
Election Officers Training

November 7, 2023

1

General Election



INTRODUCTIONS

• Welcome to EO Training.

• Today we will be talking about Election Officer duties and the November General 

Election.
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Introductions



SUPPORT Support

BEFORE ELECTION DAY 

Main Office Line: 703-792-6470 

Officers with questions before Election Day should contact the Election Officer Team. 

Officer Email: electionofficer@pwcgov.org

Officers can email questions and concerns to the officer email address. For immediate concerns, please call. 

ONLINE ACCESS 

Website: www.pwcvotes.org/electionofficer

Officers can view training materials and videos, link to the officer portal, and more. 



SUPPORT (cont.) Support

ON ELECTION DAY 

Chief HQ: 703-792-8397   Leadership Team Only

Chiefs with questions on Election Day should contact Chief HQ for policy and procedure 

clarifications, technical support, emergencies, or facility access issues.  Reminder DO 

NOT share this number with the public!

Main Office Line:  703-792-6470

Officers with questions about voter registration should contact the Main Office for a 

voter lookup.
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• The EES is now the Equipment & Provisional Specialist (EPS).

• The Provisional Ballot Envelope has changed.

• Drop Box ballots will be returned in an envelope. 

• iPads and iPhones will contain:

• TallyPoint for reporting results and completing the Provisional Ballot Log.  You will have a paper 

Provisional Log AS A BACKUP ONLY.

• Translate

• Interactive What-Ifs

CHANGES Changes
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Review the manual that was mailed to you, unless you are 

attending the Leadership Certification Training.

Attire:

• Tee Shirt or Vest.

• If you work curbside voting, you are required to wear the 

vest.  There will be three vests in the cage.

• Don’t mix the worn vests with the clean ones in bag.

There is a New Manual Changes



Reminders
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Reminders

• Vote Early.

• At 5 AM, get the Scanner(s) and Pollbook up and running FIRST.

• Pollbook Officers will send all voters with issues to the Chief.  



Reminders (cont.)
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Reminders

• A standard voter is one where the name comes up and you check them 

in.

• Anything else is an issue.

• Call Chief HQ for help if needed.

• The Chief HQ number is not to be given to the public.  Only Chiefs      should call 

HQ.



Basics
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Basics

• Election Officers are non-partisan on Election Day.

• Minimize use of mobile devices.

• Bring any necessary items for the day.



General Information
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Basics

• Election Day: November 7, 2023

• Type: General

• Work hours: 5:00 am - ~ 8:30 pm

• Voting Hours: 6:00 am – 7:00 pm

• Monday Setup: Yes

• Officer in Charge: Chief Officer



Who is allowed at the polling place?
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Basics

• Election Officers – of course

• Voters - Obviously

• Poll Watchers – Must have signed authorization from a party.  Can’t disturb the process inside the 

40-foot area.

• Media – Can’t impact voter privacy, CANNOT interview people inside the 40-foot area.

• Office Staff, Electoral Board Members, and Special Assistants.

• Others – DOJ, International Observers, and others.  We will tell you!
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What is not allowed at the polling place?
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Basics

• Voter Intimidation

• If you observe voter intimidation, notify yourChief.

• If you observe a crime or fear for someone’s safety, call 911.

• Firearmsare not permitted at or nearpolling locations in Virginia.  

• Prohibited on school buildings and grounds.

• Carrying/brandishingfirearmsthat might causereasonable fearto those arriving to vote.

• Law Enforcement Officers are permitted to carry firearms in polling place.



The ballot is legal size 

(8.5 x 14) 

and double sided.
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What’s on the Ballot Basics

131 total

 Ballot Styles

Virginia:

State Senate

House of Delegates

PWC:

Clerk of Court

Sheriff

Commonwealth Attorney

BOCS

School Board

Soil and Water Directors

Town Specials:

Haymarket Town Council

Quantico Town Council
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Election Day

• $200 Election Officer

• $225 Assistant Chief

• $275 Chief

+ $25 Extra for picking up supplies (1 person selected by CO)

+ $25 Extra for dropping off supplies (2 people selected by CO)

Officer Pay Basics



Supply Pickup - Chief Basics

• Pick Up:

• Thu. 11/2 12 pm – 7 pm 

• Fri. 11/3 9 am – 7 pm 

• Sat. 11/4 9 am – 12 pm

• Location:  13851 Telegraph Road, Suite E, Woodbridge, VA  22192

• Operations Center Phone:  703-792-8397

• Chief or Assistant Chief

• Bring ID with you.
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QUESTIONS



The Polling Place 17
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• Helps the Chief lead the Team.

