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Time:  1730-1850
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Days:  Tue/Thu
Telephone: 808-440-4204





Ching 251 
This course, Laboratory Management, examines the organization and operations of the crime laboratory, and the role of its managers, regarding communications, problem solving, decision making and program management.  Basic leadership principles are discussed.  There is heavy emphasis on quality assurance, including individual certifications, accreditations, training, standard operating procedures (SOPs) and traceability of laboratory operations.  The manager’s role in quality assurance, research and development, case management, resourcing, and new laboratory planning and design are incorporated in all lessons.  Other laboratory programs such as security and safety are stressed.  Work environment concerns including ethics, motivation, morale, discipline, complaints, grievances, hiring, and job descriptions, are explored.    

Objectives:  At the end of this course the student will be capable of:

· Understanding the duties and role of the laboratory manager, top management, and the laboratory staff and the relationships between these three echelons.

· Understanding the concept of total quality assurance

· Exercising basic leadership, decision making, and problem solving.

· Understand the manager’s duties to both the organization and staff.

Texts:
CRIME LABORATORY MANAGEMENT, by Jami J. St. Clair, Academic Press, 2003
ISO 17025:2005 (General requirements for the competence of testing and calibration laboratories)

ASCLD-LAB International Supplemental Requirements for the Accreditation of Forensic Science Testing Laboratories
Current version of the JPAC-CIL Laboratory Manual
You are expected to read the material assigned prior to coming to class.  You will be responsible for the reading and lecture material for examination purposes and class discussions.  Not having read this does not excuse anyone from not knowing the material.
The instructor will also be using other supplemental material which means it is imperative that students attend lectures/discussions.  It is highly advised you take notes. 
Grading:  Grades are determined by
Attendance

10%
Lecture Exams

30%

Quizzes


15%
Case Studies

30%

Practical Exercises
15%

Grading Scale:

90-100 = A

80-89   = B

70-79   = C

60-69   = D

Attendance:  Attendance is mandatory and repeated absences will result in counseling being notified and possible drop from the class.  Three or more unexcused absences results in the loss of one letter grade.  Should you cease coming to class without officially dropping the course, you may receive a failing grade.
Disabilities:  Those students who might require special consideration with reference to disabilities must complete the proper documentation with the school each semester.  A letter is then provided by the school to the instructor outlining what considerations might apply.
Instructor Contact Information:

Vincent Sava

Tel. Office: 440-4204
Cell: (808) 391-2385
E-mail: vincent.sava@adjunct.chaminade.edu
I will contact students by Chaminade E-mail only.  Every student has an account and you are expected to check your e-mail.  This is a school policy to use only the Chaminade system.  Please be guided by this policy.

University-Wide Policies

· You are expected to be in class on time.  Unexcused tardiness is considered an absence.  This is a small campus and being punctual should not be a problem.
· Radios, tape decks (except to record the class), headsets, televisions, and any audiovisual equipment not pertinent to the class are prohibited.  This includes computers being used to complete other class work during this class.  

· Pagers and cell phones are prohibited during class except for extenuating circumstances for which you have received my approval in advance.  

· Academic honesty is expected and demanded in all courses.  Any acts of academic dishonesty such as theft of examinations, cheating on examinations, plagiarism or any other form of dishonesty will result in a failing grade for the course.
· This class is held in a laboratory.  You MUST wear shoes covering the toes and shoulders to knees covered. You may wear your lab coat to satisfy this requirement. Should you not comply with this dress code, entry to the classroom will be denied and no credit will be given for class attendance given. 

Class Schedule
	Fall 2013

	DATE
	TOPIC
	ASSIGNMENT

	Aug
27 
	Introduction to Course
	Peruse:  ISO 17025 & ASCLD-LAB Supplement

	29
	Hierarchy of Documentation

Lab Manual & SOPs
Customer Service
	Peruse:  ISO 17025 & ASCLD-LAB Supplement; CIL SOPs 1.8 & 4.0.  Read:  ISO 17025 & Supplement, Section 4.7 & Subsections, Section 4.8 & Subsections; CIL SOP 1.0

	Sep

03
	Fundamentals of Leadership 

Leadership Styles
	Read:  St. Clair Chapter 2, pp. 23-37

	05
	Organizational Effectiveness

Role of the Crime Laboratory 

Role of the Manager at Various Levels
	Read:  St. Clair Chapter 1; ISO 17025 & Supplement, Sections 4.1, 4.2 & Subsections; CIL SOP 1.1 Sections 0.0-6.0, 10.0 & Subsections; CIL SOP 4.0 Section 3.3.4

