
State Primary
September 1, 2020

Poll Worker Training
August 30, 2020



• Health & Safety
• Face masks are required
• Gloves are required if you are handing something to a voter (like a ballot)
• Face shields are available

• Reporting in, Breaks, etc.
• Please be on time.  AM shift begins at 6:00am; PM shift begins at 1:00pm unless 

otherwise arranged with me
• Coffee, water, snacks, sandwiches and pizza, are delivered during the day.  Feel free to 

bring your own snacks. 
• Social distancing must be observed during breaks.

Presenter
Presentation Notes
Welcome and thank you for being here. Democracy depends on your work as a poll worker to help voters cast their ballot.

Introduce yourself

Thank everyone! 

Today we will cover the information you need to carry out you responsibilities on election day. Before election-day, however, do take time to review your manual in preparation.

We will first provide an overview of the election and how the poll working staff is organized. We will take a brief break, then we will investigate the common tasks and issues that might arise and finally learn how to close a location.

Today you will learn 4 key things:
The duties and responsibilities of being a poll worker.
How to run an election in your precinct
How to operate the voting machines in your precinct.
How to assist voters in various situations on Election Day.



“I promise to faithfully and impartially perform the 

duties of the office to which I have been appointed.”

• Your overall mission is to help every voter who believes 

they are eligible to be able to vote without feeling in any 

way judged for the ballot that is issued to them.

Presenter
Presentation Notes
Ensure all election staff takes oath




• No partisan apparel, buttons, signs, etc. for staff or voters
• No discussion regarding the current election
• No assisting voters with actual voting (only instructions)
• The 150 ft rule for electioneering should be strictly enforced

150 ft

Presenter
Presentation Notes
Make sure all election staff understand what it means to be impartial. 

It is OK for a voter to bring literature with them if they want to review it as they vote; it is not OK for a voter to wear campaigning type clothing etc.

Election staff should be continuously monitoring voting booths to be sure no literature is left behind

Key question to ask: How long is 150 feet? Answer – half a football field.
You can emphasize common sense here, but also be clear, especially to wardens, that whatever standard they choose, they need to stick with it so they do not arbitrarily give out different rules to different people.



• Warden:  Oversees all activities of the polling place; assigns 
duties, makes sure that everyone knows what they need to do

• Clerk:  Keeps the election record
• Helps voters fill out forms as needed
• Documents issues that come up (voters, ballots, ballot boxes)

• Greeters: Help direct people to their correct polling place and 
help monitor the 6’ social distancing.

• Checkers: Help with setup, check voters in and out, at ballot box, 
help with closing.

• Police Officers:  Enforce the electioneering laws, have custody of 
the ballot box keys.

• Closers:  Help with poll closing tasks, ballot tallying

Presenter
Presentation Notes
While the Warden fills any number of duties, their primary job is to manage the polling location and delegate responsibilities, it should be made clear at the training that the warden is the chief authority at the precinct.

As a Warden, you should have a “game plan” for the day

Ensure all Election staff know the Warden is the chief election officer who should:
* Manage and assign election staff to their duties at their precinct
* Assure the rules and rights governing voters and observers are followed
* Oversee the completion of all forms
* Supervise the completion of all tasks assigned by the Election Department
* The Clerk to be an alternate Warden whenever temporary absent




Be timely
Be welcoming
Don’t talk politics, even amongst each other
Be willing to work as a team
Make sure you know what your role is
Don’t be afraid to ask for help
Take breaks

Presenter
Presentation Notes
Be sure to emphasize the importance of the Checklist for opening the polls.  It is very comprehensive and should address any concerns they would have.

Show election officer resources to use to assist in opening and contents of election boxes
Supply Box
* Contains signs that must be posted
* Contains forms and envelopes that will be needed – 
Ballot Box
* Police inspects and certifies that the ballot box is empty at least 30 minutes before the polls open.
* Ballots
* Clerk’s Book
* Voting list
* Absentee Ballot
* Phone
* Envelope A

Discuss that all the Ballots at your polling place should be counted at the beginning of the day

This is a good place to use props. Go ahead and open the boxes; take things out; show everyone the things that you are taking out.

The next slide emphasizes the placement of the signage.



• Polls open promptly at 7:00am and close at 8:00pm

• There may be a line, but voters must wait until 7:00am to vote.

• Anyone standing in line at 8:00pm may vote.

• Only voters and their children or helpers are allowed in the polling 
area.

