
Welcome Officers!
to the

Prince William County
Officer Essentials Class



PWC Officer Essentials

• Welcome to the Prince William County 
Election Officer Essentials Training ClassWelcome

• Please have your manual available. Manual 
and slides available on website under TrainingManual

• This class will be approximately 1.5 
hoursHousekeeping



Message from the PWC Director of Elections

3Eric Olsen



Prince William County Electoral Board
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Keith ScarboroughMarcus Moyer Heidi Stirrup



Please save your questions for 
designated Q&A slides or add them to 

the chat if on-line



Election Day Details & 
Additional Information

Election Day:  Tuesday, November 4, 2025

Type: General Election

Officer Hours: 5 a.m. – 8:30 p.m. 

Voting Hours: 6 a.m.– 7 p.m. 

Monday Set-up:      Available

Election Officer Pay:  $200

Officer in Charge:   Chief



Please be flexible with Precinct Assignments!
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• The Staffing Department spends hundreds of hours each 

election ensuring that every precinct has each title needed 

and keeps party parity

•Once your home precinct fills up – please be flexible to move

•Officers may serve in one precinct for several elections and 

THEN be relocated due to leadership changes, etc.



Announcements, Reminders & New Information!
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•National Clearie Award and Honorable Mentions 
from the US Election Assistance Commission

•335,000 Registered voters in PWC

•7-9 officers per precinct in NOV

•Please don’t talk politics or wear political clothing

•Sample ballots are on our websites- pwcvotes.org



What to Wear & 
Officer Guidelines

Election Day >
General Information

Comfortable clothes and 
shoes

• Dress is business casual 

Election Officer Shirt

Lanyard

Manual 

Page 19



What to Bring

Food and Beverages 
for Entire Day

• Chief may do a 
Potluck, bring your 
own, or you can 
have food 
delivered/dropped 
off

Medications

• Bring medications

• You cannot leave 
the precinct once 
you arrive

Book/Phone Use

• There will be some 
downtime-Bring 
something to do

• Put away when 
voters are present



Reminders

•Lanyards with badges.  
Yours to keep!

•Pick up on election day 
from Chief’s bag! 
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Contests
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Statewide
• Governor
• LT Governor
• Attorney General

House of Delegates
(PWC Districts)
• 19 th –  25th 

Special Elections
(No Party Identifiers)
• Gainesvi lle Supervisor

(14 pcts:  401-414)
• Member Town Council

(1 pct - Occoquan)

Tell voters 
“Ballot 
starts 
here.”



Manual
• Important Training Tool
• Review before Election Day
• Bring to Trainings
• Bring on Election Day
• Manual available on-line



Training Manual Addendum
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Step By Step: Open The Pollbook

Final Step – Start the Pollbooks

Closing the Pollbooks

New Pollbook Feature

Supply Return Sheet



Election 
Officer 

Checklist
In

Manual

     
Manual 
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There are several Checklists in the Manual

• Pre-Election Checklist

• Monday Set-up 
Checklist

• Election Day Opening 
Checklist

• Election Day Closing 
Checklist



QUESTIONS?



Office Titles in Precinct
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Chief Assistant 
Chief

Equipment 
Provisional 
Specialist

Language 
Officer

Election 
Officer



Office Roles in Precinct
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Greeter
Pollbook 

Officer
Voting Booth 

Officer
Scanner 
Officer





Marking Station 
Reminders

-No Talking While in 
the Marking Station
-Cell Phone research   
is allowed



How to 
Check-In 

a Voter



•Three letters of last 
name, then a 
comma, then three 
letters of first name 
(add comma and 
“year of birth” if 
needed)

•Remember there is 
an Advanced Search 
– See Leadership for 
assistance

Pollbook Reminders



• THREE click process 

• (4 for Primary)

• “Check in Voter”

• (Extra Step in Dual) 
“Which Primary are 
you voting in today?”

• “Continue”

• “OK”

•RED means 
“Checked-In”

Pollbook Reminders Cont.



