Town of Durham

Registrars of Voters Evacuation Procedures


Korn School Evacuation Plan

In all these directions, the safety of the workers and voters is the primary requirement, then accounting for all persons, then the preservation of voted and unvoted materials. Specific directions from the Moderator or Emergency responders overrides any of the following directions.

Immediate Emergency Evacuation of Korn. This occurs when the Moderator, Registrars, or Emergency Personnel order the immediate evacuation of all personnel.  

1. Checkers

Take Registry books and leave through the front exit.  Guide and assist any voters out the doors.

2. Ballot Clerk

Take unvoted ballots and leave through the front doors, assisting any voters on the way.

3. Tabulator tenders

Unplug the ballot box from external battery and roll out the rear door. The battery will make a noise, but ignore it.

4. Assistant Registrars

Take Grand List, if applicable. Take any unvoted ballots not in blue box. Assist any voters in voting areas. Responsible for orderly exit from gym, transmitting messages from the Moderator, and directing voters where to gather on the other side of Pickett Lane.

5. Moderator

Take Moderator notes and absentee ballots, if any. You will be the main contact with school or emergency personnel and the last to leave the gym.

Reconvene across Pickett Lane at bottom of street from CRHS, away from fire lane and incoming vehicles. After leaving Korn, guide voters currently in the process of casting ballots to the appropriate tabulator tenders to cast ballots in auxiliary bins. Otherwise await instructions from Moderator to determine if you will continue voting process while waiting for re-entry. One Assistant Registrar should perform a head count of poll workers and of voters and determine if medical assistance is needed. One tabulator tender maintains crowd control while Moderator confers with emergency response personnel. Other Assistant Registrar should contact Town Clerk and SOTS. If it is raining or weather conditions might harm election materials, poll workers can be deputized to take materials to CRHS, cars, or other locations to preserve materials. One poll worker from each party needs to stay with the election materials at all time, if can be done safely.

If Korn Remains Unusable

The situation will vary depending upon if school is in session, the weather, the nature of the emergency and where townspeople or students are being relocated to.

After confirmation from emergency responders and Registrars that Korn will be closed, Registrars contact RSD13 Superintendent and CRHS principal requesting emergency use of gym. Moderator will contact Registrars to request help from Public Works to move equipment. If Public Works is unable to assist, contact backup workers or others to help move and set up equipment. The ballot boxes, tabulators and checkers books should have been moved outside, so even if the other equipment cannot be retrieved from Korn, the election can proceed.

Move at least the tabulators, ballot boxes, unvoted ballots and checkers books to CRHS gym. Upon official notice of Moderator, resume the election, using one checker and one tabulator tender and one ballot clerk. Cast all ballots in auxiliary bin. One tabulator tender remain at Korn to direct traffic and develop signage and protect property left at Korn. Other checker organize voters into appropriate lines, develop new signs, assist with unvoted ballots, crowd control, etc. Other Asst Registrar assist as needed, supervise setting up privacy booths and other move issues while Moderator resumes observance of election process. Contact Registrar to be sure to have sufficient ballot bags to allow removal of voted ballots from auxiliary bins.

Follow these basic guidelines if moving other than to CRHS, such as DAC, etc. Move voted and unvoted ballots using two workers, one from each party, at all times. Maintain chain of custody during transfer of equipment and ballots. Confirm chain of custody with moderator and establish notes or signatures with times.

If Korn remains usable, but not fully functional

Moderator with Registrars determine if need to move voting site. If staying, Moderator or Registrars contact Town Emergency Planner for authorization to use mobile generator and confirmation of safety procedures during set up and during election.

 While generator is being brought to school and set up, Moderator should reassure voters, keeping them informed of actions. If possible, Moderator should continue the election, allowing Assistant Registrars and extra poll workers to arrange accommodations, while Moderator stays focused on ongoing election. 

Conducting election during break in occupation of Korn

A Registrar can’t extend voting hours without judicial order, so keep voting going if possible. If workers can move registry and ballot boxes to another part of school or parking lot they should resume voting process and the Moderator should observe ongoing election and delegate working with Emergency Planner to Assistant Registrars.

After consulting with Registrars and Emergency Personnel, Moderator decides whether to continue voting outside or at a nearby location, suspend voting, or move the voting to a new location, even if Korn is expected to be usable later. If moving to a nearby location for a few hours(CRHS/DAC/library/Town Hall/firehouse etc.), follow procedures as above with complete move from Korn.

Tasks for Time Periods

Before Election: tasks to add to preparation for Election for use in possible emergency

a. Thumb drive of registry book, kept in car or with Assistant Registrar

b. Ability for Town Clerk to order or prepare emergency ballots (if unable to use copy machine at Town Hall, prepare list of back up printing places)

c. Extra boxes and sealing tape in Asst Registrars cars to allow sealing of voted ballots in tamper proof containers with witnesses.

During Emergency

At this point, the main concern is safety of poll workers and observers and the protection of integrity of ballots. Focus on preservation of 

a. voted ballots

b. memory card in tabulator

c. registry list

Actions taken will depend upon the type of election event. In an election there will be some voted ballots locked in ballot bags locked in the blue box in the gym. Take if can, otherwise leave. Wheel out ballot box with tabulator attached. 

Dealing with Voted Ballots After Emergency

1. Full Moderator report, with notes, and contact with SOTS

a. Determination of location to count ballots and procedure (ex.: open auxiliary bin in presence of Moderator and 2 Asst Registrars. If tabulator is working, feed into machine as with closing procedures. If tabulator is not working, count ballots. Transfer ballots to pollworkers in charge of counting ballots.

b. Print out extra Absentee Ballot counter worksheets for ballot counters to use.  Follow basic procedures for recounts and audits under view of Moderator.

After votes have been tallied and results reported:
a. Letter to Town Times with thanks, transparency of voting methodology, etc.

b. Notes of Asst Registrars and Registrars for filing in response to any SEEC report/complaint.

c. Moderator ordered ballot recount?

d. The Moderator and Assistant Registrars shall prepare a written report of any emergencies, detailing

a. The nature of the emergency

b. The process used to address the emergency

c. The effectiveness of process and suggestions for future situations.
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