Presenter
Presentation Notes
Be sure to emphasize the importance of the Checklist for opening the polls.  It is very comprehensive and should address any concerns they would have.

Show election officer resources to use to assist in opening and contents of election boxes
Supply Box
* Contains signs that must be posted
* Contains forms and envelopes that will be needed – 
Ballot Box
* Police inspects and certifies that the ballot box is empty at least 30 minutes before the polls open.
* Ballots
* Clerk’s Book
* Voting list
* Absentee Ballot
* Phone
* Envelope A

Discuss that all the Ballots at your polling place should be counted at the beginning of the day

This is a good place to use props. Go ahead and open the boxes; take things out; show everyone the things that you are taking out.

The next slide emphasizes the placement of the signage.



•Enforced by the Police Officer.  

Campaign 
buttons, 

shirts, etc.

Campaign 
literature

Candidates 
greeting voters

Campaign 
signs

Voting Entrance

Sign holders

Cars parked with signs

Collecting 
signatures

8

Electioneering



• Allowed, but can’t be in the way.
• 6 foot “guardrail” around voting 

area.
• Must not disturb the voting 

process
• May not speak to the Checkers 

(only Clerk or Warden).
• Needs to be able to hear voter’s 

name being called.
• May not ask about other voters 

or ask to know who else has 
checked in.

Presenter
Presentation Notes
Be sure to emphasize the importance of the Checklist for opening the polls.  It is very comprehensive and should address any concerns they would have.

Show election officer resources to use to assist in opening and contents of election boxes
Supply Box
* Contains signs that must be posted
* Contains forms and envelopes that will be needed – 
Ballot Box
* Police inspects and certifies that the ballot box is empty at least 30 minutes before the polls open.
* Ballots
* Clerk’s Book
* Voting list
* Absentee Ballot
* Phone
* Envelope A

Discuss that all the Ballots at your polling place should be counted at the beginning of the day

This is a good place to use props. Go ahead and open the boxes; take things out; show everyone the things that you are taking out.

The next slide emphasizes the placement of the signage.



(1) Check-in (2) Get 
ballot

(3) Mark 
ballot

(4) Cast 
Ballot

Presenter
Presentation Notes
This slide reviews the voting process. Here, if you want, you can emphasize that voting is a 4 stage process. You may want to ask everyone, where can things go wrong here, at each step?

What could go wrong at step 1?
What could go wrong at step 2?
What could go wrong at step 3?
What could go wrong at step 4?



Democrat

September 1, 2020
State Primary

Is actually 4 elections!

Republican

Green 
Rainbow Libertarian

Presenter
Presentation Notes
This slide reviews the voting process. Here, if you want, you can emphasize that voting is a 4 stage process. You may want to ask everyone, where can things go wrong here, at each step?

What could go wrong at step 1?
What could go wrong at step 2?
What could go wrong at step 3?
What could go wrong at step 4?



One Check-in table and one voter list for all 4 primaries

Democrat

Republican

Green Rainbow

Libertarian

Presenter
Presentation Notes
This slide reviews the voting process. Here, if you want, you can emphasize that voting is a 4 stage process. You may want to ask everyone, where can things go wrong here, at each step?

What could go wrong at step 1?
What could go wrong at step 2?
What could go wrong at step 3?
What could go wrong at step 4?



Check-in table looks different

One Checker electronically checks in the voter
The other Checker hands the voter the correct party ballot



Electronic Check-in

Why?
• It’s faster
• To look up a voter, start entering their last name and as you type the 

names narrow down to the voter standing in front of you.
• Once you have finished the process, a label will automatically print 

that you will place in a binder.
• A paper voter check-in list will be there in case the label printer stops 

working.
• We will have a paper trail.



The Process
• Ask for the voter’s name
• Repeat the voter’s name
• Type it into the system
• Ask for the voter’s address
• Repeat the voter’s address
• Click on the voter on the screen
• Check the party
• If party selection is blank at the bottom of the screen, ask voter
• Select party
• Click continue
• Click confirm
• Label prints
• Tell Clerk which ballot to give the voter
• Place the label in on the grid sheet in the check-in binder



There is a computer, a 
mouse, and a label 
maker.

We used this at Early 
voting and it is much 
faster than looking up 
voters in the check-in 
books



Ask for voter’s name first, then for address.
Begin typing the last name to find the voter.
If you still have too many names, add a comma and start with the first name.

