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Who can be in a polling place?

Only certain people are permitted in polling places:

Poll workers

Poll Watchers
Voters

Children of Voters
Interpreters
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Poll Worker v. Poll Watcher

4 N\ A

Poll worker Poll watcher
Someone who is paid to Someone, appointed by
carry out essential tasks a candidate or party,
at the polls on Election who observes the
Day. election process.

\_ AN J
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What can poll watchers do?

Poll watchers CAN....
e Make good-faith challenges to elector’s identity and residence in
the division |
o Judge of Election determines if the challenge is made in
good-faith
o Discriminatory or frivolous challenges infringe on the right to
vote and are unlawful
e Examine the voting checklist & numbered list of voters
Observe the tabulation of votes after polls close
e Reportissues and potential violations to the County Board of
Elections and/or District Attorney
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What are poll watchers prohibited from doing?

Poll watchers CANNOT....
e Disrupt or interfere with the voting process
e Engage or attempt to influence voters |
e Harass or intimidate voters
o Examples include: blocking door to polling place, asking voters
for documentation, videotaping voters
e Electioneer inside polling place or within 10 feet of polling place

Judge of Elections is obligated to remove a poll watcher if they
engage in prohibited activities
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Language access at the polls

Non-English
speakers who
are eligible
voters must be
allowed to vote.

POLL WORKER‘"

Section 203 of the Voting Rights Act
dictates that certain counties must
provide voting materials and assistance
in multiple languages.

Counties which must provide voting
materials and assistance in Spanish:
e Berks County
e Lehigh County
e Philadelphia County

County which must provide voting
materials and assistance in Chinese:
e Philadelphia County



Language access at the polls

Voters who may
need language

e |s not your employer or union
aSSISta nce can representative

e Isnotthe judge of elections

[ ]
brl ng someone Voters may have to sigh a declaration
stating that they need assistance.
to help.
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Voters can get help as long as the person
who helps:




Accessibility for voters with a disability

Voters with a
disability are still
entitled to vote.

POLL WORKER"

Every polling place is required to have at
least one accessible voting station.

Voters with a disability may bring
someone to help them vote as long as the
person who helps is not:

e Theiremployer or union
representative
e Judge of Election

Voters may have to sign a declaration
stating that they need assistance.

Find out more information about
accessibility for voters with a disability.



https://www.vote.pa.gov/Voting-in-PA/Pages/Accessible-Voting.aspx

Outline of Election Day

6:15am POLL WORKERS ARRIVE
6:30am Doors Unlocked
6:30am-7:00am SET UP POLLS
7:00am Polls Open
7:00am-8:00pm VOTING
8:00pm Polls Close

8:00pm-?? TAKE DOWN POLLS
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First Task: Set Up Polling Place

Your space will have the
following materials...

e The Judge's Box

e Secured voting machines

e Cleaning and disinfecting
supplies

e Supplies for physical distancing

For setup, you need to...

e Take the Oath of Office

e Unpack supplies and post
signage from Judge’s Box

e Distribute responsibilities and
assign stations

e Set up voting machines

POLL WORKER"




The Judge’s Box

Over 30 things are inside: There are a lot of items in the
Judge’s Box and a limited
amount of time to distribute
materials and set up the polling

e Administrative sheets that
require signing by various
poll workers

place.
e Signsto be posted
e Supplies for voters and poll
workers WHICH BRINGS US
e Materials for processing I
ol TO OUR FIRST TOOL!
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Tool: Anatomy of a Judge’'s Box

A 12-page VISUAL GUIDE to the
30+ materials located in the
Judge’s Box

POLL WORKER

* %
G& RESOURCES * %
TRAININ - * * *

natom of a K

Uses Junﬁ_[_S—B-ox— \
e Helpsyou locate the items you
need within the huge collection of oy o nese materals re TS0 °°“2‘5““53°
items

OMMISSIONERS

e Clarifies when you might need
each item and what they look like
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Tool: Anatomy of a Judge’s Box

roliats POLL WORKER
B\ ANATOMY OF A JUDGE'S BOX
SIGN TITLE & WHERE TO POST

DESCRIPTION & ACTION

POLL WORKE

X\ AnATOMY OF A JUDG!
SIGN TITLE & WHERE TO POST

Language ID Poster

f\ ANATOMY OF A JUDGE'S BOX

*
SIGN TITLE & WHERE TO POST

Plain English/Plain Spanish
statements for ballot questions

Supplies

Signage material envelope
Pest s s BEFORE PO
Erunicse ncuis o oiomin

Language Interpretation Service
Instruction Sheef

Sample Ballot
it

Judge of Elections Book
et

Notice of Voters Rights
i

Election Day Payroll Sheet

ACCESSIBLE Accessible Entrance Sign
AR | st s s Aok

Notice of Prohibitions and Penalties e e st

Cammissoners ot \ote Here/Vote A
Election Payroll Envelope psse s vl "

