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I. Purpose 
a. To ensure the security and safekeeping of all evidence and property that comes 

into the possession of the Shelburne Police Department. 
 

II. Policy 
a. It is the policy of the Shelburne Police Department to ensure that all evidence 

and property that comes into custody of the Shelburne Police Department is 
secured and stored in a manner that will protect the item(s), allow the item(s) to 
be readily retrieved, and to properly document any changes in custody/status. 

III. Procedure: 

a. The Shelburne Police Department will have a permanent evidence room, a 
critical evidence room, temporary evidence holding area, and non-evidentiary 
property holding area. 

b. The department head shall designate the location of the temporary evidence 
holding area, the permanent evidence room, the critical evidence room, and the 
personal property holding area, within the Shelburne Police Department. 

c. The department head will also designate a burn site for the destruction of 
marijuana and marijuana plants seized during cultivation cases. 

d. The temporary evidence holding area shall contain a refrigerator to hold 
evidence items that are perishable in nature. The refrigerator must be capable of 
being secured. 
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e. The Shelburne Police Department shall maintain a critical evidence room. Critical 
evidence items such as firearms, jewelry, currency, and narcotics are to be 
secured in the critical evidence room while being stored as evidence or property. 

f. Access to the critical evidence room will be limited to the evidence technicians, 
who will be assigned by the Chief of Police. 

g. All evidence should be collected utilizing best practice as outlined by the 
Vermont Forensics Lab. Please refer to the following link 
https://vfl.vermont.gov/sites/pslab/files/documents/EVIDENCE%20Packaging%2
0Power%20Point%20201109%20pdf.pdf   

IV. Responsibility for Evidence/Property Holding Areas 

a. The evidence technicians will be responsible for the security and condition of the 
temporary evidence holding area. Access to the temporary evidence holding 
area will be limited to sworn members of the Shelburne Police Department 
(“Member”). The temporary evidence holding area will consist of lockers to 
securely store evidence until it is transferred to the permanent evidence room, 
critical evidence room, or sent to the Vermont Forensics Laboratory for analysis.  
The lockers will include a designated temporary critical evidence storage locker, 
which will be secured with a secondary lock.  The temporary critical evidence 
storage locker will only be accessible by both evidence technicians together. 

b. Once evidence is placed in a secure locker within the temporary evidence 
holding area, the evidence item will only be accessible to the evidence 
technicians. In their absence, the department head may coordinate as necessary 
due to exigent circumstances. 

c. The evidence technicians will be responsible for the security and condition of the 
permanent evidence room. Access to the permanent evidence room will be 
limited to the evidence technicians.  In their absence, the department head may 
coordinate as necessary due to exigent circumstances. 

d. The evidence technicians are responsible for the daily operation of the 
permanent evidence room. This includes properly securing and keeping an up-
to-date inventory of all property that is in the permanent evidence room and 
ensuring that property is properly secured and safeguarded. The evidence 
technicians will monitor evidence submissions and arrange for evidence 
transfers in a timely manner. 

e. The Department head, working with the evidence technicians, will be 
responsible for developing a standardized process of transferring evidence that 
has been stored in the temporary evidence holding facility to the permanent 
evidence room, critical evidence room, or to the Vermont Forensics Laboratory. 

https://vfl.vermont.gov/sites/pslab/files/documents/EVIDENCE%20Packaging%20Power%20Point%20201109%20pdf.pdf
https://vfl.vermont.gov/sites/pslab/files/documents/EVIDENCE%20Packaging%20Power%20Point%20201109%20pdf.pdf
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f. Once an item has been placed in the permanent evidence room, or critical 
evidence room, only the evidence technicians will have the authority to enter or 
remove that evidence item. 

g. The Department head will be responsible for providing a scale for determining 
the weight of drug evidence.  

 

V. Evidence/Property Identification and Property Receipt Forms 

a. All items that are received or taken into the custody of the Shelburne Police 
Department will be properly documented using a CAD/RMS incident number and 
case narrative describing the circumstances of how/why the property was taken 
into custody and the ultimate disposition of the item(s).  

b. All evidence being submitted to the temporary evidence holding area, or any 
other property holding area, must be properly identified, packaged, and 
accompanied by an evidence/property receipt. 

i. Evidence items shall be accompanied by a PMI evidence/property 
receipt. The evidence/property receipt shall contain the case number, 
name of investigating Member, location the item was collected, date and 
time the item was collected, and any other pertinent details. 

ii. The PMI evidence program will be used to document the chain of 
custody, indicating the current location of the item(s), as well as any 
movement or change in status of the individual item(s). 

