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ASSESSMENT OF THE POLLING PLACE

BY THE MODERATOR

BEFORE THE OPENING OF THE POLLS

· USE THE MAP PROVIDED BY THE REGISTRARS TO LOCATE FIRE EXTINGUISHERS, FIRE ALARMS, AND DEFIBRILLATORS IF ANY.

· POINT OUT TO POLL WORKERS THE EMERGENCY ESCAPE ROUTES/EXITS

· POINT OUT TEMPORARY INDOOR SAFETY LOCATIONS FOR WEATHER EMERGENCIES, SUCH AS IMPENDING TORNADOES OR HURRICANES

· POINT OUT TO POLL WORKERS A PRE-DETERMINED OUTDOOR ASSEMBLY POINT TO BE USED IN CASE OF AN EMERGENCY EVACUATION. IF POSSIBLE IT SHOULD BE AT LEAST 300 FEET AWAY FROM THE BUILDING AND OUTSIDE OF PARKING AREAS.

· ASSIGN DUTIES TO ASSISTANT REGISTRARS, CHECKERS AND BALLOT CLERKS IN THE EVENT OF AN EVACUATION OF THE POLLING PLACE.

POLLING PLACE EVACUATION

AND EMERGENCY RELOCATION 

FOR SAFETY EMERGENCIES SUCH AS FIRE, BOMB SCARES, AND ACTS OF VIOLENCE THE MODERATOR SHOULD IMMEDIATELY CALL 911 FOLLOWED BY A CALL TO THE REGISTRARS OF VOTERS.

· THE MODERATOR AND ASSISTANT REGISTRAR SHOULD GET A HEAD COUNT OF WORKERS AND VOTERS IN THE POLLING PLACE.

· ALERT ALL INDIVIDUALS OF THE EMERGENCY CIRCUMSTANCES AND REMIND THEM OF THE PRE-DETERMINED ASSEMBLY AREA.

· ALL POLL WORKERS AND VOTERS SHOULD PROCEED TO THE ASSEMBLY AREA.

· THE ASSISTANT REGISTRARS SHOULD TAKE A HEAD COUNT TO ASSURE THAT ALL POLL WORKERS AND VOTERS HAVE MOVED TO THE SAFE AREA.

EVACUATION OF EQUIPMENT AND MATERIALS

FROM THE POLLING PLACE

· THE MODERATOR SHOULD READ THE PUBLIC COUNTER NUMBER FROM THE VOTING MACHINE AND RECORD ON THE MODERATOR RETURN; TURN OFF THE MACHINE; AND UNPLUG AND SEAL THE MACHINE IN ITS TRANSFER CASE.

· IN THE CASE OF A TEMPORARY EVACUATION THE MODERATOR SHOULD RECORD THE PUBLIC COUNTER NUMBER ON THE MODERATOR RETURN; TURN OFF THE VOTING MACHINE; UNPLUG AND ROLL THE BALLOT BOX WITH THE VOTING MACHINE TO A SAFE AREA.

· THE ASSISTANT REGISTRARS, WITH THE HELP OF THE CHECKERS AND BALLOT CLERKS SHOULD SECURE THE CHECKER LISTS, UNVOTED BALLOTS, AND SPOILED BALLOTS, AND PLACE THEM IN THE METAL CABINET FOR SAFE-KEEPING.

· THE MODERATOR SHOULD LOCK THE METAL CABINET AND MOVE TO A PRE-DETERMINED SAFE AREA BY THE CHECKERS.

· THE ASSISTANT REGISTRAR SHOULD LIST THE NAMES OF THE PEOPLE WHO CHECKED IN BEFORE THE EVACUATION BUT WERE UNABLE TO VOTE. ALL BALLOTS OF SUCH VOTERS SHOULD BE COLLECTED AND MARKED “SPOILED.” IF SUCH VOTERS RETURN TO VOTE THEY SHOULD BE ISSUED NEW BALLOTS AND CHECKED OFF THE ELECTION OFFICER’S (EVACUATION) LIST.

· ELECTION OFFICIALS SHOULD ADVISE VOTERS THAT THEY MAY, DEPENDING ON THE CIRCUMSTANCES, DO ONE OF THE FOLLOWING:



a. WAIT UNTIL THE BUILDING CAN BE RE-ENTERED.

b. PROCEED TO THE ALTERNATE POLLING PLACE TO 



    VOTE AS DETERMINED BY THE REGISTRAR OF VOTERS IN CONSULTATION WITH THE CITY CLERK.

