
July 2023 

 

REFERENCE GUIDE                    

POLL WORKER  MANUAL  

 
  
 James P. Scheuerman                                         Joseph J. Kearney 

Democratic Commissioner                                       Republican Commissioner 

  



A Message to Inspectors 

 

As an Election Inspector, you play an essential part in the process that enables citizens to exercise their 

constitutional right to vote.  The success of the election process depends to a great extent on how well you carry 

out your responsibilities at the polls. 

 

What voters experience at the polls is the only part of the election system that they observe regularly.  

Consequently, the impression that you leave with the voters strongly influences their overall view of the 

election system.  We trust that you, as a representative of your County Board of Elections and your political 

party, will strive to perform your duties in a way that gives voters confidence in the fairness and effectiveness of 

the system. 

 

This Reference Guide, the County Board of Electionsô training course and the other aids supplied to you 

describe your responsibilities in detail.  We believe that the essence of your job lies in two main goals:  to help 

qualified voters to vote; and to ensure that their votes are properly counted.  You can accomplish these goals by 

maintaining a helpful attitude and by applying election law and procedures as you have learned them. 

 

The work of an inspector can be complex and often tiring, but when you have done the job well, you will know 

that the voters of your Election District have been well served.  On their behalf, and on behalf of all the 

countyôs citizens, we thank you for your service. 

 

 

 

Commissioners of Elections  
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DIFFERENT TYPES OF ELECTIONS  

There are many different types of Elections that take place in Nassau County. The Board of Elections is 

responsible for the General Election in November, the Primary Election in June, and any Special Election that 

takes place. 

There are other elections that take place for Villages, School Districts, and Special Districts.   

A Primary Election is held by a political party to determine who their candidate will be in the general election. 

Political party enrollment is optional but in order to vote in a primary election of a political party, a voter must 

enroll in that political party unless state party rules allow otherwise.  

A General Election is held each November to determine which candidates will be elected to public office. 

A Special Election is held as necessary to fill a vacancy in an elective public office. 

VOTING PROCEDURES 

There are different ways to vote in every election: election day, early voting, and absentee voting.  

Election Day: Voters can go to their designated polling location. All voters will be asked to go to a specific 

table that represents the election district based on residence. Voters not registered at their current address will 

need to vote by affidavit. (see affidavit section) 

Early Voting : Voters can go to any of the sites throughout Nassau County during the nine days of early voting. 

Early voting sites are equipped to print ballots from anywhere in the county, so there are no assigned tables.   

Absentee Voting: Voters may submit an application and receive their ballot by mail. An absentee ballot 

application must be received by the Board of Elections at least 15 days before the election, except an 

application may be submitted in person at the Board of Elections office in Mineola until the day before the 

election. Check with the Board of Elections for that date. The ballot must be signed and sealed in the 

appropriate envelope when mailing it back. Also, it must be postmarked by election day. Voters can also come 

to the Board of Elections to fill out their applications and receive their absentee ballots. Each polling location 

also has an absentee ballot drop-off bin.  

TRAINING OPPORTUNITIES  

New York State law requires all poll workers to attend a training class each year.  In-person, training is offered 

once a year, but there are different ways to review all roles and responsibilities.   

In -Person: New and less experienced poll workers will need to attend training in person. Depending on 

accessibility, the training may be held on-site at the Board of Elections or off-site at a partnering location. Poll 

workers will be contacted by the inspectorôs department when it is time to register.  

Early voting site managers have more detailed annual training. As a site manager, you need to have proficient 

knowledge of all policies and procedures that a Board of Elections employee would have.  

Manual:  

This manual breaks down the policy and procedure needed for a successful election. Use it as a guide at home 

and at the poll site. Make sure to read the proper section to learn the differences between early voting and 

election day.  
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Website, www.nassauvotes.com:  

The Nassau County Board of Elections website is used to register for your annual training. A training 

notification letter is sent to all poll workers when the training schedule for the year is on the website.  

The website also has training review videos to support all poll workers.  