• The Chief will assign duties to team members.

• There is plenty to accomplish in the first hour to 

open on time.

Be On Time The Polling Place 



Equipment Set Up The Polling Place

• Monday set up is allowed.

• Most polling places will have three pollbooks, some will have four.

• Most Polling places will have one Scanner, some will have two.  

• Call Chief Headquarters before opening the second scanner.



Example of Polling Place Layout
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The Polling Place



Opening the Polls 21
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• THIS IS A PRIORITY!!

• The designated person (EPS) will set-up and 

open polls on the Pollbook.

• All polling places distribute ballots at the 

check-in station.

• Pollbooks must be ready to check-in voters 

before 6:00 am.
Pollbooks

Check-In Station Opening
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• All polling places will have 1 Scanner (THIS IS THE 

OTHER PRIORITY) and 1 Touch Writer.  

• Some will have 2 Scanners.

• The Scanner must be ready to scan ballots before 

6:00 am.

• The designated person will setup the Scanner.

Voting Machines Opening

Scanner

Touch Writer
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• Place Drop Box next to check-in station.

• Ensure Drop Box is locked.

• Drop Box voters do not have to wait in line.

Mail Ballot Drop Box Opening
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• Polling places are issued 12 tabletop marking 

stations.

• Stand-up voting booths are available at 

supply pick up.

• Make sure aisles are wide and free of debris

Place three on 6-foot table

Voting Booths Opening



Ensure all this 

is done before 

6:00 am.

Before Polls Open Opening

• Polls open on Pollbook and Scanner.  (This is the priority at 5 am) 

• The Pollbook Summary Report 

• The zero tapes from the Scanner and Touch Writer are taped to the wall.

• Ballots are ready to pass to voters at the Check-in station.

• The Oath.

• The Pink Comp Sheet.

• Mail Ballot Drop Box in place.
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40-foot Prohibited Area
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Opening

• Each polling place must establish a 40-foot boundary outside the polling place 

entrance.

• This is defined as the exterior entrance of the building, not the voting room if it is 

inside a building.

• Certain activity is prohibited inside that line including:

• Electioneering

• Media interviews
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Questions



Frequently Used Election Forms

These forms will be handled by the Leadership Team.
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This form is required if a voter needs help 

completing their ballot.

Envelope #8

Request for Assistance Form Election Forms
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• This form will be completed if the voter is 

listed as “inactive” or as “address 

confirmation.”

• Form will also be completed if a voters right 

to vote is challenged.

Envelope #8

Affirmation of Eligibility Election Forms
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• Used to register voters and to update voter 

information.

• Note: We no longer use the green VRA form.

Envelope #8

Voter Registration Application (VRA) Election Forms
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If voter does not a valid ID offer 

this form.  Once completed this 

form becomes a valid form of 

ID.

Envelope #8

ID Confirmation Election Forms



Provisional Ballot Changes 34

All Provisional Ballots and Same Day Registration will be handled by the Leadership Team



Provisional Envelope
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Provisional
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The New Provisional Bag
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The Provisional Ballot Bag has Changed Provisional



Provisional Ballots and 
Same Day Registration (SDR)



Basic Information 
on Same Day Registration
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Provisional >

SDR

• Same Day Registration (SDR) is a process where a Voter can register to vote and 

vote provisionally on Election Day.  It will only be handled by the Leadership Team 

in a precinct.

• SDR voters MUST cast a Provisional Ballot, they are not checked in on the Pollbooks 

and CANNOT vote on the Scanner.
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• When does a voter become a provisional 

voter?

• All provisional paperwork is green

• Give voter a Provisional Voter Notice with 

reason checked. 

• Flip page for Spanish

Provisional Voters
Provisional > 

Paperwork



• Write Precinct # on Envelope.

• Give voter a Provisional Ballot Envelope to complete and sign.

• Ensure voter completes required fields on envelope.

• Voter inserts Ballot into Envelope.

• Voter seals envelope and gives to EO.

• Remember SDR and Non-SDR side

• Ensure envelope is correct.

• Be sure to sign envelope.

Provisional Voters
Provisional > 

Paperwork



• Complete Provisional Ballot Log on 

Tallypoint.

• Give voter provisional notice and sticker.