	10
	Total Quality Assurance

Qualifications, Hiring & Staffing
Training, Trainers & Cont. Ed.
	Read:  St. Clair Chapter 2, pp. 37-53 & Chapter 4; CIL SOP 4.0; ISO 17025 & Supplement, Section 5.2 & Subsections; SWGANTH Qualifications Document; Peruse:  CIL SOP 4.2

	12
	Traceability in the Laboratory

Certifications & Accreditations
Scientific Integrity
	Read:  NAS Report (Summary Only); ASCLD-LAB Supplement, Section 5.2.6.2 & Subsections; CIL SOP 1.1 Section 7.0; CIL SOP 4.0 Section 3.3.1; CIL SOP 4.2 Section 2.2 & Subsections;

	17
	 Ethics (w/PE) 
	Read:  St. Clair Chapter 3; CIL SOP 1.1 Annex A; ASCLD-LAB Guiding Principles of Professional Responsibility

	19
	Problem Solving

Effective Communications
	Read:  St. Clair Chapter 8; ISO 17025 Section 4.4 & Subsections; CIL SOP 1.1 Section 10.8; Peruse CIL SOP 1.8

	24
	Budgeting & Resource Management

Time Management
	Read:  St. Clair Chapter 7; ISO 17025 Section 4.6 & Subsections; Peruse:  CIL SOP 1.5

	26
	Motivation & Morale

Complaints, Grievances & Conflict

Discipline

Unions
	Read:  St. Clair Chapter 2, pp. 60-66; ISO 17025 & Supplement Sections 4.7 & 4.8 & Subsections; CIL SOP 1.1 Section 11.0 & Subsections & Annex B; SOP 4.0 Sections 3.3.5 &  3.3.17.1; Peruse CIL SOP 1.8

	Oct

01
	Productivity

Performance Appraisals & Evaluations
	Read:   St. Clair Chapter 2, pp. 53-60; CIL SOP 1.1 Section 11.5; Peruse:  CIL SOP 1.1 Annex D.

	03
	Facilities & Infrastructure
	Read:  ISO 17025 & Supplement Sections 5.3 & Subsections; CIL SOP 1.5 Section 6.0 & Subsections

	08
	Examination One   
	

	10
	Case Study #1:  

CILHI GAO Investigation & Report
	Read:  Select Portions of CILHI GAO Report

	15
	Case Study #1:  

CILHI GAO Investigation & Report
	Read:  Select Portions of CILHI GAO Report

	17
	Physical Security

Evidence Management & Security
	Read:  ISO 17025 & Supplement Sections 5.3 & 5.8 & Subsections; Peruse CIL SOPs 1.2 & 1.3 

	22
	Safety

Document & Records Control
	Read:  St. Clair Chapter 9; ISO 17025 & Supplement Sections 4.3 & Subsections; Supplement Section 5.3.6; CIL SOP 4.0 Section 3.3.2 & Subsections; Peruse CIL SOPs 1.4 & 1.7.

	24
	Technical Procedures & Methods
Technical Validations

Technical Reviews
	Read:  ISO 17025 & Supplement Section 5.4 & Subsections, Section 5.9 & Subsections; CIL SOPs 4.0 & 4.1

	29
	Auditing (w/PE)
Cause Analysis

Corrective Action
	Read:  ISO 17025 & Supplement Sections 4.11 & Subsections & 4.14 & Subsections; CIL SOP 4.0 Section 3.3.17 & Subsections, CIL SOP 4.3

	31
	Examination #2  
	

	Nov

05
	Case Study #2: 

Nassau County Crime Lab & Report
	Read:  Select Portions of Nassau County Crime Lab Report

	07
	Case Study #2: 

Nassau County Crime Lab & Report
	Read:  Select Portions of Nassau County Crime Lab Report

	12
	Remote Operations
	Read:  ISO 17025 Section 4.1.3; Peruse:  CIL SOP 2.0

	14
	Strategic Management

Managers as Developers

Research, Development, Publications
	Read:  St. Clair Chapter 5

	19
	Case Priorities, Management & Backlog

Project Management
	Read:  St. Clair Chapter 6; ISO 17025 & Supplement Section 4.5 & Subsections

	21
	Equipment & Emerging Technology

Measurement Traceability (w/PE)
	Read:  ISO 17025 & Supplement Sections 5.5 & Subsections & Section 5.6 & Subsections; CIL SOP 2.0, Annex C, CIL SOP 3.2

	26
	Major Case Management

Multi-Agency Task Forces
	

	28
	Holiday
	

	Dec 
03
	Laboratory Design Process (w/PE)
	Peruse:  NCJ 168106

	05
	Laboratory Design Process (w/PE)
Review for Final Examination
	Peruse:  NCJ 168106

	09
	Final Exam
	


You are responsible for the information in this document: losing it or not reading it are not excuses for not knowing what’s in it or complying with the requirements set forth in the document.
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