QUESTIONS: 

For any questions about training for poll workers or site managers, please call the Board of Elections for more 

information at 516-571-VOTE or email us at: 

For Democrats: DBOETraining@nassaucountyny.gov 

For Republicans: RBOETraining@nassaucountyny.gov  

DIFFERENCE BETWEEN EARLY VOTING AND ELECTION DAY  

EARLY VOTING  ELECTION DAY  

Site Manager and Inspectors Coordinators, Chairpersons, Inspectors 

Site Managers bring the supplies daily  Red Cart holds the supplies  

DS200 is set up and closed by the Site Manager DS200 is set up by the Inspectors and Chairpersons 

Return of Canvass has 2 parts and Seals Report 

is separate 

Return of Canvass and Seals Report are in one document 

The polls are never closed!  The polls are closed at 9 pm or if there is a line, after the last 

voter votes  

Site Managers return the equipment to the BOE The Chairperson returns the equipment to the assigned Police 

Precinct 

Payroll is in the white envelope Payroll is in the front cover of the White Paperwork Binder  

Orange, Green, and Blue Canvas bags go in the 

Blue Bin at the end of the night 

Orange, Green, and Blue Canvas bags go in the Blue Supply Bag 

at the end of the night 

Nassau voters can go to any poll site in Nassau 

County 

Voters must go to their designated poll site 

Ballots are printed on-site, specific to the votersô 

election district 

Ballots are preprinted in a ballot pad specific to the election 

district  

Time is different every day Voting takes place 6am-9pm 

Tables are labeled A and B Tables are labeled by Election District 

 

 

 

 

mailto:DBOETraining@nassaucountyny.gov
mailto:RBOETraining@nassaucountyny.gov
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DISABILITY AWARENESS  

Working with the public, we want to be respectful of a personôs needs. If it is believed that a voter may need 

support, you can ask, ñHow can I be helpful?ò  It is best not to assume that a voter requires assistance. This 

honors the voterôs requests without pressure or embarrassment. Accommodate the voterôs needs quickly but 

always stay within proper guidelines. When there is doubt, call the Board of Elections.  

When checking in the voter, speak directly to them. If they came in with a family member or someone to assist 

them, you still need voter verification to be done directly from the voter to the best of their ability. Be patient 

and take as much time as is necessary to ensure the person casts their vote properly. 

 

AutoMARK (B allot Marking Device or BMD)  

ñThe AutoMark is a ballot marking device designed to provide privacy and accessibility to voters who are 

blind, vision-impaired, or have a disability or condition that would make it difficult or impossible to mark a 

ballot. In addition, it provides language assistance to voters who are more comfortable speaking an 

alternative language or who have reading difficulties. The AutoMark ballot marking device is also equipped 

for Sip-N-Puff and paddle devices to assist voters with hand dexterity challenges.ò Make certain that the 

voter understands that when seeking assistance, both the Democratic and the Republican poll workers must 

be present during the period of assistance. Should there be a problem when the ballot is ejected from the 

AutoMARK device, make certain that any review of the ballot is solely to assure that the marks are aligned 

in the ovals. Privacy and independence for the voter should always be the number one priority.  

Voting Machines ES&S AutoMARK | New York State Board of Elections (ny.gov) 

 

LANGUAGE ACCESS  

Many sites will be staffed with a Spanish translator. This is determined by the federal government according to 

the US Census. Though often referred to as interpreters, in elections, we refer to them as translators because 

they are assisting the voter with the written instructions on the ballot and current policy and procedure without 

interpretation. If your location does not have a Spanish translator, you can also call the Board of Elections 

number for Spanish language assistance at (516) 571-1245. 

Poll Workers are not permitted to act as translators. If assistance is needed, call the Board of Elections. The 

voter is welcome to bring someone to assist them, and the Inspectors can sign them in on the Poll Pad as 

ñAssister to the Voter.ò Also, the AutoMARK (BMD) is available to translate the ballot. 

 

 

 

 

 

 

 

https://www.elections.ny.gov/machine-automark.html
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DIGNITY AT THE POLLS  

Nassau County strives to have a culture where all people feel they can vote with dignity. It is a diverse county 

though many do not see that diversity in their daily lives. Poll workers represent the Nassau County Board of 

Elections and are expected to abide by the same policies as county workers. That means all voters deserve to be 

treated equally regardless of race, ethnicity, gender, religion, sexuality, age, education level, income level, or 

physical, mental, or language ability. 