Provisional Voters (cont.) Provisional > TallyPoint



4343
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Same Day Registration Provisional > SDR

• Second year for Same Day Registration (SDR).

• Voter is not listed in the pollbook in your precinct.

• Voter has moved into your precinct (Moving Conditions).

• Use Street File Lookup on pollbook.

• ID rules are the same for all voters.



45

Questions



Officers 46
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Chief Officer (Chief) 

Responsible for the overall management of and all materials and equipment (ballots, electronic devices, etc.) provided 

to the precinct. The Chief contacts Chief HQ when a procedure is uncertain and for clarification on Virginia law and 

procedures, then makes the final determination. The Chief is the primary contact for the media, authorized observers, 

and electioneers.  

Assistant Chief

Responsible for assisting the Chief in all tasks and overseeing other Officers. 

Election Officers (Officers) 

Assist voters with the check-in process and casting their ballot. 

Officer Positions Officers

Manual 
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Equipment and Provisional Specialist (EPS) 

At least one officer at each precinct is designated as the Equipment and Provisional 

Specialist. 

Language Officer

Officers who speak a foreign language fluently should contact the Office of Elections to 

inquire about bonus pay to fill this role. These officers are placed in locations with identified 

language translation needs.  We currently need Spanish speakers only.  

Officer Positions (cont.) Officers
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OFFICER ROLES 

The Chief assigns officers to roles to perform the core functions of the polling place. Chiefs will generally rotate officers

through several roles during the day depending on their skills and comfort level. 

Pollbook Officers - These Officers check voters in on the pollbooks, issue ballots to qualified voters, and provide basic 

instructions on how to mark a ballot. They ensure voters are qualified by checking identification and verifying 

information on the pollbook. 

Voting Booth Officers - These Officers are responsible for traffic flow once voters have their ballots. They direct voters 

to available marking stations, answer basic questions on how to mark a ballot, rescue runaway pens, and ensure the 

voting booths are free of campaign literature and other things voters may leave behind. This role requires long periods 

of standing. 

Officer Roles Officers

Manual 
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50

Scanner Officers - These Officers provide basic instructions to voters preparing to feed their ballot into the 

Scanner, assist voters if the ballot is rejected, ensure the scanner is not tampered with, and distribute “I 

Voted” stickers. 

Provisional Officers - The provisional officer is generally the Chief, Assistant, or Equipment and Provisional 

Specialist. They assist voters with the provisional ballots and Same-Day Registrations. 

Greeters - Officers and Pages (high school students) can serve as Greeters, the first point of contact for 

voters. They remind voters to have IDs ready, manage the line, and direct voters who might be in the wrong 

polling place to the Chief. (Pages can only perform these tasks and hand out “I Voted” stickers. Pages 

cannot handle ballots or election equipment.)

Officer Roles (cont.) Officers
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Greeter
Directing traffic into the room where voting takes place.

51
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• Greet voters as they arrive at the polls.

• Remind voters to have ID ready.

• Ensure voters who are bringing mail ballots to the Drop Box don’t wait in check-in 

line.

• Direct voters to the check-in station.

• Assist voters as requested.

• If alerted to anything unusual outside, tell the Chief.

Greeter Duties
Officers > 

Officer Duties
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Pollbook Officer
Handing voter a ballot.

53
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• Check voters in on the Pollbook.

• Distribute ballots to voters.

• Refer special issues to the Chief.

Pollbook Officer Duties
Officers > 

Officer Duties
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PROCESS TO CHECK IN A VOTER Check-In

1. Ask voter for identification and verify it is an acceptable type of identification. If voter does not have acceptable identification, 

they can complete the ID Confirmation Statement instead. 

2. Look up voter on the pollbook using manual entry or the hand scanner (for licenses or voter registration cards). 

3. Select the correct voter on the pollbook. 

4. Ask the voter for full legal name and current residence. (Voter can confirm it matches the identification instead of stating out 

loud.) 

5. Verify the information on the pollbook is correct. If address does not match the pollbook or the voter is flagged, send them to the 

Chief/provisional station. 

