


WELCOME FroM THE BOARD OF ELECTIONS

Congratulations, you have been selected to be a poll worker for Election Day. Your best efforts are critical in assuring a
fair and impartial election. Title 19 makes you responsible for implementing the rules and regulations that govern the
election. You are our representative on Election Day. This training manual is designed to make it easy to pinpoint
needed information. A table of contents follows to make that easier for you.

Your duties include but are not limited to:

= Arriving professionally dressed and ready to be courteous and kind to voters, stakeholders and Election
Day workers. A poll worker makes $300/day. By law you are paid 21-28 days after the election.

= Opening the polls on time. You report to your poll at 5:15 AM. The polls close at 8 PM. It takes approximately
30 minutes to set up and the same to close.

Arrival time is critical, if you are late, you will be subject to reduced pay.
= QOpening using ALL voting machines and E-Pollbooks on Election Day.
= Checking for ADA compliance in the polling place.

e  Assure that handicapped parking signage and ramps are in place and there are no obstructions for
handicapped or elderly voters between entry to polling place and poll worker tables.

= Determining who may vote.

= |ssuing provisional ballots. A provisional ballot is a ballot that is given to a person in the polling place if
there is any question regarding his or her right to vote which the district board cannot resolve. See page 18
for complete instructions. '

= Keeping order.

o .Cloéihg the polls.

= Completing official documents and returning supplies. _
Good luck to you in ensuring a great day for the voters of Atlantic County.

Sincerely,

LN ) —

John W. Mooney, Chair Robert A. Croce, Secretary

Don Purdy, Commissioner Creed S Pogue, Commissioner



Atlantic County Poll Worker Code of Conduct

The Board of Elections reserves the right to remove any Poll Worker with or without cause.
Please be aware that any inappropriate behavior may lead to your permanent removal from
your role as an Atlantic County Poll Worker. A non-exhaustive list of inappropriate behavior
shall include: ' ' '

1. Unauthorized absence from your assigned polling location, arriving late to your assignment
~ and/or leaving before completing all election responsibilities.
2. Failure to attend requiréd Poll Worker training sessions as scheduled, which occur
approximately once every two years.
3. Usinginappropriate or profane language during training, meetings, or while at the polls.
4. Displaying disrespectful, disruptive, or erratic behavior toward voters, fellow Poll Workers,
Master Poll Workers, or other election officials, :
5. Dressing inappropriately for training, meetings, or at the polling site (e.g., avoiding offensive,
inappropriate, or partisan attire, as well as inappropriate hygiene).
6. Discussing personal political opinions during the voting process or election activities with
anyone, including fellow Poll Worker, voters, or members of the public.
7. Questioning or failing to uphold the integrity of the election process and/or tampering with
_ election equipment. ‘ , ;
8. Not adhering to established election procedures or poll site etiquette, including
a. No photography or videography inside the polling location
b. Refraining from outside work while on duty at the polls
c. Not bringing in or using large electronic devices, such as laptops, while working
d. Avoiding reading or carrying materials that are politically biased
e. No eating or drinking while processing in view of voters
9. Carrying weapons (such as guns, knives, or other dangerous items) into the polling site is
strictly prohibited.
10. Being unwilling or unable to adequately perform the duties required under New Jersey
Statutes Annotated - Title 19 Elections,

Please adhere to these guidelines to ensure a fair and respectful voting environment for everyone.

| If you have any specific guestions, please contact The Atlantic County Board of Elections at 609-
645-5867. :
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PREPARING FOR ELECTION DAY

Poll Worker Etiquette

Every voter should leave the polling place feeling positive about his or her experience in, and contribution to, the
democratic process. This is also an important lesson for any children, (our “future voters”), who accompany their
parents to the polls. The success of this effort depends largely upon the attitude and conduct of the board members.
Poll workers are expected to conduct themselves in a professional and courteous manner to each and every voter
throughout the course of the election.