 

As a poll worker, all different types of people will come to the poll site. Keep language neutral and respectful. 

Sometimes conversations or gestures expressing stereotypes, jokes, and assumptions about someoneôs identity 

can be harmful even if the intention was to be friendly or funny.  

 

Being respectful applies to all people at the poll site including voters and other poll workers. Treat everyone 

with dignity, respect, and courtesy to ensure that all voters and workers have a positive experience while at the 

polls. 

 

Basic Guidelines: 

 

¶ Treat every voter like the first person you are seeing for the day. 

¶ Listen carefully and show patience. 

¶ Poll workers should not have political conversations nor discuss topics related to gender, race, 

ethnicity, sexuality, religion, or gender of a voter, poll worker, or any other person at the poll 

site. 

¶ Stay focused on how to accommodate the voter.  

¶ Keep the poll site free from distractions.  

 

 

 

POLL WORKERS MISSION  

¶ Every voter should be served according to the procedure. 

¶ Privacy and independence are of the utmost importance.  

¶ Treat each person with dignity, respect, and courtesy to 

ensure all voters have a positive experience while voting.  

¶ Be neutral and calm in every situation.  
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Operating the Election Day Poll Site  

LEGAL  

The election is administered in a bipartisan manner and in accordance with the law. There must always be a 

Democratic and a Republican present for each task. Polls cannot be open unless at least one inspector from each 

party is present. If a site is not fully staffed before 6 am, call the Board of Elections.  

ELECTION DAY TEAM  RESPONSIBILITIES  

ROVER TEAM  

¶ The rover team is a bipartisan BOE staff team that is available in the area for technical 

support  

¶ They may show up periodically to check on the site  

¶ Poll workers must ask to see their ID 

¶ Will be wearing county shirts 

 

POLL SITE COORDINATORS  

¶ Open the red supply cage at the start of the day with the code given by the BOE. This must 

happen first so everyone can get their supplies. Also responsible for locking up the red 

supply cage at the end of the night 

¶ Set up privacy booths and make sure each booth has a pen 

¶ Hang all signage including vote here, polling place, bill of rights, distance 

markers/electioneering, and disability signs 

¶ Set up and turn on the AutoMARK before 6 am 

¶ Ensure that the polling site is accessible to all voters, including voters with disabilities 

¶ Sign in on the paper payroll and take the oath of office  

¶ Assist voters who want to use the AutoMARK throughout the day 

¶ Welcome voters, and use a street list to direct them to the right table by T/AD/ED  

¶ Clear jams on the DS200. Work with the team to decide whether it needs to go into 

emergency ballot mode while a rover team is called to fix a larger problem 

¶ At the end of the night, check the red data bag to make sure the data stick is in the front 

window before the chairperson takes it to be dropped off 

¶ Last to leave the polling location  

 

INSPECTORS 

¶ Must have full knowledge of: 

o Voter qualifications 

o Procedures for the emergency, affidavit, and spoiled ballots. Also, court orders and 

challenge voters 

o How to operate the DS200 scanner 

o How to operate the poll pad 

¶ Open and close poll pads and DS200 in a bipartisan team  

¶ Fill in the sealôs report  
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¶ Fill out the return of canvass for a full accounting of the table 

¶ Sign in on the paper payroll and take the oath of office  

¶ Account for ballots and pack all supplies at the end of the night, securing critical items  

 

CHAIRPERSONS 

¶ Performs all the same duties as the inspectors  

Added responsibilities include: 

o Manage the break schedule for the table to which they are assigned  

o Make sure payroll is completed by all and signed off 

o Check that everyone signs the oath of office  

o Return supplies to the assigned police precinct or Board of Elections.  

