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Online Poll Worker Training

ü Go to www.PollWorkerTraining.IN.gov



Things we will cover

1. Basic roles and 
responsibilities

2. Who’s allowed in the 
polling location

3. Checking photo ID 

4. Additional 
documentation 
requirement

5. Fail safe procedures

6. Provisional ballots 
and challenging 
voters

7. Absentee ballots

8. Voting Machines

9. Accessibility

10.Opening and closing 
the polls



Basic Roles and Responsibilities
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Election Sheriffs

ü Check for unauthorized literature
ü Contact local police officials if a situation occurs
ü Direct voters through the chute to the proper check-

point
ü Ask voters to provide photo ID (Note: One of each of the precinct 

election officers nominated by the Democratic Party and the Republican Party is entitled 
to ask the voter to provide photo ID.)

ü Even if Election Sheriffs are not appointed to work 
the election, the county election board must 
designate which poll workers will serve the sheriffs’ 
functions

The sheriff maintains order at the polling place 



Poll Clerks & Assistants

ü Poll clerks ask voters to provide photo ID if the 
inspector or judge has not already done so. (Note: One 
of each of the precinct election officers nominated by the Democratic Party and the 
Republican Party is entitled to ask the voter to provide photo ID.)

ü The primary function of poll clerks is record 
keeping and ballot control

ü Poll clerks assist voters in the process of signing 
the poll list

Poll clerks and assistants are the record keepers
One Poll Clerk from each Political Party  



Precinct Poll Judges
One Poll Judge from each political party 

ü One of the judges shall ask voters to provide photo 
ID if the inspector has not already done so. (Note: One of 
each of the precinct election officers nominated by the Democratic Party and the Republican 
Party is entitled to ask the voter to provide photo ID.)

ü Judges may assist voters with disabilities or 
voters unable to read or write (must fill out PRE-3)

ü The judge of the opposite political party of the 
inspector must accompany the inspector in returning 
election supplies to the county election board



Precinct Poll Inspectors

ü The inspector shall ask voters to provide photo ID. 
(Note: One of each of the precinct election officers nominated by the Democratic Party and 
the Republican Party is entitled to ask the voter to provide photo ID.)

üChallenge and accept challenges

üThe inspector picks up election supplies on the 
second or third day before the election, but no 
earlier than the third day (IC 3-11-3-10)

üThe inspector administers the oath to all poll 
workers (PRE-1, Precinct Oath Book)

The inspector manages the polling place 



Inspectors continued…
üThe inspector announces the opening and closing 
of the polling place

üResponsible for counting absentee ballots and 
comparing the signature on the envelope with the 
absentee ballot application in counties where absentees 
counted at precinct. In county where absentee ballots 
are counted at a central location, inspector processes 
absentee voter lists sent to precinct by county election 
board. ‘

üAccompanied by the judge of the opposite political 
party, the inspector returns all election supplies to the 
county election board



Who’s allowed in the polling 
place?
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Allowed in the Polling Place 

ü Voters casting ballots (and children under 18 with the voter)

ü Precinct election officials (inspector, judges, poll clerks…)

ü Deputy election commissioners, appointed by the County Election 
Board to administer official CEB business

ü Challengers, watchers, and poll book holders with credentials

ü An individual authorized to assist a voter in voting



ü A County Election Board member, acting on behalf of the board

ü A voting system mechanic, to repair a voting system, with 
credentials signed by the County Election Board

ü The county chairman or county vice-chairman of a political party with 
credentials signed by the County Election Board

ü The Secretary of State of Indiana, unless that person is a candidate 
for nomination or election to an office on the ballot that Election Day

Allowed in the Polling Place continued… 



ü The people listed below are NOT authorized to be in the polling 
place or the chute simply as the result of their status in the listed 
positions

ü A precinct committeeman of a political party

ü A party volunteer

ü An elected official (other than the Secretary of State)