% To facilitate voting, it is also important that all voters’ questions be fully answered. Poll workers should be
particularly sensitive to voters who may not speak English or have limited English skills or who have disabilities.

% Poll workers must also extend these same courtesies to their fellow poll workers. Any disagreements should be
resolved in a calm manner.

% If poll workers cannot resolve an issue among themselves, they should call the county board office. Under no
circumstances should any disagreement escalate into a loud and heated argument.

*  While we all know Election Day is long, maintaining one’s patience will go a long way toward ensuring a smooth
election. A sense of humor also helps.

* Remember: Be polite, patient and helpful to the voters and your fellow poll workers.

Salary |
Q For any general election or primary election, the compensation is $300.00 for each poll worker.

U In addition, the poll worker who is responsible for obtaining and returning the supplies shall receive an
additional $50.00 per election. This poll worker is called the Courier.

U Any poll worker who fails to attend a required training session in the year in which such training is required will
not be considered to work the upcoming election.

Training Requirements
U Within 30 days before an election, all future poll workers must attend training administered by the County
Board of Elections.
Q All poll workers must attend training sessions for each election at least once every two years.

U However, when new laws are introduced, mandatory training may be required of poll workers at the discretion
of the county Board of Elections.

Selection and Appointment of Poll workers
O Each polling location is to be comprised of at least two Republican and two Democratic poll workers appointed
by the county Board of Elections.

O In certain election districts, additional poll workers, who are bilingual in English and Spanish, are aSS|gned to
the polling location.

U In some municipalities, the respective leaders of the party have submitted recommendations; poll workers who
are unaffiliated may be assigned where there are deficiencies.



Courier Notification Letter
O At least two weeks prior to the election, Couriers are sent a notification letter, which includes instructions and
names of poll workers assigned to each specific polling location.

O Included in this packet are the Oaths of Office Sheet, the Supply Pickup Checklist and the Break & Rotation
Schedule Form. (See examples on pages 3,4, 5 &6.)

O Using the Courier Notification Letter, the Courier should call all of their assigned poll workers to confirm their
availability.

Breaks during Election Day
QO Majority of the poll workers must always be present when the polls are open. Therefore, only one poll worker
will be permitted to be absent from the polling room at a time prior to 1 PM.

QO Poll workers are permitted to be absent for a one-hour break between the hours of 1 PM and 5 PM. No poll
worker should be absent from the polling place after 5 PM.

O The Break & Rotation Schedule will be assigned and are included in the Courier Packet to be used at every
election.

Oaths of Office

Q This form will be completed at various stages. First, it should be signed at the Municipal Clerk’s office by the
Clerk (or their deputy) when picking up supplies. See page 4 for example.

O The Courier should sign after taking an oath when being sworn by the Clerk.

Q The Courier then swears in each poll worker and has each sign and date form prior to declaring the polls open
on Election Day. This form is placed in the green BOE Envelope. :

Measure the “No Electioneering” Zone

O This creates a protected area within which no electioneering, fund-raising activities or other social events are
permitted.

Q Prior to Election Day, the local Municipality should have measured 100 feet from the outside entrance of the
polling place, marking with chalk.

Q Election Deputy Teams will have tools to assist in completing this task, please notify the BOE Office.

Pay Vouchers & Checks

Q Pay Voucher will be with your Area Leader Team who will ensure each poll worker signs next to their name.

Q To be paid, the Pay Voucher MUST be signed. The mailing address listed should be verified to ensure proper
& prompt delivery. :

O Checks will be mailed in 3 weeks. By law, poll workers cannot be paid before 21-28 days following an
election. Do not call the office requesting your check prior to this.