6. State aloud the name of the voter only. Do not state the address aloud. 

7. Click the “Check In Voter” button in the pollbook. 

8. Click the “Continue” button. 

9. Give the voter a ballot in a privacy folder. 
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PROCESS TO CHECK IN A VOTER (cont.)
Voter Check In >

Process
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PROCESS TO CHECK IN A VOTER (cont.)
Voter Check In >

Process
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PROCESS TO CHECK IN A VOTER (cont.)
Voter Check In >

Process
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PROCESS TO CHECK IN A VOTER (cont.)
Voter Check In >

Process
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PROCESS TO CHECK IN A VOTER (cont.)
Voter Check In >

Process
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PROCESS TO CHECK IN A VOTER (cont.)
Voter Check In >

Process
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PROCESS TO CHECK IN A VOTER (cont.)
Voter Check In >

Process
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PROCESS TO CHECK IN A VOTER (cont.)
Voter Check In >

Process
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PROCESS TO CHECK IN A VOTER (cont.)
Voter Check In >

Process
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Questions
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• Voters receive ballots at the check-in table.

• 1 ballot style at most per polling places.

• 3 splits will have 2 ballot styles.

• 304 Quantico

• 409 Tyler

• 604 Gar-field

• Give voter correct ballot in privacy folder.

Ballot Distribution Voter Check In

Ensure voters 

receive the 

correct ballot 

style!
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• Note 1:  Only 2 IDs are required to have a photo:  

• an employer issued ID and 

• a 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.

Voter ID Voter Check In



• Voter does not have acceptable ID and will not sign ID 

Statement.

• Send voter to Chief. Voter must vote a provisional ballot.

• Name does not have to match exactly.

• Similar name: Terry (Terrence) = OK

• Initials:  TJ (Tim Jack) = OK

• Maiden Name = OK

• Address on ID does not have to match Pollbooks. 

• Voter will  state current address when the address written on the ID does 

not match Pollbooks. They must be able to tell  you the address that is on 

the pollbook.

• We accept various spelling of names.  

• Voter should complete a Voter Registration 

Application (VRA) when the name on the ID 

does not match the pollbook.

• Have voter VRA when Pollbook address does 

not match ID address. 

68

Notes on Acceptable ID Voter Check In

TIPS
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The things to look for are:

1. In the front top right if it says, “FEDERAL LIMITS 

APPLY,” AND  

2. Front bottom middle has a number “9” under 

“Restrictions,” AND 

3. On the back under “Restrictions” it says “Limited 

Duration” 

• If all 3 conditions are on the ID, that card is not valid for 

voting.

• You will ask for another form of ID.

THIS ID IS NOT VALID Voter Check In
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Voters with GREEN State can vote on machine.

Voters with YELLOW or RED States can only vote a 

Provisional Ballot, send to CO.

Voters in ORANGE, send to Chief. 

Check Birthdate

These Appear on the Pollbook

Voter States & Tags Voter Check In
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• Inactive Voters

• Absentee Issued (if they don’t have ballot)

• Wrong Polling Place (and cannot find on Countywide Lookup)

• Overseas

• Voted

Send Voter to Chief

Election Day – Send to Chief Voter Check In
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Questions



How to spoil a ballot:

1. Have voter mark all candidate boxes.

2. Write big S for “Spoiled” on ballot.

3. Draw line though Top Left Bar Code.

4. Place in #4 Envelope.

When a voter brings an unopened Absentee Ballot, 

open the envelope, and follow the procedure to spoil 

the ballot.  

Put the ballot back into the AB envelope before you 

place it into #4 Envelope.

ALL SPOILED BALLOTS WILL HAVE A LINE DRAWN 

THROUGH THE TOP LEFT BAR CODE.

73

Spoiled Ballots
Voter Check In >

Spoiled Ballots

FYIHandled by Leadership Team
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Be sure to draw line through the 

top left bar code!

Example Spoiled Ballot
Voter Check In >

Spoiled Ballots
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Voting Booth Officer
Monitoring the Ballot Marking Area
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• Control voters in the ballot marking area.

• One voter per booth, no talking.  

Exception – If Request for Assistance is filled out.

• Ensure marking stations remain clear of papers and personal items.

• Assist voters as requested.

• Maintain distance for privacy. 

Voting Booth Officer Duties
Officers > 

Officer Duties
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Scanner
Watching a voter.

77
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Scanner Officer Duties
Officers > 

Officer Duties

Remain

Near the Scanner 
keeping a safe 
distance for privacy.

Assist

Voters having 
difficulties.

Keep

“I Voted” stickers 
near exit.

Return

Privacy folders to 
the check-in 
station.
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• You need to be behind the Scanner while voters are 

scanning ballots.

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

• The blue light starts flashing when a voter scans a ballot.  