· AN ASSISTANT REGISTRAR SHOULD STAY WITH THE EVACUATED VOTERS WHO HAVE BEEN CHECKED IN BUT WHO HAVE NOT YET VOTED AND VOTING SHOULD BEGIN (EITHER INSIDE THE POLLING PLACE OR AT AN *ALTERNATE LOCATION) AS SOON AS SAFELY POSSIBLE.

*VOTERS WILL USE THEIR OWN MEANS OF TRANSPORTATION TO REACH THE ALTERNATIVE POLLING PLACE.

FINAL CHECKLIST OF ITEMS TO BE SECURED:

· VOTING MACHINE: TURNED OFF (NO ENDER CARD) SEALED, SECURED, AND GUARDED IF POSSIBLE.

· CHECKER BOOKS

· PUBLIC COUNTER NUMBER RECORDED FROM THE VOTING MACHINE.

· LIST OF VOTERS WHO CHECKED IN BUT HAD NOT VOTED

· UNUSED BALLOTS                        

· VOTED BALLOTS

· BALLOT BOX

· PERSONAL BELONGINGS

· MODERATOR BAG

SPECIFIC EMERGENCIES 

EMERGENCY REPRODUCTION OF BALLOTS DUE TO BALLOT SHORTAGE

· REGISTRARS WILL MAKE COPIES OF THE OFFICIAL BALLOTS AND DELIVER TO THE POLLS.

· MODERATOR SHOULD DOUBLE CHECK THAT THEY ARE RECEIVING THE CORRECT FORM OF THE BALLOT FOR THEIR DISTRICT/POLLING PLACE.

· MODERATORS SHOULD INSTRUCT MACHINE TENDER TO HAVE VOTERS PUT THE XEROXED COPIES OF THE BALLOTS IN THE AUXILIARY BIN AS THEY CANNOT BE READ BY THE TABULATOR.

SHORTAGE OF ELECTION OFFICIALS:

· NOTIFY THE REGISTRARS IMMEDIATELY.

POWER OUTAGE:

· NOTIFY THE REGISTRARS IMMEDIATELY.

· THE VOTING MACHINES HAVE 2 HOURS OF EMERGENCY POWER.

· THE BATTERY BACK-UPS HAVE APPROXIMATELY 6 HOURS OF EMERGENCY POWER.

FIRE AND BOMB THREATS:

· FOR VOTING EMERGENCIES FOR FIRE AND BOMB THREATS CALL 911

        AND REFER TO THIS EMERGENCY MANUAL.

MACHINE MALFUNCTIONS:

· FOR MACHINE MALFUNCTIONS REFER TO THE MODERATOR’S MANUAL. 

DISORDER, VIOLENCE, OR INTIMIDATION:

· ATTEMPT TO HAVE ANY PERSON LEAVE THE POLLING PLACE VOLUNTARILY WHO INTERFERES WITH THE ORDERLY PROCESS OF VOTING.

· PREVENT UNIDENTIFED PERSON FROM LOITERING IN AND WITHIN 75 FEET OF THE POLLING PLACE.

· PROTECT THE RIGHT OF VOTERS TO CAST A BALLOT IN PRIVATE.

· IF NEEDED CALL 911.

ILLNESS, INJURY, OR DEATH:

· FOR ILLNESS, INJURY, OR DEATH CALL 911 IF NECESSARY.

POLL WORKER REMOVAL:

· FOR REMOVAL OF POLL WORKERS CONTACT REGISTRARS

EMERGENCY LOCKDOWN BY POLICE

· FOLLOW ALL INSTRUCTIONS BY THE POLICE DEPARTMENT
· NOTIFY REGISTRAR OF VOTERS
· REGISTRARS WITH CONSULTATION WITH CITY CLERK WILL DETERMINE ALTERNATE VOTING LOCATION.
· REGISTRARS WILL COORDINATE NOTIFICATION OF THE PUBLIC OF CHANGE IN VOTING LOCATION
· REGISTRARS WILL SEE THAT BALLOTS AND CHECK OFF BOOKS WILL BE TRANSPORTED TO ALTERNATE VOTING LOCATION WITH SPARE MEMORARY CARDS
· ALL OTHER PROCEDURES IN PROTECTING POLL WORKERS AND VOTERS IN LOCKDOWN LOCATION
IN ALL SITUATIONS THE SAFETY OF THE POLL WORKERS AND THE PUBLIC WILL BE THE PRIMARY OBJECTIVE

WHEN IN DOUBT YOU MAY ALWAYS CALL THE REGISTRAR OF VOTERS 

(860) 447-5206 