Voter Slips Box

Access to the Election Process for
People with Disabilities in the
City of Philadelphia

Language Interpretation Services for

POLL WORKER
=Yy [\ AnaToMY OF A JuDGE

emespmyos. POl books listing registered voters. Record of Assisted Voters y No. 2 Envelope Pol sie seal envelope Provisional BatlobMaterials
2 sided e (NP —— s o mcho .1

Gommisonecs Offce. | Supplemental poll book pages. o Visual Guide for Machine Open N~  Provna Bt iitonCrd
P s one = g tostneme L .
EaB e .8 :'nw':'fm e i ooy O 1%
oot Absente Voters List (1 an Key and Election Code Lanyard
el ey Commsnersones, Elector Affirmation form Y i
Clerk. e 2 06 4 books [P ey e Dictor Affemat ol the. d
smmmime List of Voters Yellow Book v p iv:"edcﬂa"jl stickers and
g (No.2&No. o e » ‘“J:‘.‘ - X, s e e o
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Oath of Office
Is take the Oath of Office.

N
loc;tkt}e o.n top--you may have to
or it. With this guide, you

Kk
now what you're looking for

POLL WORKER‘.
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- : :
he first thing everyone must do

" L
owever this piece of paper may

Tool:
ol: Anatomy of a Judge’'s Box
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ANATOMY OF A JUDGE'

0Oath of Office
Election Officers read the
the oath.

One Oath of office is placed in the No. 2 Envelope @
in the No. 4 Envelope.

Oath of Office, aré sworn in and sign

nd another

Election Day payroll Sheet

Each official must fill in form fields as indicated.

Signature required.

Two copies aré returned to City Commi
copy retained by Judge of Election.
payroll sheet should be filled out at the end of the day.

ssioners' Office. One

Election payroll Envelope

Place white & yellow copies of payroll Sheet and Polling
place Card (what is this) in this envelope and return to City

Comm‘\ssioners' office.

| oL rouBa R
avasma s o



Supplies and Signage

them.

Sign Types

Tool:
ol: Anatomy of a Judge’'s Box

There ar .
sosted ie many different signs that need t
N i .
e an Vsrlous locations. The guide en oo
exhaustive list of signhs and WhersutreS .
e to place

Signage material
post all items BEFORE POLLS OPEN
Envelope includes the following:

(confirm which signs are included in envelope)

sample Ballot
post inside and outs!
Bothin English and spanish.

. :

general voting info signs
e Vvoter rights signs
[

language and ADA assistance

It's helpful to h
. ave a feW fo
sighage immediately ks work on posting

POLL WORKER‘.
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aka "General Information and Instru
Responsibilities of Election officials”

out.

Voters
Post inside and outside the polling

} Both in English and spanish.

envelope

Post a second one inside polling place with Spanis|

Language lnterpretation services for

ide the polling place.

Notice of Prohibitions and Penalties

\ctions Re: Voting Rights and

Post one inside polling place with English side facing out.

h side facing

place.




Tool: Anatomy of a Judge’s Box

Takeaways

e Know what's in the Judge’s Box so you
know what you need from the box.

e Ultimately, the Judge is responsible for
the box, but it's helpful if all poll workers
know what's in it.

e Thisis a great check on your knowledge.
If you don't know what each item is used
for and how to use it, that's a sign to
review that material.

POLL WORKERk
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ing, call 215-686-1530

\f any of these materials are miss

PHILADELPHIA CITY COMMISSIONERS
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|F YOUR POLLING PLACE Asv{u;“n:;
'AND CANNOT BE OPENED BY 6:4521T

ELECTION MATERIALS TO
PLEASE CALL 215-686-1523

IS BOX AND ALL i
RETEUT:I\(.)L:TV BOARD OF ELECTIONS, DELYE‘T‘;&[
TPL_AKZH £ DELAWARE AVENUE & SPRING (;glls
BY 2am FOLLOWING THE CLOSING OF 3




Polling Place Stations

The layout of each polling place
will differ depending upon the
size and dimensions of the space
and the number of voters it is
designed to handle.

