
Election Day 
Poll Worker Training 



POLL WORKERS 

• Poll workers must be registered voters for 

the subdivision holding the election. 

• A maximum of 5 poll workers may be 

assigned per polling place. 

 
 1 presiding judge 

 1 alternate judge 

 3 clerks 

Total of 5  

poll workers 



NEPOTISM 

• Presiding judge, for 
every election, cannot 
appoint family 
members within the 
First Degree of 
Consanguinity & 
Affinity Kinship. Please 
see chart: 



PREPARE YOURSELF 

• Review your training materials.  
Election Day binder.  

 Judges & Clerks Election Day Handbook. 

Poll Watcher’s Guide. 

• Post all sample ballot(s) and informational signs. 

 

• Presiding judge: 
About 15 minutes  before the polls open, administer 

the “Oath of Election Judges & Clerks” for your poll 
workers and yourself. Return completed oath inside 
Envelope No.2. 

Anyone in line at 7:00 p.m. can vote! 



BEFORE 7:00 A.M. ON 

ELECTION DAY 

• Be at your assigned polling place by 
6:00 a.m. to start setting up. 

 

• Presiding judge or alternate judge, 
please call the Poll Worker Support 
Line at 915-546-2294 to check-in as 
soon as you enter your polling 
place. 

 

• Remember, polls must be open to 
the public from 7:00 a.m. to 7:00 
p.m. 



NO POLITICKING 

• As a poll worker, your task is to manage 
an election, not to engage in or discuss 
politics. 

• You must maintain non-partisan behavior 
when working the polls on Election Day. 

 



DRESS CODE & CONDUCT 

• Be professional to your fellow poll workers and 
voters. 
Calm, polite, respectful and helpful. 

• What you wear at work should promote a 
professional environment and indicate a respect 
for yourself and others. 

• Electronic devices (cell phones, laptops, tablets, 
etc.), may only be used to conduct official duties. 



ELECTIONEERING 

• Each Election Day polling place 
must be organized with 100-foot 
distance markers posted at 
surrounding outside entries to 
the building. 

• During the voting period and 
inside this protected area, it is 
prohibited to electioneer, 
including expressing preference 
for or against a candidate, 
measure, or political party. 

• A violation of this provision in the 
Election Code is a Class C 
misdemeanor. Texas Election 
Code, 61.003, 85.036. 

 

 
 

See page 34 on Handbook for Election Judges & Clerks 

 



ELECTIONEERING (cont.) 

• Persons are not allowed to use wireless 
communications devices within 100 feet of the 
voting stations. Additionally, persons are not 
allowed to use mechanical or electronic devices to 
record sound or images within 100 feet of the 
voting stations. Texas Election Code, 61.014(a), 
81.002. 
What devices should not be used in the polling place? 

 Cell phones 

 Cameras 

 Tablet computers 

 Laptop computers 

 Sound recorders 

 Any other device that may communicate wirelessly, or be 
used to record sound or images. 



ELECTIONEERING (cont.) 

• What about voters with disabilities? 

In recent years, advances in technology have 

allowed cell phones, tablets and other 

wireless communications devices to assist 

voters with disabilities. While the situation is 

not expressly addressed in the Election Code, 

a presiding judge may use their authority to 

allow a voter utilization of these 

programs/applications at their discretion. 



PEOPLE ALLOWED IN THE 

POLLING PLACE 
• To enter any polling place you must be: 

A voter. 

A person accompanying a voter, such as: 
 A child under 18 years of age with a parent who is 

voting; 

 A person assisting a voter; 

 A person acting as a voter’s interpreter. 

A presiding judge or clerk (must wear name tag 
and take the “Oath”), or 

A poll watcher who presents a valid “Certificate of 
Appointment” to the presiding judge. 



PEOPLE ALLOWED IN THE 

POLLING PLACE (cont.) 

• Wear name tags 
when inside polling 
place: 
State Election 

Inspectors 

Peace officers 
summoned or 
appointed by 
Judge to preserve 
order 

Secretary of State 
and his/her staff 

• May visit polling 
place on election 
business: 

 Federal 
observers 

 Election staff 
delivering 
election supplies 

 Emergency 
personnel, if 
needed 



CHECKLIST 

• When picking up 
your Election Day 
bag, please verify all 
items are inside 
before leaving. 

 

  





POSTINGS/ SAMPLE BALLOT 

All postings and sample ballot(s) must be visible to the voter 
immediately entering your polling place. 