NEW
We've added a field in 

the bottom left corner.  
See what time and 

which device they were 
checked in for situations 

where an EO believes 
that an individual has 

already voted.

NEW – Check In Info
will be blank prior to checking in a voter

Check In Time & User/Device
will display if voter info screen 
is reopened



Default Screen

Voters in 
PCT Counter

User Poll Sync

Statuses
Power



Default Screen
Menu

“Hamburger Icon”



Open Polls

Pollbook 
Summary

Street 
Look-up



Close Polls



Voter Check In



Voter Information 
Screen



Red Text













Acceptable 
Voter IDs

Note 1:  Only 2 IDs are required 

to have a photo:

 -Employer issued ID 

-School ID issued by a school 

outside Virginia

Note 2:  Never turn a voter away 

for lack of valid ID -  Always offer 

the option to sign the ID 

Confirmation Statement



DMV Electronic ID Demo
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• Can only be accessed via VA mID app

• QR Code is not scannable like 

       a barcode

• Pollbook manual search only

• Not expected to be commonly used



Pollbook “Flags” 
When Checking 

in a Voter
“States & Tags”



Pollbooks
Driver’s Privilege Card

Page
79

Is this ID acceptable?

9 Limited duration (S ee expiration date on front)



When to Send Voter 

to the CHIEF

•Inactive Voters

•Absentee Issued 



When to Send Voter 

to the CHIEF Cont.
•Wrong Polling 

Place (or cannot 
find on 
Countywide 
Lookup)

•Overseas

•Already Voted



When Do Voters Get a 
PROVISIONAL BALLOT?

Absentee 
Voters 

without 
ballot

Not on 
your 

Pollbook

Already 
voted SEND THESE VOTERS TO THE CHIEF





New QR Codes with 2 Min “Set-Up” Videos
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Pollbook Setup Video

Just in-case you are asked to assist





Scanner Reminders Cont.
•You need to be 

behind the 
Scanner while 
voters are 
scanning ballots.

•You should be 
able to see the 
“blue light.”



Scanner Reminders Cont.

• If a ballot gets 
rejected, you need 
to engage with the 
voter to determine 
the issue.

•Remind the voter 
that the American 
Flag on the screen 
indicates that the 
ballot was accepted.



•Remain Calm

•Listen to Voter

•Explain the Issue if 
Possible

•Send Voter to the 
Chief

De-Escalation

* Pamphlet will be in Chief Bag



What to do after the polls are closed
Reminder: If a voter is in line at 7pm – They CAN vote!

Please use the Closing 
Checklist in the Manual 

• Don’t close down 
equipment  until all 
voters have voted

• Clean up
• Remove all tape 
• Take down signs
• Put tables & chairs 

away
• Clean up food area

Page
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Manual 

Honorable 

Mentions

Pg. 30   Equipment Cage – Chief direction only!  Try to put 
items away safely and neatly

Pg. 41   Precinct Opening Checklist – Review prior to 
election so you can be helpful to your Chief

Pg. 64   Pictures of the Outside Signs that you may be 
asked to put out

Pg. 71   Drop Box – Every precinct has one, let Chief know if 
a person comes to drop off a ballot

Pg. 72 & 73  Outside Polls procedures – Read manual and 
see Chief

Pg. 93   Rejected Ballots on Scanner – Never look at 
ballot….Ask them to try to scan again



Manual 

Honorable 

Mentions

Pg. 102 Prohibited Area – 40 ft away from front door is 
considered part of the precinct

Pg. 103 Safety – Firearms are NOT allowed in precinct-
Discreetly let Chief know if voter is packing

Pg. 104 Authorized Person in the precinct – Other than Poll 
Watchers

Pg. 105 Media Guidelines – Get Chief for assistance

Pg. 106 Poll Watchers – They are concerned citizens and 
should be treated with kindness 



pwcvotes.org/training

• 10+ Videos

• PowerPoint 

Training Slides

• Manual



QUESTIONS?



Thank YOU!
Make your day a great election day!

November 4th, 2025
____________________________________________________________________________

Please Submit Attendance Survey 
(virtual only)
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