GOURIER NOTIFICATION LETTER

Board of Blections
Clounty of Atlantic
SPU5 Main Steeer « NMays Landing, NJ 08330
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SAMPLE POLL WORKER Tuesday, March 26, 2024

123 MAIN ST
ANYTOWN, NJ 08688
Dear Sample,
Call the Board of Elections at 609-645-5867 immaediately to confirm that you have received this letter!
You will be werking in; VOTERVILLE Ward 10 District 4
at:  Voterville Sample for Training 5555 Park Street

Listed below are your fellow Poll Workers assigned for the 2024 General  to be held on Tuesday,  11/5/2024
NEW REPORT TIME IS 5 AMI Please remind everyone when you call that the time fo report is 5 AM!

act ALL of your fellow workers I DIATELY to 1 W e

will be working, and AGAIN the day before the Election, Monday, November 4, 2024

Pleasa find a completed Break and Rotation Schedule enclosed.

When calling your fellow Poll Workers, kindly let them know about their pre-assigned Break Time.

*'VACANCY TO BE FILLED™ (609) 555-1212
SAMPLE REP WORKER 2 (609) 555-4444
SAMPLE REP WORKER 2 (609) 555-4444
SAMPLE DEM WORKER 1 (609) 565-5655
SAMPLE DEM WORKER 2 (609) 555-6666

If you have questions about picking up the supplies, contact the municipal clerk: SAMPLE MUNICLERK  555.1212
When picking up supplies, take the enclosed Oaths of Office and the Supplies Checklist and be sure ail tems are included|]
If anything is missing, ask the Municipal Clerk and call the Board of Elections al 609-645-56867 immediately.

After picking up supplies, call the Board of Elections at 609-645-5867 immediately.

Please take this letter to the polling place on Election Day!
If you are unable to get into the bullding by 5:15 AM, call:
The Custodian at (609) §55-1111

On Election Day, IF you CANNOT open the polls to the voters by 6 AM call 609-645-5867.

Again, thank you for serving,
Atlantic County Board of Elections Commissioners and Staff

Websile: wvawanclink,ony/Boardol Blectiony
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Atlantic County Board of Elections

OATHS OF OFFICE

Before entering the execution of their duties of the district board of registry and election shall take and
subscribe to the following oaths and shall forthwith file same with county clerk. 19:6-11

State of New Jersey
County of Atlantic

I, do solemnly swear or affirm that | will support the Constitution of the United States, and the Constitution
of the State of New Jersey and that | will faithfully, impartially and justly perform all the duties of the office
of a member of the Board of Registry and Election, according to the best of my abilities and
understanding, so help me God (I do affirm.)

X Courier Poll Worker
Signature Print Name Title
X Poll Worker
Signature Print Name Title
X Poll Worker
Signature Print Name Title
X Poll Worker
Signature Print Name Title
X Poll Worker
Signature Print Name Title
X Poll Worker
Signature Print Name Tille
- X Poll Worker
Signature Print Name Title
X Poll Worker
Signature Print Name Title
Sworn and subscribed o me this 100 dayof  June, 2025
X
Signature Print Name Title



ELECTION DAY SUPPLIES CHECKLIST FOR COURIERS

ALL OF THE SUPPLIES LISTED BELOW ARE TO BE PICKED UP AT THE MUNICIPAL CLERK’S OFFICE
ON THE DAY BEFORE THE ELECTION or AS DIRECTED BY MUNICIPAL CLERK

OATHS OF OFFICE ARE LOCATED ON THE REVERSE SIDE OF THIS FORM

COUNTY CLERK’S OFFICE
Q Provisional Bag sealed with red seal (green seal inside)

Q  Provisional Ballot Inventory Sheet /Chain of custody Form (on outside of bag)

Q Provisional Ballot Envelopes - labeled by Voting District

Q Sample Ballots (may be bilingual) inside Clear Provisional Ballot Bag Pocket

O Pink Bag marked "Voted Provisional Ballots”

O Paper Provisional Ballots (for emergency use only if voting equipment is not functioning)

Qd American Flag — Should be placed at polling location already by local public works

