Election Worker
Tralning

Primary Election

2012



CHANGES

ICE form at training; attendance marker.

Different Precincts.

Different Polling Sites.

Inspectors will pick up at our NEW location.

Inspectors will pickup one voting booth instead of 4 or 5.
RED BINDER.

District Inspectors.

NO “Address Change w/in Precinct” or “Name Change”
forms. Use VR form.



Sarpy County Legislative Map

Caws County, HE

/ Pottmwattamie County, 14

MBs County. TA

Sarpy County

Legislative
Districts

o 05 1 2 3
Miles

Legend
City Limits
Legislative District
District 2
District 3

District 14

District 45
District 49




2012 Sarpy County Precincts

Douglas County, NE

Cass County, NE

- ¥ > £
5 | i 54 56 I 2 32 i 34
1 § | 2 53 & 4 .,/'”‘é‘*si/‘aa BT
2 % B, g B Glesra- - ST 5 gnes 2 aites g
§ f cnna 51 3 5 A P
] g i 5 “m, | 36 37
55 Cornhusker Rd 52 ks j LD14 38
LD49 z 40
= El 39 41
H 42
Angus Rd
Saunders County, NE 587 B i 49 A5 1
2 f
| copehartra Capehart i 3 oy
Fairview Rd g E = a
a8 -

56th St

Pottawattamie County, IA

Hirlangewis Rd

Mills County, IA

Sarpy County

Nebraska Legislative
Districts

Legend

Legislative District
LDz
LD3
LD 14
LD 45

LD a9

(il

Street Type,

Voting Precincts

Interstate
Expressway
US Highway
State Highway
Major Road
Minor Road

Ramp

N

Railroad

Lakes & Streams

City Limits

o

05 1 15 2 25 3 35
Miles
N

bl
s

Map authored on 1/4/2012 by:




ELECTION WORKER TRAINING GUIDE

e This guide can be found on our website:
http:www.sarpy.com/election/pollworker_training.html

e The traditional training manual can also be
found on the same website. There will be a
training manual in every RED BINDER on
Election Day.



TIME OFF WORK FOR ELECTION DUTY

(Applies to ALL election workers)

According to Nebraska State Law, No Employee
Shall Be Subject To:

* Discharge from employment

* Loss of pay

* Loss of overtime pay

* Loss of sick leave

* Loss of vacation time

* Threat of any action or penalty
* Any other form of penalty



ELECTION BOARD

Inspector

* Each Precinct has one inspector.

* The inspector is a deputy of the Election
Commissioner and, as such, has full charge
of, and is responsible for, the proper conduct of
elections.

* The inspector will assign your duties and will
designate break times. (est 1 hr for lunch and 30
min for dinner, at staggered, non-busy times + other
short breaks as needed)
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ELECTION BOARD

Clerks & Judges

* Clerks are responsible for verifying a voter’s
status, determining the ballot the voter should
receive, and for capturing the voter’s signature.

* Judges are responsible for issuing the ballot to
the voter and receiving the ballot from the voter.

* Clerks and Judges may switch jobs throughout
the day at the discretion of the inspector.



ELECTION BOARD

SUBS

We will give you as much notice as possible,
however, we may need you at short notice.



POLL TIMES

Election Day
Tuesday, May 15, 2012

Polls open at 8:00 AM
Polls close at 8:00 PM

YOU NEED TO ARRIVE AT YOUR ASSIGNED
POLLING SITE AT 7:00 AM.



ELECTION BOARD CONDUCT

NO political conversations.

Treat all voters with courtesy.

Treat fellow election workers with respect.
Maintain professionalism.

Keep voting area tidy and relatively quiet.
Keep food and drink AWAY from the ballots.
Clean up after yourselves.



PROCEDURE

Duties before the polls open.

 Inspectors will pick up supplies on Monday, May 14
from the Election Office between 8:00 am and 4:45 pm.

* Follow the checklist in the RED BINDER.

 Every election worker will help inspector unload
supplies and set up the polling site.

e Judges will complete Ballot Certification Form.

