


Special Procedures
for Poll Workers
Info Session

Find these tools at wevote.seventy.org



● Review situations that 
may occur at check-in

● Dive into detail on 
special procedures:
○ Spoiling Mail-in Ballots

○ Provisional Voting

○ Spoiling Machine Ballots

In Today’s Session We Will:

● Answer any question 
you have about Election 
Day and performing 
your duties as a poll 
worker



Remember these Resources



wevote.seventy.org



Check-in: Where it all starts

Check in

● Greet voter
● Ask to announce 

name

Check poll books 
(A-L or M-Z) and 

supplemental book

Check List of 
Abs/Mail-in Voters

Possible outcomes:
● No message in signature box

○ Voter proceeds to 
machine

● Message in signature box
○ “ID required”
○ “Affirmation required”
○ “No signature on file”
○ “Remit Ballot or Vote 

Provisional”
○ Stamp: “Ballot Cast”

● Voter NOT in poll books

Possible outcomes:
● they are on the list
● they are NOT on the list

*New Absentee Voter Listing Issue*
1) Mark those voters in the A-L and M-Z sheets who are also listed 
as having returned an Absentee Ballot with a "Ballot cast" notice.

2) For each voter check the List of Absentee and Mail-in Voters 
first before going to the A-L and M-Z poll books.



From “Anatomy of a Judge’s Box”
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Situation 1: Extra Step(s) Before Voting
If they are in one of the the poll 
books and the Voter’s Signature 
Box says one of the following:
● “ID required”
● “Affirmation required”
● “Affirmation + ID required”
● “Assistance permitted”

Follow the instructions on Station 1 
card and Station 1 flow chart to 
determine procedure

Try that now! 30 seconds







Situation 2: Voter NOT in any Poll Books
If you can’t find the voter in the 
Poll Book or in the “Ballot 
Returned/Not Eligible to Vote” Poll 
Book...

Follow the instructions on Station 1 
flow chart to determine procedure

Try that now! 30 seconds









Situation 3: Voter in Ballot Returned List 

This means the voter has 
submitted their mail-in ballot 
and it has been received. 

You can reassure the voter their 
ballot was received and they 
are done!



Situation 4: Mail-in Voter, Remit Ballot Message

This means the voter has requested a 
mail-in ballot, but it has not been 
received by the Board of Elections. 

If they wish to vote in person 
instead AND can surrender both 
their mail-in ballot AND the 
declaration envelope:
● Their ballot will be spoiled and they 

can vote on a machine
● Follow Station 4 “Spoiling Mail-in 

Ballots” Card

If they do not have the mail-in 
ballot or did not bring the 
declaration envelope:
● Voter will vote provisionally
● Follow Station 4 “Provisional 

Ballots” Card

If they have a completed mail-in 
ballot with them and DO NOT want 
to vote in person:
● They can go to the nearest drop 

box or election office drop it off!
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A lot of scenarios lead to voting 
provisionally

● Voter is registered and in correct 
polling place but is NOT in poll 
books

● Voter is registered but NOT in 
correct polling place

● Cannot confirm voter is 
registered

Situation 5: Voting Provisionally
● If required, voter does not have 

required ID

● Voter applied for mail-in ballot, 
but did NOT bring both the 
ballot and declaration envelope 
to surrender

● Voter has spoiled 3 machine 
ballots

● Any voter who requests to vote 
provisionally



This process involves multiple 
people
● Voter
● Clerk
● Judge of Elections
● Minority Inspector

And multiple steps, forms, and 
envelopes!

Provisional Ballot Materials are 
in the Judge’s Box

Situation 5: Voting Provisionally
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Situation 6: Spoiling Machine Ballots
If a voter wishes to cancel their 
voting session and vote on a fresh 
ballot, you must spoil their ballot 
and issue a new one. 

After a voter spoils 3 machine 
ballots, they must vote 
provisionally.
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Q&A
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