English/ Spanish  

English/ Spanish  

English/ Spanish 

English/ Spanish  

Sample Ballot 

Yellow Form(s) 



NOTICE OF APPROVED FORMS OF ID 

• PHOTO ID 
posting, English 
and Spanish, 
must be placed 
at the entrance 
door to your 
polling place so 
it is visible to 
voters as they 
enter. 



ORANGE ACCESS CARD BAG 

• Inside: 

25 Voter access cards 

Encoders 

1 Touchscreen key 

Bad cards envelope 

Supervisor card 

Envelope/password 

Red and yellow seals 

(seal log) 



AUDIO VOTING 

• If audio voting is 
requested, please 
remember to give the 
voter the ability to 
choose what 
touchscreen they would 
like to cast their ballot on. 

 

• For instructions on “how 
to” set up the audio 
voting equipment, please 
look inside your Election 
Day binder. 



POLL WATCHERS 

• Appointed by: 
 Candidates, political parties, or specific-purpose political action committees to observe 

the voter qualifying process and the preparation of election records for distribution. 

• They must present: 
 Themselves as poll watchers. 

 Must provide you with a “Certificate of Appointment” which they counter-sign and give 
to the presiding judge and archive inside Envelope No.2. 

• They may: 
 Sit near the election poll workers to observe activity. 

 Take written notes while on duty. 

 Carry a cell phone but must step outside the polling place to use it. 

• They may NOT: 
 Talk to voters, and should only converse with the presiding judge. 

 Use any devices to record sound or images in the polling place or within 100 feet of 
voting station (cameras, cell phones, smart phones, sound recorders, etc.). 

 

 

 Remember: A poll watcher may not leave the polling place while the polls 
are open and be readmitted unless the watcher has served for five 
continuous hours” Texas Election Code, Sec. 33.052. 



QUALIFYING THE VOTER 

• Step 1: Identify voter by asking for any of the 7 
acceptable forms of PHOTO ID. 

• Step 2: Poll Book 
Compare PHOTO ID or certificate to poll book for: 

 Voter’s name, address, precinct number; 

 Residence; 

 Any notation(s). 

 Note: If acceptable form of PHOTO ID does not provide an 
address, you do not need to ask for a second identification 
for verification. 

• Step 3: Have you Moved? 
Poll worker must ask every voter if they still live at 

the address shown on the poll book. If address is 
different have voter complete a “Statement of 
Residence.” 



QUALIFYING THE VOTER 

(cont.) 

• Step 4: Write Voter’s Information 

Write the voter’s name, precinct number, and 

VUID number on combination form. 

• Step 5: Voter Signature 

Have voter sign combination form. 

• Step 6: Voter Casts Ballot 

Direct voter to touchscreen of their choice to 

cast their ballot. 



If you have multiple precincts use the encoder that matches the poll book by 

precinct and letter. DO NOT MIX ENCODERS. 

29  A  30  31  B  C  

C
o

m
b

in
a

tio
n

 F
o

rm
s
 

Precinct 29 Precinct 30 Precinct 31 

PCT 29 PCT 30 PCT 31 

A  B  C  

P
o

ll B
o

o
k
s
 

E
n

c
o

d
e
rs

 



Voters must now present one of the following forms of 

PHOTO ID when voting in person: 

1. Texas drivers license issued by the Texas Department of Public Safety (DPS). 

2. Texas Election Identification Certificate issued by DPS. 

3. Texas Personal Identification card issued by DPS. 

4. Texas Concealed Handgun License issued by DPS. 

5. United States Military Identification Card containing the person’s photograph. 

1. There are four acceptable types of military ID: 

1. Department of Defense (DoD) Common Access Card; 

2. United Services ID Cards; 

3. DoD Civilian Retiree Cards; 

4. Veteran Affairs ID Cards. 

6. United States Citizenship Certificate/ Certificate of Naturalization containing the 

person’s photograph. 

7. United States passport (a passport card which is issued by the U.S. 

Department of State, is acceptable). 

 

 Note: Acceptable identification must be current or have expired no more than 

60 days before being presented for voter qualification at polling place. 

Texas Election Code 63.0101 

Refer to Election Day binder for examples of acceptable 

forms of PHOTO ID. 