• If the blue light is still flashing after 30 seconds, the ballot may 

have a problem.

• If a ballot gets rejected, you need to engage with the 

voter to determine the issue.

Back of Scanner
Officer Duties > 

Scanning Ballots
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This is when a voter will scan their ballot.

“Ready for use” screen
Officer Duties > 

Scanning Ballots
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• Ask voter to read the screen to you.

• If the voter takes the ballot, the screen will change 

to “Ready For Use.”

• Give voter the option of taking the ballot and 

marking it or pressing the “Cast ballot as-is” 

button.

Ballot Rejected Reason #1 | Blank Ballot
Officer Duties > 

Scanning Ballots
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• Ask voter to read the screen to you.

• If the voter takes the ballot, the screen will 

change to “Ready For Use.”

• Give voter the option of taking the ballot to 

the Chief and getting a new one or pressing 

the “Cast ballot as-is” button.

The Polling Place > Scanning Ballots

Ballot Rejected Reason #2 | Overvote
Officer Duties > 

Scanning Ballots
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• Ask voter to read the screen to you.

• If the voter takes the ballot, the screen will change to 

“Ready For Use.”

• Have voter attempt to rescan ballot.

• Otherwise send the voter to the Chief to receive 

a new ballot.

Ballot Rejected Reason #3 | Ballot Error/Misfeed
Officer Duties > 

Scanning Ballots



84

• Ask voter to read the screen to you.

• If the voter takes the ballot, the screen will change to 

“Ready For Use.”

• Give voter the option of taking the ballot and 

marking it or pressing the “Cast ballot as-is” 

button.

Ballot Rejected Reason # 4 | Blank Page
Officer Duties > 

Scanning Ballots
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• Ask voter to read the screen to you.

• If the voter takes the ballot, the screen will change to 

“Ready For Use.”

• Send the voter to the Chief to receive a new 

ballot.

Ballot Rejected Reason #5 | Marginal Mark
Officer Duties > 

Scanning Ballots
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Questions



87

7 PM: Polls Are Closed
CO outside announcing, “The Polls are Closed.”
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Just Before Closing

• At 6:45pm, an election officer must go outside and announce “Polls Close in 15 

minutes”.

• Anyone in line by 7:00 pm can vote. If you have a line, place an Election Officer at 

the end and announce “Polls are closed.”
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Closing the Scanner

Press Blue Button Follow Screen Prompts Print 3 Copies Tally Tape

Closing The Polls

Make sure no ballots are in the emergency bin!
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• Close Polls and print three Tally Tapes.  

(1st tape a priority. Bring to Chief IMMEDIATELY) 

• Press the red button to turn the Scanner off AFTER printing all tapes

• Remove the scanner vDrive

In closing the scanner, the EPS will: Closing The Polls

90
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Shut Down and Power Off Closing The Polls
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Before Packing Up the Pollbook Closing The Polls

Manual 
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Prior to closing polls on Pollbooks, EPS must:

• Complete Pollbook Summary Report 

(priority).

• Record the total number of check ins and 

voters from outside the polls.

• Shutdown pollbook by holding down the 

power button

• You will be directed to slide a cursor down.
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Packing the Pollbook Closing The Polls



Call In Results
Handled by Leadership Team

Closing The Polls

• Your polling place should submit the results via TallyPoint as soon as possible.

• Don’t wait to complete the Statement of Results first.

• You’ll need:

• Pollbook Summary Report

• Results Tape from Scanner



TallyPoint
Handled by Leadership Team

You will use the Tally Point tablet to:

• Enter the hourly vote count

• Translate for a voter

• Record provisional ballots on the Provisional Ballot Log, and

• Send your precinct results to Chief HQ.

• You will also have an “Interactive What-Ifs” link available to help on Election Day.

Closing The Polls



Closing 

• Pollbook summary (priority)

• Tally Tape (priority)

• Enter number of votes on TallyPoint

• Statement of Results (SOR)

Closing The Polls
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END OF NIGHT ENVELOPES Closing The Polls
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Questions



After I read the Oath - say “I will” Appointment Oath

I do solemnly swear (or affirm) that I will support the 

Constitution of the United States, and the

Constitution of the Commonwealth of Virginia, and that I will faithfullyand impartially

dischargeall the duties incumbent upon meas an

Officer of Election of Prince William County according to the bestof my ability.



OATH AND QUIZ
Posted to chat

100
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