The computer will be open to this screen



Check the Voter’s Party

If the party is D, R, J, or L
That voter is entitled ONLY to that ballot type
Tell the other Checker which ballot to give the voter



If the Voter has a letter U or any other letter than 
R, L, D, or J, then ask the voter their preference

The drop down only lets them select from one of the four parties



The Process, repeated

• Ask for the voter’s name
• Repeat the voter’s name
• Type it into the system
• Ask for the voter’s address
• Repeat the voter’s address
• Click on the voter on the screen
• Check the party
• If party selection is blank at the bottom of the screen, ask voter
• Select party
• Click continue
• Click confirm
• Label prints
• Tell Clerk which ballot to give the voter
• Place the label in on the grid sheet in the check-in binder



Sometimes the voter’s name is highlighted and 
when you click on the name, you find notes.

This is when you call the Warden over. 
Some action needs to happen before the Voter may receive and cast a ballot.



Paper trail

• Once voter check-in is 
complete, a label will 
print.

• Place the label on a grid 
sheet in your check-in 
binder.

• Place the next label in the 
next available space.

• Repeat until the page is 
full.

• Go to the next page

September 1, 2020 Election Day Voter Turnout List.  Place the 
voter label in the next available square until the page is full.  
Repeat on the next page.

Joe Sterling     L
22 Monument Sq

Mort Starling   D
22 Monument Sq

Art Robin     R
141 Keyes Rd

Marvin Jay     J
1276 Main St



If a label fails to print, we go to the regular 
check-in books



(5) Not on the list?  Never send a voter away. Always refer them to the Warden.

(4) Hand the voter the ballot they are entitled to. No letter = ask, mark the party 
chosen on the list, hand the ballot to the voter.

(3) Check ID for ID voter; refer AV and EV voters to the Warden or Clerk. 

(2) Find the voter on the voter list, check for ID, AV, or EV.

(1) Make sure to repeat the Address and Name of the voter to verify who is in 
front of you. 

Presenter
Presentation Notes
This slide reviews the voting process. Here, if you want, you can emphasize that voting is a 4 stage process. You may want to ask everyone, where can things go wrong here, at each step?

What could go wrong at step 1?
What could go wrong at step 2?
What could go wrong at step 3?
What could go wrong at step 4?



Voter List 
showing 
ID, AV, 
and EV



• Why do some people have “ID” next to their names?
• First time voters in MA who registered by mail and did not 

submit an acceptable form of ID at that time

• You will need to ask the voter for an ID. It does not need 
to be a photo ID!

• What are acceptable forms of ID?  
• Driver’s license
• current utility bill
• bank statement
• payroll
• government check
• Other government document showing name and address
• ELECTRONIC DOCUMENTS ARE ACCEPTABLE

• If no ID is presented refer the voter to the Warden or 
Clerk

Presenter
Presentation Notes
Trainee may want to ask questions about other forms of ID, politely tell them to hold all questions to the end of the training, or to reference the training manual for the list of accepted ID

Discuss why someone would have “ID” and what are the acceptable forms if ID – not JUNK mail
* Proper ID – No paperwork
* No ID – Fill out provisional ballot




• AV indicates the voter has already received an absentee ballot and 
may have already voted

• EV indicates the voter has already received an early voting ballot.  
• REFER THE VOTER TO THE WARDEN OR CLERK
• They will tell you what the next steps are.

!

Presenter
Presentation Notes
Should you even let this person vote at the polls?  Yes, but …. It is important to contact the Town Clerk’s office to see if we have received and processed an absentee ballot from the voter standing in front of you.

There is a certificate in the Clerk Book that must be used when an absentee voter appears at the polls to vote.





• Only the Town Clerk’s Office staff or designee may deliver absentee 
or vote by mail ballots to the polls

• Absentee ballots may not be accepted from family members at the 
polls.  They must be delivered to the Town Clerk’s Office.

• Refer this voter to the Warden before checking them in.
!

Presenter
Presentation Notes
Should you even let this person vote at the polls?  Yes, but …. It is important to contact the Town Clerk’s office to see if we have received and processed an absentee ballot from the voter standing in front of you.

There is a certificate in the Clerk Book that must be used when an absentee voter appears at the polls to vote.



How Voter Check-in and Check 
out affects Closing



Totaling 
check 
marks at 
the end of 
the day







R

1

L

1




2
19

How many check 
marks are on this 
page?