VOTERS WITH PERMANENT 

EXEMPTION 

• Available for voters with documented disabilities. 
 Voter must apply with the Elections Department for a permanent 

exemption prior to election. 

 Voter who obtains a disability exemption will be allowed to vote by 
presenting a voter registration certificate reflecting the exemption. 

Designation of (E) next to 

VUID number. 

•Example: 123456789 (E). 



POLL BOOK EXAMPLE 

 Poll worker must stamp or write “VOTED” when qualifying the voter and 
highlight only the VUID number. 

VOTED STAMP 

VOTED ALREADY 

VOTED ALREADY 

HIGHLIGHT 

MUST COMPLETE A STATEMENT 

OF RESIDENCE BEFORE 

PROCEEDING TO VOTE 

VOTED 



MAIL BALLOT REQUESTED 

For message “Mail 

Ballot Requested” or 

“Mail Ballot Returned 

with Status [OK]”, the 

voter requested a 

ballot by mail. 

 

DO NOT process voter 

until you call  

915-546-2154 and ask 

for Rosa O’Keefe for 

further instructions! 

CALL ELECTIONS 

DEPT. 

CALL ELECTIONS 

DEPT. 



COMBINATION FORM EXAMPLE 

1 

2 

3 4 5 

6 

7 
Uniform 11/03/2015 

03rd November 15 

Lisa Wise 



COMBINATION FORM EXAMPLE 

1. Complete with the correct precinct, date of 
election and type of election. 

2. Print neatly the voters name and VUID number. 

3. Check correct box if applicable. 

4. Have voter initial if applicable. 

5. Voter will sign combination form before 
proceeding to vote. 

6. Presiding judge must sign and date. 

7. If voter receives assistance, print assistant’s 
name and complete address. 



SIMILAR NAME WHEN PROCESSING A VOTER 

POLL BOOK PHOTO ID 

Vanessa Miller Vanesa Miller 

Mark Lopez Marc Lopez 

Nancy Jones Nanci Jones 

Slightly Different (minor misspellings of names). 

POLL BOOK PHOTO ID 

Jose Sanchez Joseph Sanchez 

Kim Rogers Kimberly Rogers 

Esperanza Lopez Hope Lopez 

Customary Variation (English v. Spanish or common abbreviations). 

POLL BOOK PHOTO ID 

Sandra Robles Sandra Robles-Avila 

Jacob Valenzuela Jacob Andrew Valenzuela 

Aimee L. Driedger Aimee Driedger 

Initial, Middle Name, Former Name (maiden names or hyphenated names). 



VOTER’S SIMILAR NAME 

CORRECTION REQUEST FORM 

• Voters with similar 
name will need to initial 
affidavit on combination 
form.  

• This is optional, if the 
voter desires to change 
their name on their 
voter registration to 
match their PHOTO ID, 
they will need to 
complete this form. 

123456789 

John 

Doe 

K. 

MM/DD/YYYY 

Poll worker must write  

voter’s name and VUID  

number.  



ENCODER 

• Insert the voter access card into encoder with the gold chip facing up and 
press “ON.” 

• When you press “ON”, the precinct you are working on will show in the window. 

• Check window for correct precinct before creating a voter access card. 

• The word “Create” should come up in the window. Press “YES” and remove the 
card and give to the voter. 

• The voter access card has been created. At this time, “CLEAR?” displays in the 
window of the encoder. 



PROVISIONAL VOTER 

• A provisional ballot must be offered to: 
1. A voter who does not provide an acceptable form of identification. 

2. A voter whose name is not an exact match or substantially similar. 

3. A voter whose identity cannot be verified by the identification 
presented. 

4. A voter who has received a disability exemption under, but does not 
have voter registration certificate indicating such exemption. 

5. A voter who has applied for a ballot by mail, but has not yet properly 
cancelled the mail ballot application. 

6. A voter who votes during the polling hours that are extended by a 
state or federal court. 

7. A voter who is registered to vote but attempting to vote in a precinct 
other that the one in which the voter is registered. 

8. A voter who appears on poll book, but whose registered residence 
address is outside the political subdivision in which the voter is 
presenting himself or herself to vote. 



NEW PROVISIONAL 

PROCEDURE 

• If the voter believes they are registered, 

the presiding judge must ask if the voter 

registered or updated their registration at 

DPS. 

• If voter did go to DPS, the presiding judge 

must note this and the approximate date 

the voter went to DPS on the Affidavit of 

Provisional Voter (green envelope). 