iii. Evidence containers, evidence tags, and all other items for evidence 
storage are available at the Shelburne Police Department. The evidence 
technicians, or designee, will be responsible for ensuring that the 
evidence control materials are readily available and that they are 
replenished as needed. 

iv. The Request for Laboratory Examination/Property Receipt, Form DPS 
305, will be printed out by the submitting officer for the items that are 
being submitted to the Vermont Forensics Laboratory (VFL). FormDPS 
305 will be attached to the item(s) that are being transferred to the VFL 
for analysis. 

v. The distribution for Form DPS 305 will be: 

1. Original will accompany the evidence to the VFL and will be 
retained by the VFL. 

2. The lab personnel taking custody of the evidence will sign the 

https://powerdms.com/link/VSP/document/?id=528716
https://powerdms.com/link/VSP/document/?id=528716
https://powerdms.com/link/VSP/document/?id=528716
https://powerdms.com/link/VSP/document/?id=528716
https://powerdms.com/link/VSP/document/?id=528716
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Form DPS 305 for chain of custody purposes and provide the 
Member with a photocopy to be filed with the respective 
department case file. The original will be retained by the VFL. 

3. If a Member delivers evidence to the VFL after hours, the original 
Form DPS 305 will be left in the secure temporary evidence intake 
locker with the evidence. When lab personnel remove the 
evidence from the temporary evidence intake locker, they will 
sign the Form DPS 305 for chain of custody purposes and e-mail a 
copy to the case officer to be filed with the respective department 
case file. 

c. Items seized as the result of a criminal investigation will only be collected when 
the item is needed for further investigation/analysis, safekeeping, or for court 
purposes. 

d. All evidence suitable for storage in an evidence room will be stored there until 
transfer to the forensics laboratory or until other disposition is made. 

e. Drugs, except marijuana weighing one ounce or less, hashish weighing five grams 
or less, and drug paraphernalia, will not be stored in the temporary evidence 
holding area or critical evidence room for more than five calendar days. Drugs, 
including marijuana weighing more than one ounce, and hashish weighing more 
than five grams, will be sent to the Vermont Forensics Laboratory for 
examination. Non-evidentiary drugs (ie. Drugs taken for safekeeping, turned in at 
a station, etc.) are to be destroyed through coordination with the evidence 
technicians. 

f. All drug evidence will be weighed by the investigating officer, utilizing the 
department’s scale. The weight, including packaging, will be noted in the 
investigative report and on the laboratory analysis form. 

g. All drug evidence will be field tested whenever practical, to determine what type 
of drug has been seized. Drug testing will be conducted by the investigating 
officer and witnessed by a second officer when practical. The process and results 
of the field test will be documented on Form DPS 305, PMI, and in the 
investigative narrative of the case.  When practical, Members will wear 
appropriate PPE when field testing drug evidence.  Examples of appropriate PPE 
may include; protective gloves, eye protection, and protective masks. 

 
VI. Temporary Evidence Holding Area 

a. Evidence secured temporarily shall be placed in the designated secure lockers 
within the temporary evidence holding area along with the appropriate 

https://powerdms.com/link/VSP/document/?id=528716
https://powerdms.com/link/VSP/document/?id=528716
https://powerdms.com/link/VSP/document/?id=528716
https://powerdms.com/link/VSP/document/?id=528716
https://powerdms.com/link/VSP/document/?id=528716
https://powerdms.com/link/VSP/document/?id=528716
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documentation (entered into PMI, accompanied by a PMI evidence/property 
receipt, Form DPS 305 attached if going to the VFL). 

b. All evidence submitted to the temporary evidence holding area must be logged 
into the PMI program and accompanied by a PMI evidence/property receipt. 

c. Once the evidence is secured in this manner, it may be accessed only by the 
evidence technicians. In their absence, the department head may coordinate 
access as necessary due to exigent circumstances. 

d. Evidence stored in the temporary evidence holding area shall be transferred in a 
timely manner to the permanent evidence room or to the VFL for laboratory 
analysis. 

e. Cultivated marijuana that is pending destruction may be stored temporarily in 
the department’s designated area. This is not an evidence storage area; this area 
is only for temporary storage/drying of cultivated marijuana that is to be 
destroyed, until the materials can be destroyed at the designated burn area. 
Cultivated marijuana destruction will be conducted by the case officer through 
coordination with an evidence technician. The destruction will be documented in 
PMI and in the case narrative. 