How many check 
marks are recorded 
below?

How do we give 
voter credit for 
voting in a primary 
when we don’t 
know which 
primary?



Now, record the totals from page 19 on the tally sheet below.

How will this affect the 
number of ballots cast 
compared to the number of 
voters who were checked off?

2 1 1



• Always work in pairs (different parties or unenrolled)

• You may help with process, not content

• You may read the ballot or mark the ballot as the voter instructs

• There is a Voter Assist Terminal at every polling place



• It’s a talking printer
• It’s about voter independence
• It’s easy to use

• Insert the Ballot
• Screen touch or brail-friendly buttons
• Use Audio
• Change Contrast or Zoom in
• Write-in candidates

• It’s the Law (ADA compliance)

Presenter
Presentation Notes
Go through all functions of the Auto-Mark
* It is not necessary to do a step-by-step through each question
* Should talk about inserting ballot, using audio, changing contrast, zoom
The Auto-Mark is designed to be functional for first-time users, this means that a great deal of detail is not important

Emphasize that anyone can and should use it. 



• Why would a voters’ name NOT be on the list?
• Voter at wrong location
• Clerical error
• Voter did not register in time
• At check-in, you only have the Active list
• A voter is inactivated if they don’t return their census

• What to do
• Take a second look, flip the page, see if the name is misspelled.
• Refer the voter to the Warden or Clerk
• Don’t send the voter away under any circumstances

Presenter
Presentation Notes
Examine why a person would be absent from the Voter List
* Wrong location
* Clerical error
* Did not register in time



If you make a mistake marking the voter list.

TELL THE PRECINCT CLERK

• It’s far worse to deny a ballot to someone who was marked 
in error than to note an error.

• You will be directed to note the voter’s name on a post it and 
place it on the page where the error occurred. 

• The Clerk logs the error
• If the voter who is marked in error shows up later, this will 

give them the opportunity to vote.

!!
John Q. Public



• Ballots inserted print side down will go through the ballot box with 
more ease

• Print side up may indicate “unidentified mark on ballot”
• Ask voter to re-insert
• If problem persists, ask voter to read the screen
• Don’t look at the ballot
• If the screen indicates over vote, ask the voter if they wish to spoil 

the ballot. Send them to the Warden if the do.
• Voter may choose to continue and override the error
• An over vote counts as a blank, but only for the office where there is 

an over vote.

Presenter
Presentation Notes
Should you even let this person vote at the polls?  Yes, but …. It is important to contact the Town Clerk’s office to see if we have received and processed an absentee ballot from the voter standing in front of you.

There is a certificate in the Clerk Book that must be used when an absentee voter appears at the polls to vote.



• Make sure you understand what you need to do…

• The Warden or Clerk will distribute tally sheets for the check-
in and out books

 Tallying the check-in/out book(s) 
 Count unused ballots (bundles of 50 + unbundled)
 Ballot sorting
 4 ballot types = 4 groups of ballots
 Check each ballot for write-ins

 Ballot tallying
 Write-ins 
 Hand counts (removed from a separate compartment in the 

ballot box)
 Putting things away

Presenter
Presentation Notes
Should you even let this person vote at the polls?  Yes, but …. It is important to contact the Town Clerk’s office to see if we have received and processed an absentee ballot from the voter standing in front of you.

There is a certificate in the Clerk Book that must be used when an absentee voter appears at the polls to vote.



BLUE Ballot 
Transfer Case 
is locked for 
22 months!

•All voted and counted ballots
• Including write-ins and hand counts 

•Nothing Else

•All UNVOTED ballots
•Spoiled & Rejected ballots in 
envelopes
•Absentee Ballot Envelopes

RED 
Supply 
Case

Not locked

•Supplies & Signs
•Provisional ballot binder (unused forms)
•Clerk book (unused forms)
•Town-wide voter list

ALL Check-in and check out books
RED provisional ballot POUCH
GREEN back pocket from Clerk book
containing all the completed forms

Packing it up:  What goes where

Black
BALLOT
Case
30 day lock

Attention Wardens!
NEW!
Place Thumb Drive in 
zip case and add to 
backpack if you don’t 
wish to return in 
person to the Town 
Clerk’s Office.

Unlocked 1 day after the election

Presenter
Presentation Notes
Where do write-in and hand counted ballots go?
All Election Evidence must be secured.
It all fit in to get to the polls … it will fit in to be returned.
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