There are common roles and
tasks in each polling place and
specific areas where these are
completed.

It's helpful for poll workers to be
able to review the supplies,
roles, and procedures at the
different stations and to quickly
access relevant information to
make decisions on Election Day.

WHICH BRINGS US
TO OUR NEXT TOOLS!

POLL WORKER""
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Tool: Station Cards and Guides

A series of one-page guides with
instructions, key reminders and
procedures for each station in a
polling place.

Uses B e

e Review before Election Day to
familiarize yourself with different
roles and procedures

e Confirm procedures and get help
making decisions in key voting
situations

POLL WORKER"

INFORMATION SESSION
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Simplified Process Flow

STATION

3

STATION Machine STATION

.I Inspector 4

Judge
Check In STATION

POLL WORKER‘

INFORMATION SESSION

2




Active Voters: Check In » Voting Machines

STATION
3
Machine
STATION / Inspector TSI

I Judge

Check In

STATION

2

Clerk
POLL WORKER

INFORMATION SESSION



Other Voters: Check In » Provisional

STATION

3

Machine
STATION Inspector STATION
> | 4
o
Check In Judge

STATION

2

Clerk
POLL WORKER

INFORMATION SESSION



Tool: ’
ool: VVoting Procedure Flow

This flowchart i
artis aguide t
\ o
you navigate whether or no?zlp

voter must
Com L
steps bef plete additional
efore voting VOTING PROCEDURE FLOW

OR

x * %
STATION

1

|S VOTER'S NAME LIST
PO

SUPPLEMENTAL
YES

Are there any MESSAGE

SEARCH FOR REGISTRATION [
STATUS: Recheck poll book and Is the yoter's name listed in
supplemental sheets.
Was req\stratlon found?
NO

ED IN POLL BOOK OR
LL BOOK PAGES?

S SIGNATURE BOX?

S IN THE VOTER"
ENTEE VOTER'S LIST?

the MAIL-IN/ABS!

nNo Signature

YES
upffirmation 1D Required” spffirmation &
Required” first time voter 0 Requlred"
in the division ‘

NO

If t
hey must vote provisionally

Voter Requested
Mait-in or
Absentee Ballot

on File”

Use QR Code for Voter
Registration- Is voter registered?
Brought in Image of Inactive Voter presents Complete
voter's Voter. approved form Affirmation of
of ID Elector form

NO YES

unmarked
pallot and
envelopes

Complete
Affirmation of
Elector form
pefore voting.

and present
1D before
voting-

signature
could not be

captured.
Voter can vote.

BEFORE signing
the book and
voting.

Use QR Code for Polling
Place. Right Polling Place?

Send Voter to
provisional
Ballot
station

Directed to thei
the .
place Ir correct polling

INFORMATION SESSION

spoil ballot

Send Voter to

Go to Correct Polling Place send Voter to
or Provisional Ballot station Pro;;lo:\a\ Provisional & allow
- Ballot station machine

voting.

* w * station
POLL WORKER
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Tool: Station Cards

Zthsa .gluide gives you more
¢ Ils on special procedu
or situations like: =

e \oter arri
rrives wit i_i
h mail-in ballot + GREETER / VOTER SIGN-IN \

outer envelope
SPECIAL PROCEDURES

oter arrives with an entirely unmarked mail-in pallot, includi
fot and have it canceled py a poll worker before voting on

jded her ballot on the machine, ide them with
t in spoiled ballot envelope.
er slip but is in the poll book, poll workers can create a slip for that voter on blank

ing the envelopes: the voter is entitled to turn in

Ifav
machine.

their ball
t" sticker, then place

you must prov ngpoiled Ballof

\f a voter has Vo

] Vo .
m;i;has voided ballot on
Ine (SpOiled ba”otS) thespoi!edballo

paper.
older and allow voter to

orm in the purple Judge’s f
pollworker observes.

e \oteri
rin poll b
pa pe r S | I p t e re I S n O If uaffirmation required," |ocate the Affirmation of Elector f

step out of line to fill it out. Voter must fill out section A of B then sign section C while a

Pollworker must then sign form. The completed form can be place

\f assistance is required and need is NOT indicated in the poll book, locate the Assistan
purple Judge’s folder. Voter must fill out and sign the form. Judge and person assisting v
the voter votes. Completed form goes back in the Judge's Box

stant and

o Affir i
mation i
required
and yoter's name, assi reason for assistan
to the front of the #2 envelope

stapled

ce Declaration form in
oter must sign before

ce is entered into the Record of Assistance

[ ] A 1
ssistance required
* kX
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Thi.s tool allows voters to
gmckly look up (with a
martphone camera) their

. or if th
registered to vote ey are

and outside :
a polling pl
where voters line u: place

This will also b
/ e available i
Spanish & Chinese (in PHLI)n

POLL WORKERl
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A
copy should be at Station 1

on

Use a QR Code reader app
address to see if you're in

D voterservices.pa.qov

your smart phone to input your
the right polling place.