VII. Permanent Evidence 

a. All evidence submitted into the permanent evidence room must be entered into 
PMI. Permanent evidence must be identified by an evidence/property sticker 
with a barcode. The evidence/property sticker shall contain the case number, 
name of investigating Member, location the item was collected, date the item 
was collected and any other pertinent details indicated on the exterior of the 
container. Once the evidence is secured, it may only be accessed by the evidence 
technicians.  In their absence, the Department head may coordinate as necessary 
due to exigent circumstances. 

b. It is the responsibility of the evidence technicians to ensure items, no longer 
needed as evidence, are disposed of in a timely manner.  This should be done 
after receiving notice from the prosecuting authority that the items are no 
longer needed as evidence. 

VIII. Laboratory Evidence 

a. Evidence to be analyzed by the Vermont Forensics Laboratory (VFL) should be 
hand-delivered or mailed to the laboratory as soon as is practical. 

b. All evidence being submitted to the VFL must be accompanied by a PMI property 
receipt or an evidence/property sticker with a barcode. The property receipt, or 
evidence/property sticker, shall contain the case number, name of investigating 

https://powerdms.com/link/VSP/document/?id=528716
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officer, location the items was collected, date the item was collected, and any 
other pertinent details.  The laboratory evidence must be accompanied by a 
Form DPS 305. 

c. Laboratory evidence that is not immediately transferred to the VFL must be 
securely stored until transfer occurs. Laboratory evidence will be stored in the 
department’s temporary evidence holding area or permanent evidence room 
until it is transferred. Laboratory evidence that is secured pending transfer to the 
VFL will be secured as soon as practical, but before the end of the submitting 
Member’s shift. 

d. The case officer is responsible for ensuring that laboratory evidence stored in the 
temporary holding facility has been delivered to the VFL in a timely manner.  It is 
the case officer’s responsibility to coordinate with the evidence technicians for 
the delivery of evidence to the VFL. 

IX. Evidence Audits/Inspections 

a. In order to maintain evidentiary integrity over agency-controlled property and 
evidence the following documented inspections and audits shall be completed at 
each station: 

i. Semi-annual inspection: Conducted to determine adherence to 
procedures used for the control of property by the evidence technicians. 
The semi-annual inspection will be conducted by the evidence 
technicians. 

ii. Change of evidence technician: An audit of the evidence room will be 
conducted when there is a change in assignment and a new evidence 
technician is assigned. The audit will be conducted jointly by the newly 
designated evidence technician and the Department head. This audit will 
ensure that records are correct and properly annotated. 

iii. Annual audit: An audit of the property and evidence held at the 
Shelburne Police Department. This audit will be conducted by the 
department head or designee. The Member carrying out this audit must 
be a supervisor NOT directly connected with control of the department’s 
stored property or evidence. 

iv. Unannounced Inspections: Unannounced inspections of property and 
evidence storage areas will be conducted annually. These inspections will 
be conducted by the Department head or designee. 

b. Each Evidence Room Audit/Inspection will be documented using the Shelburne 
Police Department Evidence Audit/Inspection Form. The completed 

https://powerdms.com/link/VSP/document/?id=528716
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Inspection/Audit Form will be kept by the Department head for review and filing. 

X. Perishable Evidence 

a. Evidence in need of refrigeration will be secured in the department’s temporary 
evidence refrigerator. The temporary evidence refrigerator shall be located in 
the station’s temporary evidence holding area. Once the evidence is put into the 
refrigerator the refrigerator will be locked. The key to the evidence refrigerator 
will be secured by the evidence technicians. The refrigerator will remain 
unlocked unless there is evidence stored inside. 

b. Once the evidence is secured in this manner it may only be accessed by the 
evidence technicians. In their absence, the Department head may coordinate 
access, as necessary, due to exigent circumstances. 

c. Perishable evidence will be the only evidence stored in evidence refrigerator.  

d. The case officer will be responsible for coordinating with the evidence 
technicians to ensure perishable items are transferred to the VFL in a timely 
manner. 

XI. Critical Evidence or Property 

a. Extra security will be provided for critical items of evidence or property. For 
example, in the case of firearms, options include securing them with cabling, on 
a rack, or in the critical evidence room. When appropriate, all other critical 
evidence items, not specifically addressed under this policy, will be secured in 
the critical evidence room as an added measure of security. 

b. All cash/currency and jewelry, that is evidence or found property, will be 
counted and witnessed by two officers and sealed in a tamper-proof evidence 
envelope. Both officers will be required to sign the sealed evidence envelope. 

c. All cash/currency, that is evidence or found property, shall be entered into PMI. 
All cash/currency, that is evidence or found property, shall be secured in the 
temporary critical evidence locker accompanied by a PMI evidence/property 
receipt and a Shelburne Police Department Cash/Currency Inventory Form.   

d. All cash/currency will be stored, long term, in the Shelburne Police Department 
critical evidence room regardless of value.  

e. When possible after collection, all critical evidence or property should be 
photographed. The photographs should be uploaded to the Shelburne Police 
Department RMS.  