 Every election worker will sign payroll sheet, and the
oath printed on the second page of the List of Voters
Book.

e Open the polls at EXACTLY 8:00 AM.



Sample Oath

Page 2 List Of Voters Book

BEFORE THE FOLLS OPE

32-238, Judge or clork of election; inspector; cath. Belore entering upon his o hor dities, aach judge o clerk of
whection and sach inspector shall akgn &n 0ath 1o be returmed to the slection commissioner adier the polls close, The
ﬂ!lhl‘!!ﬂ"NNND"WMMMImnNWMMﬂﬂrﬂm 11 the oath is printed in the sign-in
sigring of the sign in register shall ba compiste and aufficient compliance with the requiremenis of
mﬂ 101.01. The form of the oath shall be as provided in such section.

OATH OF OFFICERS OF ELECTION

| g sokeminly swear that | 'will suppont and defend the constiution of the United States, and tha Canstifution f the Stat of
Netraska, againsl all enemies, foreign and domesic: that | will bear i fith and allegiance ta the same; thal | take this
abligaticn fresly, without any mental reservation of for purpasa of evasian; and thal | will faithfuly and impariaily perform the
dulics of the Office of tha Electian Receiving Board accavifing to law, and 1o the best of my sty. And | o further swer

that | do not advocate, nos em | & member of ary poliical party or advocates th of

of the Urited States of of this state by fores or vislance: and that curing such me as | am in this pasition | will nol acvacale nar
become a mamsar of any pelilisal party or crpanization Ihat advocales the cverthrow of the government of the Uniad States
o of this state by farce or viokenes, 3wl not in any manner make known (o any ore the fesull of the veles as they are being
counied untilt the pols have closed. So hely me God.

Subscribed and sworn 12 before me this 15t day of May AD.2012,

Judges and Clerks of Election

Connie Suck_
Sigratis
Joann Maoline,
Bgratan
Maria Ball
Sgrature
Eignaue
Inspector of Elaction
Boverly Chunka
Sorature
CLOSE
Wi clo heveby coridy Thal ha foregoing is a trve st of the persons voting 6l & Primary Eisclion
haig in Frécinct @1, in Sarpy County, Nebrska, on the 15th day of May AD, 2012, and that
_ wosihe folaf numbor of valars.
Judges and Clarks of Election
Connie Suck
Sgnane
Joann Moline,
Egnatun
Maria Bell
Sgratan
et
Inspector of Election
Baverly Chunka
Sirwtom

Predinct 1 - Scuthroads



PROCEDURE

Basic Duties of Election Workers

Clerk 1 — Assigned to Roster (List of Eligible
Voters Book).

Clerk 2 — Assigned to List of Voters Book.
Judge 1 - Issues ballot to voter.
Judge 2 — Receives ballot from the voter.



Follow the steps (columns) in the Roster

1. Clerk 1 asks the voter, “What is your name?”
2. Clerk 1 asks the voter, “Where do you live?”

3. Clerk 1 looks to see if there are notes in
Column 3, voter status.

4. Clerk 1 writes the line number in Column 5.
5. Clerk 1 has the voter sign in Column 6.

6. Clerk 1 informs Clerk 2 of the voter’s ballot
style.



SAMPLE ROSTER PAGE

Precinct 34 List of Eligible Voters - Book 1 Balals Cast
051172010 Page 4 of 42
1 ot A VARG RIS P LE8 U [ o
DAH COCEAD NUMBER BOOK 2 VDTER'S SIGHATURE BALLOT
FIRST NI WATH LUNE RO HusBER
YEAR
Binarak 2001 8 254 S i
Michael D 1839 wa.!:. KE w_._...._ (R R0 R0 Bailot34.01-REP
Michael Bisarek § 173670
Blank B4 Nelson Dr
KallJ 190 |ometam NEB91 (AR 10 TR O Salal34.02:7EP
Keli Blank 1242048
Boldt 12414 & 230d 5t Adelrass
Jr— 1878 NE 3__, Confirmation, Bailol34.01-REP
nq!
Kasle J 1980 " NE 123 gt Bailol 34 01-REP
Boa 12422 5 230d 51, Unil B
Netios D 1966 |Aotowue, NE 88123 (AT N BN PR
Neholns Bos 3185436
[ 12422 5 F3rd 5L, U1 B
- Wied L | 1967 | Batinvun, NE 88123 _-_—===-____—-n__ Ballot34. 01-REP
Vicki Flos 3185402
Bawditch 104 Alman CF, Box 3071 [Need I8 To Vota
Ryan N 1884 Q.:zpe!zm 68113 _-_-====—__==__ Blaliot 34 02-HON
Ryun Bowditch 3180248
Bowan 15 Bawyer C1 Early Voting e —
Juramiah Rt 10024 g:.ﬂ,hhz.mg:u mn_.uvwnu.n _-_--_E-_——__ﬂ-__ % Ballst 34.02-REP