REGlSTRATlON LO

use aQR Code reader app on your smart phon

Date of Birth or Driver's Licen
n

Tool: Polli *
olling Place and Registration Lookup

e to input your

se to lookup your reqistration status.

ord cannot be

hose registration rec t
| ballot. These

A voter W
confirmed is allowed to cast @ provisional
pallots are counted following yerification py election

the voter was pro

perly registered.

officials that



T °
ool: Acceptable Forms of ID

x *x %
STATION

er’s signat
“ . ur
ID Required”: e box says
ACCEPTABLE FORMS OF PHOTO 1D

the person is voting in th
If a voter's signature pox says “1D Required"” in light grey. then this pers
Division for the first time since registering at their address. Federal and State laws require that
ing. The voter must provide one of the ‘

Divisio
n fo : .
r t h e fl rSt tl m e a n d first time yoters provide identification pefore voting.
EFORE signing the poll pook:

following approved forms of identification B

provide
APPROVED FORMS OF PHOTO APPROVED FORMS OF NON-PHOTO |
lDENTIFlCATlON (must include the yoter's name

L]
o guneo
identification
.
|DENT|F|CATION (must be valid):
and address of reqistration):

« PA Driver's License or 1D card issued by PennDOT
S. Government « Voter Registration Card issued by the Voter
Registrati offic
. |Dissued by any Commonwealth of Pennsylvania gistration 'ﬁ €
Agency . Non-Photo 1D issued by the Commonwealth of
pennsylvania

Us L3 L3
e this guide to determine

|f the first-time voter does not have any of the above
identification, then the voter « Current bank statement

f I D, bot h forms of approved photo
may provide any of the following approved forms of « Current utility bill
non-photo identification. . Current paycheck
. Government check

ho
photo and non-photo options

POLL WORKER
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. |Dissued by U.!

. Student D
. Employee 1D




Tool: Station Card

The Machine Inspector:

S :
ets up the voting machines
Directs voters to machines

Provjdes instruction from
outside the machine

Ensures no vot
voter accidenta
.
leaves without having Iy

completed their vote
Gets assistance if needed

Takes down the machine

POLL WORKER‘

INFORMATION SESSION

. Lead Set-Up of Machin
er to correct machine.

« Direct signed-in vot
de the voting machine on how to use

« Instruct voter from outsi
machine
the polling place without having completed

« Ensure that no yoter leaves
their vote (use lights to know when someone is done yoting)

the

« Lead take-down of
separate instructions

x kX X
Note: Polls close at 8:00 pm and anyone already in line

pOLL WORKER : Polis ¢
TRAINING & RESOURCES by 8:00 pm is allowed to vote.




Tool: Station Card

The judgeisi

: is involved in m

a

voting process. It's normal tgynzzzltst orne
o)

consult the jud i
the day. judge many times throughout

JUDGE / PROVlSlONAL AREA
KEY DUTIES SUPPLIES

If You Aren’t the Judge

e You '
may need a judge’s signature

Provisional Ballots

[ ] YO u m . Judge's area can be set up after the polls are open. . Judge's Box
ay N eed a i 1 . Judge assigns and can fill in for any role throughout the day Judge's binder containing
J U % i : Assistance Declarations:
o YO e S e | and should assist at the table when lines are excessive. : s
u m a p . Affirmation of Electors,
y n eed S m M « Judge must pe available to sign assistance forms, provisnonal pallots, repair forms Challenge Affidavits & receipts
O et h | n g fro I_ t h and other paperwork as needed and HAVA statements

« Judge assists with “line manaqement“ - checking in with voters as they wait in line
and making sure they are reqistered and are at the right polling place « Pens
city-issued cell phone
o . . . . . Extra and unused materials
« Judgeis pnmary person _responsnb‘le for ensgnnq there.|s no _e\ectloneennq and . (not provided) privacy barrier
that everyone in the polling place is allowed in at any given time. for voters filling out

judge’s box

« Judge calls emergency numbers when there is an issue

. Judge must assign breaks to other poll workers as the day allows. provisionals
« Table
« Chairs

If You Are the Judge

« Judge should assign @ poll worker to stand at the end of the line at 8:00 pmM to
turn away any voters that arrive AFTER polls close.