XII. Large/Oversized Evidence Items 
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a. Larger items such as bicycles and vehicles may be secured in a designated 
holding area. These items may be kept in the secured sallyport area of the 
department. 

b. All oversized evidence items will be processed for any potential evidence as soon 
as is practical. 

c. Vehicles will be secured with evidence tape on all doors, trunk and hood areas, 
to ensure the integrity of the evidence. 

XIII. Court/Trial Evidence 

a. All evidence needed for a court proceeding must be requested in advance by the 
case officer. The case officer will make arrangements with the evidence 
technician to obtain any evidence needed for court or for physical examination. 

b. All evidence released for this purpose will be properly documented in PMI. The 
return of the evidence will also be properly documented in PMI. 

XIV. Drug Evidence 

a. Drug evidence submitted to the Vermont Forensic Laboratory (VFL) will be 
stored in the critical evidence room after examination until it is eligible for final 
disposition. 

b. Copies of all laboratory correspondence will be filed in the respective case file. 

c. Civil marijuana and/or hashish case evidence will be held for a period of 30 days 
in order for analysis to be conducted, if requested by the defendant. After the 
thirty-day holding period, the evidence shall be destroyed in accordance with 
evidence disposal provisions of this policy. 

XV. Non-Evidentiary Property 

a. All non-evidentiary property shall be entered into and tracked using the 
Department’s RMS/CAD system.  All non-evidentiary property shall be 
accompanied by a completed property receipt. 

b. Storage and Security of Non-Evidentiary Property 

i. Non-Evidentiary property shall be stored in a designated location. 

ii. High Risk/High Value non-evidentiary property shall be stored in 
accordance with the critical evidence provisions of this policy. 

XVI. Prisoner Property 
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a. When subjects are taken into custody by the Shelburne Police Department and 
lodged at a correctional facility, the Shelburne Police Department will store the 
prisoner’s property on a temporary basis. Perishable property without any 
evidentiary value, including food items, beverages, cigarettes, or any other items 
that may attract vermin or pests will not be held, and must be destroyed or 
returned to a designee of the subject within 24 hours of being taken into 
custody. 

b. All prisoner property will be inventoried and placed in a container accompanied 
by an evidence/property receipt. The property will be entered into the 
department’s RMS/CAD system as an item held for safekeeping. 

c. Prisoners will be notified, in writing, that they must pick up their property or to 
make arrangements for another individual to claim the property within a 30-day 
period from the date of notice. 

d. A signed property receipt shall be completed for all prisoner property at the time 
the property is taken, with a copy provided to the property owner. The form 
shall also be signed by the person retrieving the property at the time the 
property is released to them. 

XVII. Abandoned Property / Other Property Held for Safekeeping 

a. As soon as property held for safekeeping during the ordinary course of business 
becomes available for the apparent owner to reclaim it, a Member shall make 
reasonable efforts to contact the property’s apparent owner and to notify them 
that the property is available for return. Notification shall be made in writing, or 
by other method that creates a contemporaneous record (e.g., email, recorded 
conversation, etc.). Members must properly document all attempts to contact 
the apparent owner. In the event that the owner is unknown, Members will 
follow the procedure set out in Section XVIII (Lost and Found Property) below. 

b. Property will be deemed unclaimed and presumed abandoned if, for a 90-day 
period after the property is made available for return, the apparent owner does 
not communicate with the Shelburne Police Department concerning the 
property. 

c. If the property in question is a financial instrument or contents of a safe deposit 
box, Members shall consult with the Office of the State Treasurer regarding 
disposition of the property. 

d. The Shelburne Police Department shall hold all property governed by this 
procedure until it is either claimed by the apparent owner; or disposed of in 
accordance with section Lost/Found Property. 
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e. This section does not apply to firearms, which shall be disposed of according to 
section 20.3 (D) of this policy. 

