
ALL OFFICER TRAINING
November 5, 2024

November 2024 Presidential Election



Introduction and Housekeeping

This training is for all PWC Election Officers.  We will cover a lot 
of information.  

Some of it is directed to the Chiefs and Assistant Chiefs in the 
room.  

If there is something you are not clear on, your Chief will be 
able to clear it up on Election Day. 



General Information
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About >
This Election

• Election Day:  November 5, 2024

• Type:   General Election

• Work hours:  5:00 am - ~ 8:30 pm

• Voting Hours:  6:00 am – 7:00 pm

• Monday Setup: Available 

• Officer in Charge:  Chief Officer
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SAMPLE BALLOT CD 7
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SAMPLE BALLOT CD 10



Supply Pickup

Chiefs only! 

Pick up supplies at 13851 Telegraph Road, Suite E, Woodbridge, VA.

Thursday 10/31  12pm – 6pm

Friday  11/01    9am – 7pm

Saturday 11/02    9am – 1pm



CHANGES

•Hand scanners on 
pollbook tablets needs 
to remain plugged in.
•No more Election 

Officer buttons.   We 
have lanyards and 
pins.



CHANGES   (cont)

•The Provisional Ballot Envelope has changed 
AGAIN.

•Spoiled Ballots - We now TEAR the top left 
corner of the ballot and put the spoiled 
ballot and corner in envelope 4.
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Tear corner



ELECTION OFFICER MANUAL

• Everyone gets a manual at training.

• The manual has been posted on 
the Website.

• www.pwcvotes.org/electionofficer



ELECTION OFFICER MANUAL  (cont)

• You can pick up a manual from:  
Our office in Manassas, our 
warehouse in Woodbridge, 
wherever we have in person 
training, or any of the early voting 
sites.

• We will also put one in the Chief 
Bag.



ELECTION OFFICER MANUAL  (cont)

• For location of all Early 
Voting Sites go to 
www.pwcvotes.org/earlyvoting.



Tallypoint



Where To Keep Provisional Ballots

• You will be given provisional ballots at Supply Pickup.

• Regular ballots will be in the cage.  

• Take the regular ballots from the cage and place them at the check-in table by 6 am.

• Place the provisional ballots at the Chief/Provisional table.

• We will have legal size ballots.  HAVE VOTER FOLD BALLOT IN HALF BEFORE 
INSERTING INTO PROVISIONAL BALLOT ENVELOPE!!
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Same Day Registration Provisional Ballot Envelope (SDR) 
Side 

This side is used for Same Day 

Registration.  

If voter is not on the pollbook in your 

precinct but lives in your precinct use 

SDR.

Again – If the voter is not on your pollbook 

but lives in your precinct USE SDR Side.

ONLY USE ONE SIDE OF THE ENVELOPE.
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Provisional Ballot – Envelope All other provisional reasons

This side is used for any 

reason that is not SDR.

Name change, address 

change within precinct, 

or vote by mail.

ONLY USE ONE SIDE OF 

THE ENVELOPE.



Provisional Voter Notice

Have voter read provisional 
notice, then ensure voter 
takes notice as they exit 
precinct.
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Questions



1919



2020



Check-in Process on EPB

• Chief, please monitor the check-in process.

• Do not give voter ballot until you see the voters name in RED on the 
search screen.

• If pollbooks are not connected, only use one tablet until they are 
connected.



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 VA driver 

license or voter registration card). 

3. Select the correct voter on the pollbook. 

4. Ask the voter to confirm full legal name and current residence. (Voter can state it 

was already given with the identification instead of stating out loud.) 

Manual 

Page 75



PROCESS TO CHECK IN A VOTER (cont.) Check-In

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. Click “OK” button. 

10. Give the voter a ballot in a privacy folder. 

Manual 

Page 75 
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PROCESS TO CHECK IN A VOTER (cont.)
Voter Check In >

Process



Year of Birth in RED
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Questions



DE-ESCALATION 
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The Polling Place

• Remain Calm.

• Listen to voter.

• Explain the issue.

• Send voter to the Chief.

• Call Chief HQ.



DE-ESCALATION USING THE CLARA METHOD 

 
CALM/CENTER 

Stay calm and try to put aside any impatience or frustration. Don't let 

your feelings toward the disruptor or their beliefs enter the 

interaction. 

 

LISTEN 

Use active listening: Avoid interrupting, demonstrate concern, and try 

to understand what the speaker is saying. Ask questions, using kind 

language and a patient, curious tone. Your affect and body language 

should express caring interest in their perspective-not impatience or 

skepticism. Ask as many questions as possible. 