Jeremish Bowen 3272590




List of Voters Book Procedure

. Clerk 2 prints the name of the voter on the
next available line

. Clerk 2 tells Clerk 1 the line number for the
voter

. Clerk 2 records the ballot style for the voter.

. Clerk 2 informs Judge 1 the proper ballot
style for the voter.



Sample List Of Voters Page

PLEASE PRINT NAME

DEM | LIE | NONP

EEREEmEyRBRERR RS
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4

ERCHC N

48
48

TOTALS FOR THIS PAGE (DEM, LIB, NONP, REP & PROV)




NOTES FOR JUDGES

You may want to initial a few ballots before the
morning “rush” of voters.

NOTE: All ballots are ONE piece of paper this time!

Make sure you look at the BOTTOM RIGHT corner of
each ballot to determine correct ballot style. DO NOT
USE THE BOTTOM MIDDLE NUMBER...IT DOES NOT
ALWAYS MATCH.

Make sure ballots are loaded properly in the ballot
sleeves before depositing in the ballot box. Initials
face UP at large open end of ballot sleeve. Have voter
reposition if necessary.




TYPES OF BALLOTS

*American Elect (Nonpartisan)
*Democratic

*Libertarian

*Republican

*Nonpartisan

*Nonpartisan Democratic Congressional
*Nonpartisan Republican Congressional



SPOILED BALLOTS

 Have voter write “spoiled” across the front of
each piece of ballot paper.

* Place the spoiled ballot in the spoiled ballot
envelope.

e Issue the voter a new ballot up to FOUR
ballots total.



NOTE

e NEVER, NEVER, NEVER retrieve a ballot from a
ballot box. Call the Election Office if you have a
“situation”.

* If a voter challenges the ballot style given to
him/her, call the Election Office.

 Never accept an early ballot at the polling site.



SPECIAL EXCEPTIONS

Provisional Ballots

Voting a provisional ballot means that the
voter will place his or her voted ballot in a
special envelope so that his or her voter
registration can be verified before the
envelope is opened and the ballot is mixed
with other ballots for counting.



Who votes Provisionally?

A person who is registered to vote in Sarpy
County, but has moved and failed to re-register
to vote with his or her new address.

A person who is not listed in the Roster.

A person who is marked in the Roster that he or
she requested an Early Ballot, but did not
receive it or did not return it.

A person who is marked in the Roster as “Need
ID to Vote” and has not provided such at the
polling site.



PROVISIONAL PROCEDURE

. Inspector calls the Election Office to verify
that the voter is at the proper precinct and

to obtain the proper ballot style for the voter.
. Voter signs in back of Roster.

. Voter is assighed a line number in the List of
Voters Book.
. Inspector completes bottom portion of

provisional envelope. Inspector places line
number on provisional envelope.



PROVISIONAL PROCEDURE - CONTINUED

5. Voter completes the oath on the provisional
ballot envelope

6. Voter completes and signs the Voter
Registration Form. Places in front pocket of
provisional envelope.

7. Voter completes the PIN form. Puts one
copy in front pocket of provisional envelope
and keeps one copy for him or her self.