SUPERINTENDENT’S OFFICE

Q) Blue Transfer Case (Suitcase) containing but not limited to:
Q) Supply of Ballot Activation Cards
L Red Key/Media Bag - Keys to Voting Machines (1 for each machine)
- Seal Log for Voting Machines (1 for each machine)
L1 E-Pollbooks (aka Signature Books)

Q1 Ancillary Booklet (Found in E-Pollbook Case)
QResidency Affirmations (Green Sheets)
OCertificate & Oath for Voter Assistance (White Sheets)
QRemarks/Incident Report (Pink Sheets)

BOARD OF ELECTIONS OFFICE
~> THE BOARD IS NO LONGER PROVIDING CELL PHONES ON ELECTION DAY <
L Voting Authorities (Numbered & Unsigned)

Q Black Binder — by District — Containing Handout Forms including but not limited to:

O Poll Worker Name Tags Q Poll Worker Manual

Q Zip Ties for Voting Authorities Q Challenger Do’s and Don'ts Forms

Q Quiet Please (restriction of cell phones) Q Challenger Guidelines Brochure

Q Municipal Clerks' Contact Information Q Call Board of Elections Sign (‘If you believe... 645-5867)
Q Accessibility Complaint Forms Q Additional Blank Break & Rotation Schedules

Q N. J. Voter's Bill of Rights — 1 page (General Instructions) Spanish versions may be included if Bilingual district
Q Voter Registration Forms

Q Vote by Mail Opt-Out Forms Q Voter Complaint Forms

MuniciPAL CLERK’S OFFICE
L Stationary Supply Container (color may vary by municipality) containing:
O Push Pins/Thumb tacks for hanging Instructions/Sample Ballots :
O 6 Pens (minimum) O 5 Pencils O Scrap paper or pads Q Paper Clips

QO Scotch Tape O Scissors Q Rulers Q Rubber Bands
QO Clipboard Q Clock (if one is not permanently displayed in polling site)

[ “Vote Here" Sign(s) - Should be placed at polling location already by local public works
U Feather Flags, Privacy Screens, and other supplies — Should be already placed at polls by public works
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SETTING LIP POLLING PLACE

Poll Worker Arrival Time

U Poll workers must arrive at their assigned polling place no later than 45 minutes before the polls officially open.

L Except for Special school elections, poll workers must arrive by 5:00 AM to have the polling place, E-Pollbooks,
and voting machines ready for voting promptly at 6:00 AM.

Q' Using the Courier Nofification Letter, the Courier should note if any poll worker fails to report for duty and must
notify the county board of election once the polling place has opened. However, the board may not delay the
opening of the polls because of the absence of any member.

Materials and Supplies Checklist

QO While preparing the polling place, the poll workers should check the list of materials and supplies to ensure that
each polling location has been provided with the materials that it will need using the supplies checklist the
Courier used when picking up materials the previous day.

O NOTE: It is most important that the poll workers prominently post ALL signs included in its supplies, both
English and Spanish (if appropriate), in the polling place. These signs should be immediately visible to and
easily read by the voter when he or she enters the polling place.

O In addition, the American flag must be displayed at the entrance to the polling place during the hours of the
election. Inmediately contact the municipal clerk if there is no flag at the polling place.

Placement of Board Member (aka Poll Worker) and Challenger Tables

U Poll worker tables must be situated to ensure a full view of the polling place and the voting machines.

O The challenger's table should be located close enough to the district board table so that the challenger can hear
the voter's name when the poll worker reads it aloud. Challengers cannot sit with the poll workers.

L To set up the poll workers’ table see Diagram on page 9.

NOTE: NO INDIVIDUAL, INCLUDING A POLL WORKER, IS PERMITTED To BE IN A POSITION FROM
WHicH HE OR SHE MAY OBSERVE How A VOTER HAS VOTED.
O Some locations due to multiple districts being assigned may be instructed to set up differently than what is
displayed in examples shown here to better serve the voters.