This includes the blue supply bag with the orange, green, and blue canvass bags 

inside, the red data bag with the stick in the window, and the chair at the lowest 

election district table, also takes  

The yellow absentee ballot drop-off bag   

 

TRANSLATOR  

ü Nonpartisan professional who is hired by the Board of Elections to translate the ballot 

with no discussion or interference of political matters or the voterôs preference  

ü Assists voters who prefer another language/only assists the voter with translation  

ü Due to the census results, we provide someone who speaks Spanish at many sites  

 

*Prior to appearing on Election Day, any poll worker with questions should contact 

training staff to confirm any procedures or request information regarding unanswered 

questions or confusion relating to the use of election equipment. 

 

DRESS CODE 

Poll Workers will not be provided with a Board of Elections shirt and are permitted to wear their own clothing. 

There is no political attire allowed, no candidate or political party attire, no slogans, or graphics. Do not bring 

anything politically controversial into the polling place.   

Nobody should be wearing Board of Elections shirts while working on Election Day other than Rover Teams 

that come to the site for technical assistance.  

It is strongly recommended that closed-toe shoes are worn for safety to prevent injury around machines.  

In accordance with the law, voters should remove or cover any items of clothing or accessories that represent 

the current contest or political parties found on the ballot. 
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TIME  

The polls are open 6 a.m.-9 p.m. Poll workers are required to arrive at 5:15 a.m., except that translators are 

required to arrive at 6 a.m. If nobody at the facility is there to open by 5:25 a.m., you MUST call the Board of 

Elections at 516-571-VOTE. Polls need to be open for voting at 6 a.m. sharp. At the end of the night, every 

voter in line by 9:00 p.m. must be allowed to vote.  

PAYROLL  

All poll workers must sign the paper payroll. The payroll envelope is found in the inside front pocket of the 

white paperwork binder and must be returned there. If there is information missing, please be sure to fill it in.  If 

you are not listed on the paper payroll, please write your name and other required information in the blank 

space.  

Leaving information out of any field will hold up payroll for all.  

On Election Day, the Board of Elections sometimes has a check-in on the poll pad. If it is there, please check in 

on the poll pad because it will inform the Board of Elections who is in and where stand-by poll workers are 

needed. If the poll pad does not have the list, do not panic. The paper payroll is the most important, and the way 

payment is processed.  

 

MEALS AND BREAKS 

The chairperson will assign breaks to each inspector at their table. We ask that no one abandons their table 

without proper coverage to remain in accordance with the law. To maintain bipartisan coverage, the two poll 

workers of the same political party at the table are not permitted to go on break at the same time. Poll workers 

are entitled to one hour for lunch and one hour for dinner. The breaks cannot be taken together, and all workers 

must be on site an hour before the close of polls.  
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T/AD/ED or TOWN, ASSEMBLY DISTRICT, ELECTION DISTRICT  

The T/AD/ED is the 6-digit number that represents the voting district associated with the voterôs address. The 

Board of Elections assigns each town or city a number to code each area. Sometimes it is represented by an 

abbreviation followed by the numbers of the Assembly District and Election District. These numbers are used to 

label the tables in the polling site, and all the equipment assigned to that table will also have the same label.  

Glen Cove =1 Hempstead = 2 Long Beach = 3 North Hempstead = 4 Oyster Bay = 5 

For example, 113001 is the same as the City of Glen Cove, Assembly District 13, Election District 001 

Voters can only sign in at the table with the T/AD/ED associated with their current address. This way, each 

voter gets a specific ballot containing the contests and representatives that directly apply to where they live. The 

ballot needs to be cast on the DS200 accompanying the table where the voter checked in. If someone votes by 

affidavit, the ballot needs to be the T/AD/ED associated with the voterôs current address, and the voter must be 

at the linked table.  

During early voting, voters can vote at any of the poll sites in Nassau County and may check in at any of the 

tables. The appropriate ballot will be printed once the voter checks in. The inspector should check the T/AD/ED 

on the ballot and ensure that the voter is receiving the proper one.  

On election day, if there is a problem with the equipment that the poll workers cannot fix, a call should be made 

to the BOE requesting that a rover team be sent for technical support. When placing the call, know the 

T/AD/ED on the machine that is being reported because it will assist the BOE in getting to the site and could 

help identify the problem.  

On the poll pad, each screen with the voterôs information on it will also have the T/AD/ED listed. 