 

AFFIRM 

Once the speaker is done, repeat what you understand to be their 

points in an affirming way, to demonstrate you have heard them. Ask 

more questions to clarify. 

Invite clarification and validate their experience without suggesting 

that any incorrect factual premises are accurate. 

 

RESPOND 

Try to brainstorm positive actions that might address their concerns 

(for example, filing a formal complaint). 

If addressing their concerns isn't possible because of legal or 

practical restrictions, emphasize the reasons for the restrictions, 

including the impact on voters and the community if the restrictions 

aren't honored. 

 

ADD 

If appropriate, point out further resources for them to check out later. 

If necessary, ask them to change their behavior using positive, 

nonjudgmental language. 

OTHER HELPFUL TECHNIQUES 

SLOW DOWN 

The primary goal of de-escalation is to stabilize, 

slow, and reduce the intensity of the situation, not to 

achieve quick resolution. 

 

MOVE THE DISRUPTOR 

Moving away from crowds can help prevent voter 

intimidation and reduce conversational temperature. 

 

APPEAR KIND AND RESPECTFUL 

Keep a low decibel, even, kind, and respectful tone. 

Never escalate tone or body language. 

 

ASK QUESTIONS 

Keep the focus on simple, open-ended questions for 

as long as possible to slow the interaction. 

 

DON'T DEBATE 

You may disagree, but don't get into a dispute. 

Instead, listen and ask questions. 

 

EMPHASIZE SHARED VALUES 

Remind the disruptor that your responsibility is to 

ensure that all eligible voters can vote-and that is 

the goal of the rules and procedures. 

 

RESPECT YOUR LIMITS 

De-escalation is hard. If the interaction is too 

challenging and you feel you cannot be calm or 

effective, call in help. 





What is Unlawful in the Polling Place and the 40-
foot Prohibited Area

•Possessing a firearm within the 40-foot area or 
within the polling place. Law enforcement officer 
in or out of uniform allowed.

• Loitering or congregating.

•Hindering voters or election officers.



Unlawful in the Polling Place

• Authorized Representatives cannot assist voters.
• Campaigning or showing any sample ballot or other 

campaign material.
• Attempting to influence any person casting a ballot.
• Looking at the marked ballot of any voter.
• Only Voters can wear campaign apparel.  



What is Allowed Outside the 40-foot Prohibited 
Area

•Campaigning that does not hinder voters.

•Media may do interviews and broadcast 
remarks.  May not conduct interviews inside 
the polling place.



Members of the media with credentials are permitted inside.

They can film background shots only when inside the polling place.

No live interviews or reporters remarks when inside the polling place.

No filming any person who asks not to be filmed.  This includes Election Officers.

Can only stay a reasonable and limited time between 6 am – 7 pm.

Cannot violate anyone's privacy.

Media Other Personnel

Manual 

Page 105



MEDIA

• There was an issue with a person filming at one of the precincts.

• The CO did a great job with the situation.  The person was removed from 
the precinct according to the law.

• Election Officers also have the right not to be filmed.



What is Allowed in the Voting Booth 

•Sample ballots.
•Campaign materials.
•Voters are allowed to do research on their 
cell phones while in the voting booth.
•Voters can take pictures of themselves or 
their own ballot.
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Selfie Picture
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Statement of Results

The SOR for this

Election!



39

END OF NIGHT ENVELOPES Closing The Polls



COMPLETE THIS FORM BEFORE YOU LEAVE 

THE PRECINCT.  

It is on the very back of the Chief Binder.



Machine Open House/Workshop
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Buckhall VFD 7190 Yates Ford Rd, Manassas

 October 15th  2:00 pm – 6:00 pm

 October 18th  9:00 am – 3:00 pm

 October 31st  3:00 pm – 9:00 pm

 November 2nd  9:00 am – 1: 00 pm
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Questions



Final Notes Conclusion

• Thank you again for becoming an Election Officer!

• Election Officer website:  https://www.pwcvotes.org/electionofficer

• If you have not heard from your Chief yet, send an email to 
electionofficer@pwcgov.org or call Dena (staffing coordinator) at 703.792.6485.



After I read the Oath, say “I will”

“I do solemnly swear (or affirm) 

that I will perform the duties for 

this election according to law and 

the best of my ability, and that 

I will studiously endeavor to prevent 

fraud, deceit, and abuse in 

conducting this election.”
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Officer Oath



Have a great election!
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