« After close Judge must return the Judge's Box to Delaware and Spring Garden.

Can be ha
rd to rememb
o e
responsibilities and SUIOIOIireaSII your

Note: If @ voter requests assistance, any member of the Board
of Elections can assist the voter in the booth EXCEPT the
Judge of Elections.

POLL WOR
INFORMATION SE}S(SE)FIS




Scenarios and Special Situations

A few special situations to Provisional Ballots
review before Election Day

Spoiling Ballots
(Mail-in, Absentee,
Machine)

Affirmation Required

Assistance Required

wornnonsesson TR
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Spoiling a Mail In/Absentee Ballot

Voters who applied and received mail-in or

absentee ballots may vote on the machine
if:

- They give their their ballot and return
envelope to the judge of elections

- Signs a statement requesting that the
ballot be spoiled

- The ballot can be ‘clean’ or filled in.

If they do not bring in the ballot and/or

envelope, they are allowed to vote
provisionally.

POLL WORKER
INFORMATION SESSION




Administering a Provisional Ballot

During a normal election, Situations where a Provisional
administering a provisional ballot Ballot is needed include:

is fairly rare. But given the e \oteris notin poll book or
increased circulation of mail-in supplemental poll book
ballots, it will be more common e \oter is not at correct polling

place and does not want to go to
correct polling place

e \oter requested mail-in or
absentee ballot, but has not

this election.

Steps for Administering a

Provisional | brought the ballot and
e There are many and it declaration envelope to the
requires more than just you polling place to void

POLL WORKER‘.

INFORMATION SESSION




Document

s all the suppli
: pplies
tep§ peeded to administe e
provisional ballot. e

POLL WOR
INFORMATION SE}S(SEJFS'

instead of an admission number

Elections)-

3. Witness proper completion of Se

marked by the voter (Judge of E

Affidavit Envelope B (Voten).

6. The voter returns the Provisiond

Envelope B.

hand corner of Provisional Voter

the ballot (Judge of Elections).

POLL W

TRAINING &R

2. Give the yoter BOTH @ Provisional

7. Affix the Ballot \dentification Number to

OLL WORKER

1. Enter the yoter's name into the back of the Number

(Clerk).

ction #1 of the provisional B
(Both Judge of Elections and Minority Inspector)

4. Complete Section #2 of the provisional Ballot Affidavit Envelop

lections and Minor

5. Complete the provisional Ballot in private following the instru
sealed in the Secrecy Envelope an

| Ballot Affidavit El

table and signs and dates Section #4 in the presen

NOTE: The Judge of Elections MUS
information, and signed both Section #1an

9. Place the voted Provisional Ballot in provisional Voting

nvelop B to 1

the provisional
Affidavit Envelope B W

8. Provide the voter with a receipt noting the website

ity lnspector)

ce of the Jud

T check to make certain the voter has
d Section

#4 of the Provisional

Ballot Envelop
udge of Elections).

and phone number for t

Return Envelope G

Tool: ISI
Provisional Ballot Procedue Card

2 and Number 4 Books writing “pROV"

| Ballot Package and a Provisional Ballot (Judge of

allot Affidavit Envelope B

e B BEFORE the ballot is

ction card. Ballot must be
d the Secrecy Envelope sealed in the provisional Ballot

he Election Board official
ge of Elections or Inspector.

completed all
| Voter Affidavit

e to the bottom right

racking status of

SUPPLIES

« Provisional Ballot Packages
One (1) Secrecy Envelope
one (1) provisional Ballot
Affidavit Envelope B
one () provisional Ballot
Instruction Card (white)
one (1 Provisional Ballot
Receipt

- One (1) Pen

provisional Ballots (white
paper with a green stripe
near the top)

one (1 provisional Voting
Return Envelope C

If you have questions about
Provisional Voting or are
running low on Provisional
Ballots on Election DaY: call
215-636-1530.




Tool: Provisional Ballot Procedue Card

Q&A
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Tool: Provisional Ballot Procedue Card

Thank You!
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