8. Voter is given ballot and instructions.




PROVISIONAL PROCEDURE - CONTINUED

9. Voter places folded voted ballot in the
provisional envelope and seals it.

10. Judge 2 verifies that provisional envelope is
complete before placing provisional
envelope in the ballot box.



Sample Provisional Envelope



SPECIAL EXCEPTIONS

Name Change — When a voter’s name has
changed, have that voter complete a new Voter
Registration Application.

The voter must be listed in the ROSTER and live at
an address within the precinct.

Proceed with normal voting. (not provisional)



SPECIAL EXCEPTIONS

Address Change Within the Precinct

If a voter is listed in the Roster, but lives at a
different address than what is listed, and that
address is still in the same precinct, the voter
may vote a regular ballot if he/she completes a
Voter Registration Application.

Inspector needs to make a phone call to the
Election Office to determine that the voter still
lives in the same precinct and to obtain the
proper ballot for the voter.




VOTER STATUS NOTES

e Listed in Column 3 of the Roster.
 Three possible messages:

1. Early Ballot Sent Vote Provisionally
2. Address Confirmation Required
3. Need ID to Vote



“Early Ballot Sent Vote Provisionally”

 These voters have been sent an early ballot.

 These voters must vote provisionally if they
choose to vote at the polling site.

* Under no circumstances are you to accept an
early ballot at the polling site. They are to be

returned to the ELECTION OFFICE by 8:00 PM
Election Day.



Sample Roster Last Page

Provisional Voters will sign in at the BACK of the Roster.

Precinct 34 List of Eligible Voters - Book 1 Ballots Cast
05/11/2010 Page 42 of 42

FetERs P 2 e G | D e B e e e R e e SR i e e R A R s R
HAME: LAST ADDRESS VOTER STATUS BAR CODEND NUMBER BOOK 2 VOTER'S SIGNATURE BALLOT
FIRST M BIRTH LINE NO NUMBER

YEAR

Ballot

Ballat

SAMPLE




“Need ID to Vote”

These are the ONLY voters you are allowed to ask for identification.

Acceptable forms of ID:

 Nebraska Driver’s License or Nebraska Photo ID
(address and name must match ROSTER. Cannot be expired.)

Other Acceptable Forms of ID:
(name and residence address MUST match)
* a copy of a current utility bill
bank statement
government check
paycheck

*
*
*
* other government document



“Address Confirmation Required”

e Ask the voter “Where do you live?”

* If the voter tells you the address listed in the
Roster, they have just confirmed their
address. Let them vote a regular ballot.

* If the voter tells you another address than
what is listed in the Roster, have him/her call
the Election Phone Bank to determine the
proper polling site.



ASSISTING VOTERS

 The Automark is available for ALL
voters, but may be quite helpful to
those who have a reading disability,
have a vision deficiency, or have a
disability that requires help marking
the ballot.



ASSISTING VOTERS

Curbside Voting may be made available to voters
unable to enter the polling place. They may
request a ballot be brought to the curb.

Look up the voter’s name in the Roster.

A Judge and Clerk (of different parties) take the ballot,
the Roster, the List of Voters Book, a pencil and a ballot
sleeve to the car.

Follow normal voting procedure.

Note “Assistance Rendered” on page 3 of the List of
Voters Book.

Deposit the ballot in the ballot box.



SAMPLE PAGE 3 LIST OF VOTERS BOOK
ASSISTANCE TO VOTERS

ASSISTANCE TO REGISTERED VOTERS

(1} 1f a rogiesernd voter deciares to the judge of election that ho of she cannot read or that ho or she.
suffers blindnoss or other physical cisabilty o handicap sush Bt the resislares vele: requires
assistance in the marking of his or her ballol, (2] the registered volar may be sssisted in marking

his or her ballot by a relative or friend of his oo hor selection of (b) cee judge of slection and ane derk
of election of diierent pafitical paries mary take the ballol of ballots Fom e poling place to a
convenient place withic She buIkEng o 10 the registared voter's suscmbibe i€ the automiile ks within
one bioci of he poling pace and the dieabikd of handicapped pereon may cast his o her baliot in
e ganarsl presanca of the judge and der.