See the examples: It will be a 6-digit T/AD/ED. The arrow points to the area where it will  be found on the poll 

pad screen.  
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The T/AD/ED is also crucial when completing the poll worker portion of an affidavit ballot. Be sure to have the 

T/AD/ED written where it is indicated on the bottom of the envelope.  

 

 

EQUIPMENT  

o Red Cage: The red cage is found at the poll site and will contain all the supplies needed. 

There are two lock boxes and two locks. Each Coordinator will be given a code for the lock box 

to get the key to unlock either the blue or red lock. There will be supplies carefully labeled for 

every table in the poll site.  Inside the cage, there will be: 
Á Orange poll pad cases  

Á Blue supply bags  

Á Purple coordinator bag  

o DS200: ñThe DS200 ballot scanner system is a portable electronic voting system that uses an 

optical scanner to read marked paper ballots and tally the results. This system allows for paper 

ballots to be immediately tabulated at your polling site. The DS200 also notifies you of any 

voting errors. You will be able to immediately correct these errors to ensure that your vote 

countsò (NYS BOE Website) 

o Poll Pad: The Poll Pad is a tablet with an operating system specifically to provide electronic 

voter check-in and verification process for election officials across New York State and the US. 

The poll pad replaced paper poll books in 2019 and allows Inspectors to check in voters, see 

whether they have already received or voted a mail ballot, and direct them to their correct polling 

place if they are in the wrong location. 
Inside the case it will have: 

Á two poll pads 

Á two poll stand arms 

Á two poll pad bases  

Á two bar code scanner trays 

Á two power cubes and cords 

Á a few stylusôs  

 

o Blue Supply Bag: This is a blue soft bag that holds the supplies for the table. It includes: 
Á T/AD/ED sign for the table  

Á ballot pads 

Á blue spoil bag 

Á spoiled stamp 
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Á orange affidavit bag 

Á affidavit envelopes  

Á green emergency unscanned ballot bag 

Á pencil case: name tags, pencils, pens 

Á white paperwork binder 
Á red data bag 

 

o Red Data Bag: This is a small bag with a window, and it is highly important.  

Inside it will have:  
Á return of canvass 

Á new seals  

Á DS200 keys  

Á the DS200 code  

o Yellow Absentee Bag: This is a soft yellow bag that is secured in several different places 

and has a slot for people to drop signed, sealed absentee ballots in. There will be one yellow 

absentee bag per polling place, which should be left with the poll coordinators. 
o AutoMARK  (BMD): ñThe AutoMark is a ballot marking device designed to provide privacy 

and accessibility to voters who are blind, vision-impaired, or have a disability or condition that 

would make it difficult or impossible to mark a ballot. In addition, it provides language 

assistance to voters who are more comfortable speaking an alternative language or who have 

reading difficulties. The AutoMark ballot marking device is also equipped for Sip-N-Puff and 

paddle devices to assist voters with hand dexterity challenges.ò (NYS BOE Website)  

o Purple Coordinators Bag: This bag contains the supplies that each coordinator needs 

including:  
Á AutoMARK keys 
Á return of canvass for the AutoMARK and yellow absentee bag  
Á signs  
Á pens 

o Signs: There are several signs the coordinator needs to hang up around the poll site, inside and 

out. They include: 
Á voters Bill of Rights in English and Spanish 

Á polling place marker  

Á accessibility sign 

Á accessibility access and handicapped parking signs  

Á ñVote Hereò signs 

Á no electioneering/ 100-feet distance markers  
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STEP BY STEP OPENING FOR INSPECTORS/CHAIRPERSONS 

1) Arrive at the Poll Site at 5:15 a.m. so that it is ready for the first voter at 6 a.m. If the location is not open 

before 5:25 a.m., call the Board of Elections.  

2) The Republican and the Democratic coordinators will have separate codes to open the lockbox located on the 

outside of the red cage and take out the keys to the blue and red padlocks. Blue is for the Democrats; Red is for 

the Republicans. If a coordinator is not there, one chairperson or inspector representing the same party must call 

the Board of Elections to get the code.  