Placement of Voting Machines

O Voting machines should be placed across from the poll workers’ table so that they may see under, but not
behind the machine curtains. Again, refer to the Polling Place Setup Diagram on page 9.

Q' To set up and open the Voting Machines see page 10 (Sample Mardi Gras Card.)

Voter Privacy Area Preparation to Complete Election Forms or Pre-Printed Paper Ballots

Q' Set aside an area where any voter needed to complete specific Election Forms or Pre-Printed Paper Ballots.
U Prepare the designated area with a table or clip board, pens, and a privacy screen.

[dentify the Official Clock |
O Use awall clock in the room as the official clock, because it is likely that voters and challengers will use this as
areference. Some polling places may have a portable clock included in the supplies.

QO Immediately contact the municipal clerk if the clock is not working, not correct or there is no clock at the polling
place.




Display of Posters, Sample Ballots and Voting Machine Instructions

O The Voters' Bill of Rights Posters (found in black binder) and the Sample Ballots (found in pocket of Orange Provisional
Ballot Bag) should be posted close to the polling location’s entrance.

O Instructions for using the voting machine, including instructions for casting a write-in vote, must be placed where
they are immediately visible to and can be easily read by a voter before the voter enters the voting machine...

Set up Router

O Locate and set up (Turn on) the Cradle Point or Router. Additional Instructions will be provided.

O Once E-Pollbooks have been set up, check that all symbols at the top center of screen are green- indicating
they are communicating fully with the router(s).

Opening the Voting Machine

QO The procedures for opening the voting machines set-up procedures are on page 10 (Refer to Mardi Gras cards.)

O Poll Workers should use the checklist to ensure proper setup and operations. Each machine should be set up
and opened by two poll workers to avoid accidents.

O All machines must be opened, used equally throughout the day and remain operating until 8 PM.

Setting Up the E-Pollbooks

O The detailed procedures for setting the clerks’ table with the E-Pollbook stations are on page 11.

QO Turn on the E-Pollbooks and their Printers (Refer to Mardi Gras cards.)

O Find the password credentials (Workers will be informed beforehand where they will be located)

O This checklist should be used to ensure proper setup of authority pads, pens, signage and operations.
O The Provisional Ballot Bag and the Black Binder should remain on the clerks’ table throughout the day.

Conducting a Voter Accessibility Walk-through

Q The board members (Pbll Workers) should perform a walk-through of the polling place for barriers to
accessibility. This procedure begins at the parking lot and includes access to entrances, parking and pathway
signs, internal and external doorways and possible obstructions which might hinder disabled or elderly voters.

O The judge (Monitor), as part of their duties, is responsible for ensuring that the polling place remains accessible
to disabled or elderly voters throughout Election Day. A walk-through should be conducted periodically.

Q- Any barriers or obstacles which might impede a disabled or elderly voter must be removed or adjusted.

NOTE: IF THE POLL WORKER DETERMINES THAT ADDITIONAL ACCESSIBILITY SIGNS ARE NEEDED, THE POLL
WORKER SHOULD TELEPHONE THE COUNTY BOARD OF ELECTIONS IMMEDIATELY.
Pre-Opening Meeting

O Prior to 6:00 AM, the courier of the polling location should review once again the Break & Rotation Schedule
with all poll workers to be clear of everyone's starting position and scheduled break times. Make sure the Oaths
of Office, the “zero tapes" and any current paperwork or forms have been properly signed and filed.

O Each worker should review the duties of their specific starting position and ensure they have all the supplies and
tools needed. Locate all required contact numbers for emergency situations or unexpected questions.

O Determine that the machines and E-Pollbooks are working properly and are ready for the first voter to arrive.
Opening Polls for the Public

O As determined by the official clock, at precisely 6:00 AM, the courier of the polling location should publicly
announce that the polls are officially open.

O Greet the voters, inquire about their last name and kindly direct them to the appropriate E-Pollbook station.
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