(EAThe uxige and clak shal ghes s inrmation regarding the c,umg of the balict. Any registered
woler receiving n vating the b [ 0 the judge and
churk the rame of the cancidates and e mmsumu—.m—nm he n(aremumln\ml- and the
jutge and clork shafl cast his or her ballol only a3 he or she 30 requests. No persor offer than the
Tegisterd votar who i receiving assistance shall diuige ko anyone within the poling placs B name
©f sy candidaln for whom he of she initnds 1o vole or ask o Tcohue BSSistance wikin the polisg
ploce in tha prepanation of his of her balt

(3] The judges of clecton shall enter "Assistance Rendered™ upcn the precinct sign-in register
near the name of any mglstend volar who receives such assistance in casting his of her baliot and
shal inciude (e NAMe of SLCh prson 1INCerng BSHSIENce 10 the registerd voter. The person
randering assistance snal Bign 30 aath bates 8 judge of election

¥ harely swerar that | am a friend or relathvo of the dissbled registered volis whe requested assistance
I canting the ballot, that | did enter the voting booth or sid such vober outside of the voting booth amd

marknd the basiot i desis o the
ballot at a3 and that l e of

this 152h day of May, 2012

PERSON ASSISTING VOTER NAME OF VOTER

signature and printed name print voter name and ID number

OF
ASSISTING VOTERS

Pracinct 1 - Southroads.



EARLY PICKUP

e Early pickup will begin at 2:00 PM. It may
take a while for the team to reach your
polling site.

* Follow the checklist in the RED BINDER



CLOSING THE POLLS

Follow the checklist in the RED BINDER.

Make sure you leave the Automark in the same place
you found it. It will be picked up the day after the
election.

Leave the cones and regular voting booths at the
polling site, they will be picked up the day after the
election.

Inspector delivers voted ballots, supplies and ADA
compliant voting booth to Election Office.



Sample List Of Voters Cover Page
DON’T FORGET TO COMPLETE!

LIST OF VOTERS BOOK

PRECINCT 1
Southroads

PRIMARY ELECTION

Tuesday, May 15, 2012
SARPY COUNTY, NEBRASKA

Humber of Demacratic Votars who voted
Mumbor of Libertarian Voters wha voted
Mumber of Nonpartisan Voters wha voted
Mumber of Repubécan Voters who voted
Number of Provisional Voters who voted

Tatal Number of Persons Voting at
this Polling Flace

AUTOMARK #

S THES MUMBLER, £ THE ALTOMARIK CASE

RETURN THIS COMPLETED LIST OF VOTERS IMMEDIATELY TO ELECTION COMMISSION

SARPY COUNTY ELESTIN CONMSSION
APLLION, KL 55048



MEDIA

Inspector should be spokesman.

Do NOT answer questions about WHO has
voted or WHO has not voted.

You may tell the media how many people
have voted, but you don’t have to.

You may choose “not to comment”.

Please refer the media to the Election
Commissioner. 402-593-2167



SAFETY

Emergency Procedures
Inspectors should:

Help determine emergency routes/shelter
locations.

Election Workers should:
Think about what to do in an emergency.
Be on the lookout for anything unusual.

Never do anything that would put your life or
health at risk.



SAFETY — CONTINUED

If you must take shelter or evacuate the polling
site, and it is safe to do so...

Clerk 1 take Roster.

Clerk 2 take List of Voters Book.
Judge 1 take all initialed ballots.
. Judge 2 take ballot box.

Call the Election Office for further
instruction.

S O



ELECTION OFFICIAL PAY

* Inspectors are paid $7.85/hr.
e Clerks & Judges are paid $7.25/hr.

* All election workers are paid $10.00 to attend
training.

Please allow 4-6 weeks from Election Day to
receive your paycheck. Your patience is

greatly appreciated.



DON’T FORGET

Inspectors call the polling site and all of your
workers prior to the election.

Inspectors pick up supplies the day before
the election.

Early Ballot requests are on the table.

Make sure you turn in the ICE form. That s
your attendance slip and we will put it in the
RED BINDER.



THANK YOU!

WE APPRECIATE OUR ELECTION WORKERS!
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