 

 3) Inspectors/Chairpersons will be assigned on their hire letter to a table by T/AD/ED number. It will either be 

a 6-digit number such as 220008 or Hemp-20-008. Bipartisanly, get the equipment from the red cage labeled 

with the T/AD/ED of your table and start setting up your table. Once the cage is opened, inspectors and chairs 

can start to remove the equipment for the table they have been assigned to. Be sure to check that the equipment 

labels match the right table.  
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4)  Each table will have several supplies that are labeled with the T/AD/ED number for your table: 

 a) Red Data Bag 

o return of canvass 

o new strap, tab, and sticker seals  

o DS200 keys  

 b) Blue Supply Bag 

o T/AD/ED sign for the table  

o ballot pads 

o blue spoil bag 

o spoiled stamp 

o orange affidavit bag 

o affidavit envelopes  

o green emergency unscanned ballot bag 

o pencil case: name tags, pencils, pens 

o white paperwork binder: 

Á paper payroll in the front sleeve 

Á oath of office  

Á inspector remarks 

Á challenge forms 

 c) Poll Pads in Orange Case  

o two poll pads 

o two poll stand arms 

o two poll pad bases  

o two barcode scanner trays 

o two power cubes and cords 

o a few stylus  

*Please note that there are no scissors provided. Poll workers may bring their own scissors to cut seals if they 

choose.  

5) The poll pads and the DS200 each have open and close manuals in the blue supply bag. One inspector should 

read while the other does the actions the instructions are calling for. The most important thing is getting these 

machines up and running no later than 6 a.m. so the table is ready when the first voter arrives. Make sure the 

public count reads zero at the start of the day.   
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6) In most elections when the poll pads are set up, one poll pad will be plugged in, on the table, and used to 

check in voters, while the other is kept in the case but also turned on and plugged in. If the site gets busy and a 

second poll pad is needed, it is okay to pull it out of the case. 

7) Start filling out the sealôs report for the DS200  

 

8) Start filling out the return of canvass with the public and protective count and the count of ballot pads 

received at the start of the day. (See page 12 for more detail)  

9) Once your table is set up and ready for your first voter, everyone should sign in. First, sign the paper payroll. 

The inspectors information will be printed and inside of an envelope in the front pocket of the white paperwork 

binder. If any information is missing, please fill it in. If a poll worker is not found on the paper payroll, they 

should write their name and other required information in the blank space. 

Next, go into the Poll Pad, use the stylus to click home, poll workers, and scroll through the list to find the poll 

workersô names. If there is no list, do not panic. It is not always uploaded in time due to last minute changes. 

Make sure you fill out the Paper Payroll no matter what. That is the most important. The chairperson of the 

table should call the BOE inspectors department if anyone is missing. There are standby inspectors waiting to 

be called if needed.  

If a table is short an inspector, borrow one from another table until the stand-by arrives. Remember, everything 

needs to be done bipartisan.  
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RETURN OF CANVASS  

The return of canvass is one of the most important documents at the poll site. On the return of canvass (ROC), 

each box needs to be filled in carefully with the correct information. 

Each table will have a ROC with a seals report as part of the document. At the end of the night, it is placed in 

the red data bag.  

Record the public and the protective counts on the ROC. The public count is the number of times the machine 

was used in that election and should always start at zero. The protective count will show the number of times 

the machine was voted on during the life of the machine. The ROC has space for these numbers at the opening 

of the polls and again at the closing. If the public count does not read zero at the start of the day, call the BOE 

immediately.  

The ROC requires the number of ballot pads delivered at the start of the day. 

On the ballots, there is a number where they are pulled from the pad. That number gets recorded at the start of 

the day and again at closing.  

The ROC has a tally sheet that is used throughout the day to keep track of the different types of activities 

happening. Spoiled ballots, court orders, affidavit ballots, and unscanned emergency ballots. At the end of the 

day, total up the number and write it in the appropriate place of the ROC.  

The sealôs report must reflect every strap seal, tab seal, and sticker seal that has been used throughout the day. 

That means the seals that were broken in the morning or anytime throughout the day and the seals that replace 

them. Make sure to mark each one on the sealôs report and keep the used seals in the red data bag.  

At the end of the night, make sure all the closing numbers are filled in and the ROC goes into the red data bag. 

 

 


