

 Audit of property/evidence held by the Sheriff’s Office shall be conducted by 909 
an employee not routinely or directly connected with property control.  The 910 
Property and Evidence custodian shall assist in the facilitation of the 911 

inspection. 912 

 913 
 Whenever the primary Property and Evidence custodian is assigned or transferred 914 

from the property and evidence control function.  915 
 An inventory of property, to insure that records are correct and properly 916 

annotated, shall be conducted jointly by the newly designated Property and 917 

Evidence custodian and a designee of the Sheriff. 918 
 919 

 Agency records 920 
o The Property and Evidence custodian will as part of his/her duties: 921 

 Be responsible for the secure storage of paper hard copy documentation, no 922 
longer is needed for immediate access, for the Sheriff’s Office.  Documents will 923 
include but not be limited to paper files related to: 924 

 Accreditation 925 
 Training 926 

 Budgets 927 
 Payroll 928 

 Grants 929 
 Personnel 930 
 Incident report case files 931 

 Etc. 932 
 933 

 Sheriff’s Office personnel in charge of the aforementioned who need to store the 934 
documents will be responsible for preparing the files for storage.  This may 935 
include: 936 

 Boxing of records 937 
 Indexing of boxes 938 
 Preparing an inventory of contents. 939 

 Purging or destruction of any documents stored with the Property and 940 

Evidence custodian will be a collaborative effort between the Property and 941 
Evidence custodian, The Administrative Services Division Commander and 942 
the personnel for which the records are stored. 943 

 Destruction of any records will be in accordance with Section 42.1-76, the 944 
Virginia Public Records Act and the Library of Virginia Retention Schedules. 945 

https://law.lis.virginia.gov/vacode/title42.1/chapter7/section42.1-76/