XVIII. Lost/Found Property 

a. The Shelburne Police Department does not take personal property or lost and 
found property unless it has immediate evidentiary value to a crime or is 
traceable by identifying marks. 

b. If property is taken under the above circumstances, the following will apply: 

i. All lost/found property will be documented with a CAD/RMS case 
number. If the value of the property is $3.00 or more, a notice describing 
the property and the time and place of finding shall be posted within six 
(6) days in two public places in the town in which the property was found 
(27 V.S.A. § 1101). If the value of the property is $10.00 or more, the 
notice shall be published for three weeks successively in some newspaper 
circulating in the town in which the property was found (27 V.S.A. § 
1103). If the property remains unclaimed after 20 days, the notice shall 
be recorded in the town clerk’s office of the town in which the property 
was found (27 V.S.A. § 1104). 

ii. Lost/found property will be stored in the department’s non-evidentiary 
property holding area until the owner can be identified or for 90 days 
after the posting of the first of the above-mentioned notices. After 90 
days, the property may be disposed of. 

iii. The lost/found property must be properly identified by attachment of a 
completed department property receipt. 

iv. Every effort will be made to identify and locate the owner of any 
lost/found property that is discovered by a Member or turned in by a 
citizen. If the owner is located, they must be contacted and notified that 
the property is available for return. 

v. All efforts to identify and return lost/found property must be 
documented in the case narrative for the appropriate incident number. 

XIX. Return/Release of Property and Evidence 

a. Evidence or property that is in the possession of this Department and kept as 
evidence or for safekeeping may be removed from evidence or from safekeeping 
if: 

i. The case has been closed through court action and the appeal process 
has been completed. 
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ii. The case is unresolved and the statute of limitations has expired. 

iii. Pursuant to non-evidentiary property procedures. 

iv. The owner of the property requests its return and the property 
requested has no further evidentiary value and is not contraband or 
illegal to possess. 

b. All property or evidence released by the Shelburne Police Department will be 
released only after the individual claiming the property or evidence has properly 
identified themself. (Provides photo ID or is personally known by releaser). 

c. All property/evidence that is released by the Shelburne Police Department will 
be documented, using the department’s RMS/CAD system. 

d. Third parties claiming property for another individual must have written 
permission from the property owner to retrieve the property. 

e. All documentation related to the release of property will be filed in the 
respective case. 

f. Whenever a weapon is being released, Members must ensure that the individual 
claiming the weapon is not prohibited from possessing a weapon. 

g. All homicide evidence will be retained indefinitely, unless otherwise directed by 
the prosecuting authority.  

h. Every effort will be made to promptly release items in evidence that do not 
require further analysis. This can be accomplished by photographing and 
releasing the item(s) back to their rightful owner as soon as possible. This type of 
property release will only be completed after consultation with the prosecuting 
authority having jurisdiction over the case. 

i. Property that is in the custody of the Shelburne Police Department and can be 
released shall be done as soon as it is practical. Every effort shall be made to 
return non-contraband property to its rightful owner in an expedient and 
efficient manner. The evidence technician will release the requested evidence to 
the case officer. It is the responsibility of the case officer to make any necessary 
arrangements for evidence to be returned to its rightful owner, or to be disposed 
of. 

j. Evidence that has been sent to the Vermont Forensics Laboratory will be stored 
at the laboratory only for purposes of analysis. As soon as the analysis has been 
completed, the evidence will be returned to the Shelburne Police Department. 
Once evidence has been returned from the forensics laboratory, the evidence 
technicians will notify the responsible case officer, who will then be required to 
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advise whether the item(s) need to be kept in the evidence room or can be 
released or destroyed. 

k. Any evidence that is no longer required to be stored for prosecution and is 
unable to be returned to its rightful owner, is unclaimed, or has been 
abandoned, will be disposed of by the evidence technician and the responsible 
case officer in a manner that is consistent with Section 18.5 (Lost/Found 
Property) of this policy and with 20 V.S.A. § 2305 et seq. (disposition of unlawful 
firearms). 

XX. Evidence / Property Disposal 

a. All destruction of property shall be witnessed by the evidence technician and 
one other officer. The destruction of the property will be documented in PMI. 

b. Evidence that cannot legally be returned (contraband/illegal items) will be 
disposed of by the case officer and the evidence technician. 

c. Evidence / Property may be destroyed in the following manner: 

i. Discarded in the department trash. 

ii. Marijuana plants and marijuana not required for prosecution or analysis 
may be burned at the department’s designated burn site. 

iii. Drug paraphernalia may be rendered unusable and discarded in the 
department trash. 

iv. Firearms shall be disposed of pursuant to Vermont Title 20 section 2305. 
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APPENDIX A 
 

Vermont Forensic Laboratory 
Biological Evidence Submission Guidelines 
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