NEW PROVISIONAL 

PROCEDURE 

• In addition to asking about DPS, it is okay for the 
presiding judge to ask additional information about 
when/how the voter believes they have registered 
in order to complete the provisional process: 

When did you mail in your card? 

What was the name and/or location for which you 
registered through a Volunteer Deputy Registrar 
(VDR)? 

 
 All of these questions help the voter! 

 Check or mark reason 7 on Affidavit of Provisional Voter. 



JUDGES RESPONSIBILITIES 

1. Have provisional ballots set aside and provisional material ready. 

2. Make sure clerks understand that they must offer a provisional 

ballot to those who are eligible. 

1. Presiding judge, display at least 3 paper ballots on the qualifying table at all 

times and have voter select a paper ballot. 

3. Be prepared to move provisional voters out of the main line and to 

the side for processing, direct provisional voters to designated 

provisional voting area. 

4. Encourage voters who have time to cure their issue to do so. 

5. Keep accurate list of provisional voters. 

6. Follow the instructions and fill out all forms completely. Be aware 

that if there is time, they can leave and return with proper PHOTO 

ID. 

7. Follow ballot envelope sealing and deposit procedures properly. 



HOW TO PROCESS A PROVISIONAL VOTER? (cont.) 

PROVISIONAL 

Provisional Ballot Bag 

(Blue) 

Affidavit 

Secrecy 

Envelope 

Ballot 

Combination Form 

List of Provisional Voters Notice to Provisional Voter 



AFFIDAVIT FOR PROVISIONAL 

VOTER (front) 

EXAMPLE 



AFFIDAVIT FOR PROVISIONAL 

VOTER (back) 

EXAMPLE 



STATION PROCEDURES 

(T.A.C. 81.173) 

• If the voter has no acceptable PHOTO ID, 

he/she may be permitted to vote a 

provisional ballot. 

• Ballot will not be counted, if the voter fails 

to present himself/herself to the Elections 

Department, and provide an acceptable 

form of PHOTO ID within the cure period. 



FOR PHOTO ID  

PROVISIONAL ONLY 

• Stamp or write PROVISIONAL PHOTO ID on back of the 
affidavit only if option 1 is checked or marked, “Failed to 
present acceptable form of identification or voter certificate 
with exemption.” 

STAMP 
PROVISIONAL 

PHOTO ID 



NOTICE TO PROVISIONAL 

VOTER 

• Only for PHOTO ID voters who 

voted provisional. 

• Once “Notice of Provisional 

Voter” is completed by poll 

worker, inform voter to present 

himself/herself to the Elections 

Department within 6 days from 

Election Day with acceptable 

form of PHOTO ID in order to 

have provisional ballot counted. 

• Provide voter with map which 

will offer directions to the El 

Paso County Courthouse- 

Elections Department. 

 

MM/DD/YYYY 
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P
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REGISTRATION OMISSIONS LIST 

• When a voter is accepted for voting and his/her name is not on poll book, poll worker must add 
the voter’s name to the Registration Omissions List. 

• Please call the Elections Department to verify voter status first before processing voter. 

Uniform 97 

10/03/2015 Lisa Wise 



PAPER BALLOT CURBSIDE VOTER 

• If paper ballot is 
completed by voter: 
Write precinct 

number on ballot 
(front left corner). 

Place ballot inside 
curbside envelope. 

Place curbside 
envelope inside 
curbside ballot bag. 

Use same 
combination form as 
any regular voter. 

CURBSIDE 



REGISTER OF 

OFFICIAL 

BALLOTS  

• All Election Day Polling Places are supplied with paper ballots to be used for provisional or 
curbside voting. The “Register of Official Ballots” will help you keep track of those ballots. 
Please see Election Day binder for detailed instructions. 

• Return inside ballot box with unused ballots and seal box with red seal. Presiding judge and 
alternate judge must initial the red seal. 



BALLOT CANCELLING 

Press the “Page” button at the 

bottom for 15 seconds. 

Press the “Cancel” button on 

the cancel ballot screen. 

 Remove voter access card. This card is no 

longer active and must be re-processed in 

order to be used. 



ELECTION DAY SEAL LOG 

• You must have 
the correct 
machine count. 

• Serial numbers 
must match; place 
all used seals on 
the back of this 
sheet. 

• Use all machines 
assigned to your 
polling place. 



TOUCHSCREEN RECAP SHEET 

• To get touchscreen totals look at the bottom right of the touchscreen.  

 Example: TOT:029 

• Remember to log in all machines assigned to your polling place. 

15 Uniform 

Lisa Wise 10  03   15 



NOTICE OF VOTER COUNT 

• The notice shall 
remain posted at 
entrance to your 
polling place until 
poll is closed for 
voters. 

• Totals for every 
interval must match 
the total number of 
touchscreen counts 
from “Touchscreen 
RECAP Sheet.” 



PAYROLL 

• Judge and poll worker 
must sign at the 
bottom of payroll form. 

• Time should be written 
on quarter hour, every 
15 minutes. (Example: 
7:00 a.m., 7:15 a.m., 
7:30 a.m., 8:00 a.m.). 

• Indicate a.m. or p.m. 
on your clock-in and 
clock-out. 

5/9/2015 

Jane Doe 

123456789 

145 N. Main St. 

El Paso, TX 79901 915-000-0000 

X 

123     45    6789 

6:15 am 

7:15 pm 

X 



TOUCHSCREENS & SIGNS 

• Reminder: 

Only poll workers can open and close voting 
machines. 

Any machine problem(s) please close 
machine(s) immediately and call tech 
support! 915-834-8254. 

Take enough “VOTE HERE” signs for your 
polling place. 



DON’T FORGET YOUR RECEIPT AT 

THE END OF THE DAY  

• Add: 

Total Voted Ballots 

in Units. 

Total Voted Ballots 

(Provisional). 

Total Voted Ballots 

(Curbside). 

=Total Voted Ballots. 



ITEMS TO BE ON TOP OF 

ELECTION DAY BAG 

• When preparing to 

leave your polling 

place, items listed on 

this form must be at 

the very top of the bag 

upon return to the El 

Paso County 

Courthouse, 3rd Floor. 



END OF DAY 2’s, 3’s and 4’s 
• What goes inside: 

 Envelope 2 
 Yellow Combination Form. 

 Poll Watcher Certificate of Appointment (if 
presented). 

 Notice of Total Number of Voters Who 
Have Voted (Must be posted at entrance to 
polling location during the day). 

 Oath of Election Judges and Clerks/ Oath 
of Assistance and Interpreters. 

 Election Day Seal Log (pink form; will be 
available inside Election Day Binder. 

 Touchscreen Recap Sheet. 

 Envelope 3 
 Pink and Blue Combination Forms. 

 Envelope 4 
 White Combination Form. 

 Statement of Residence. 

 Texas Voter Registration Application 
(English and Spanish). 

 Voter’s Similar Name Correction Request 
Form. 

 Registration Omissions List. 



VOTING MACHINE CLOSING 

PROCEDURES 
• After closing your polling place, presiding 

judge and alternate judge must eject data 
disk from each card slot on every assigned 
voting machine. 

• Place all disks inside blue bank bag. 

• You must lock the bank bag and remove the 
key. 

• Place key inside the yellow envelope 
(envelope will be inside blue bank bag), and 
seal with a red seal. Note: Presiding judge 
and alternate judge must initial seal at the 
time of sealing. 



VOTING MACHINE CLOSING 

PROCEDURE (cont.) 

Remember to place both sealed manila envelope and 

sealed blue bank bag at the very top of your Election Day 

bag. 



CLOSING THE POLLS 

• Your polling place must be closed to voters 
by 7:00 p.m. 

• Every voter in line before 7:00 p.m. must be 
allowed to vote. 

• Do not begin closing voting machines until 
last voter has finished voting. 

• Pack all supplies provided by the Elections 
Department inside Election Day bag. 

• Return to El Paso County Courthouse, 3rd 
floor to deliver Election Day bag. Remember 
to park inside the County Garage to receive 
parking pass validation. 

 



DELIVERY OF ELECTION DAY 

BAG 

• Presiding judge and poll worker from 

opposite party, must deliver the Election 

Day bag to the El Paso County Courthouse. 

• Please make arrangements to deliver bag 

together. It’s recommended that presiding 

judge and poll worker ride together, but it’s 

not required. 

• Poll worker can follow presiding judge in a 

separate vehicle if necessary. 



END OF TRAINING 

For more information or questions 
regarding this training please contact 

Melissa Rosales at 
merosales@epcounty.com 

 

Website: epcountyvotes.com  

 

Revised 10/2015 
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