ü NOTE: Often, volunteers hold multiple positions—if they have 
credentials for one of the positions listed on the previous page they 
are okay, but not if they ONLY hold one of the positions above

NOT Allowed in the Polling Place 
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Checking Photo ID
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Photo ID Law

1. Voter’s photo must be displayed on the ID

2. Voter’s name on the ID must conform to the name on the 
poll book

3. Expiration date (current or expired after the date of the last 
General Election; an INDEF expiration date is acceptable 
for a military or veterans ID; a military or veterans ID with 
no expiration date indicated is also acceptable)

4. Issued by the State of Indiana or the US government

Poll worker should NOT be checking for address

What are the requirements under the Photo ID Law?



Photo ID “Conform” Example

üThe voter’s name on the Photo ID must conform to 
the name on the voter registration record  

üPeople commonly use nicknames, middle names, 
and initials as a substitute for their given first name

• Robert John Crew
• Robert J. Crew
• Robert Crew
• R. John Crew
• R. J. Crew

• Bob John Crew
• Bob J. Crew
• Bob Crew
• John Crew
• J. Crew

Conform does NOT mean it needs to match identically



Photo ID Examples

What are some examples of what would work for the 
Photo ID to be used at the polls? 

1._____________________________________ 
2._____________________________________
3._____________________________________ 



What are some examples of what would NOT work
for the Photo ID to be used at the polls? 

1._________________________________________ 
2._________________________________________
3._________________________________________

Photo ID Examples



Voter Questions

I don’t have anything 
that  would fit the 

criteria… Where do I 
get a Photo ID?

It is expired, 
will it still 

work?

I don’t have it 
with me — can’t 
you just believe 
me?

Will my 
Illinois ID 

work? 
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Additional Documentation 
Requirement
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Additional Documentation

ü This requirement applies to voters who registered to vote 
by mail for the first time in Indiana

ü If a voter is required to show additional documentation, this 
will be noted on the poll book

Who is required to show additional documentation, beyond a photo ID?

Examples of Acceptable Documents
ü Indiana Driver’s License or ID card with current address

ü Current Utility Bill

ü Bank Statement

ü Government Check
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Fail Safe Procedures
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Fail Safe Procedures
What is a fail safe procedure?
ü Fail safes are procedures in place to help resolve voter eligibility 

issues at the polls
ü In Indiana, we try everything before issuing a provisional ballot
ü No one is ever turned away from the polls without receiving a 

ballot

They are…
1. Call the County Election Board for potential Certificates of 

Error
ü If the voter’s name is not on the poll book due to a county 

error

2. Use the VRG-4/12 Form
ü If the voter has moved outside of the precinct but in the 

same county and congressional district



Which Fail Safe Should You Use?

ü The voter has been left off of the poll list by mistake

ü The voter has moved outside of the precinct

ü The voter’s name has changed

ü The voter has proof that they applied to register to 
vote, but isn’t on the poll list



Make sure the VRG-4/12 is Completely Filled Out
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Provisional Ballots and 
Challenging Voters
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Provisional Ballots

ü No voter should be turned away

ü If a fail safe procedure does not apply, then the voter 
should be offered a PROVISIONAL BALLOT
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Provisional Ballots
üThe process begins by filling out the PRE-

4 Challenge  Form, stating why the voter is 
unable to cast a regular ballot
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Provisional Ballots
üThe Challenged Voter then completes the 

Affidavit of A Challenged Voter
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Provisional Ballots

üThe voter is then 
issued a ballot

üThe voter then 
casts their ballot, 
places the ballot in 
the PRO-2 Security 
Envelope and 
returns the ballot to 
the Inspector



Office of the Indiana Secretary of State www.in.gov/sos

Provisional Ballots

üThe voter then receives the PRO-9 Form 
after voting, which contains instructions for 
the voter
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Challenging In General
It is against the law…

1. For a person who is not eligible to vote in the precinct to 
attempt to cast a ballot 

2. For a precinct election official to knowingly fail to challenge an 
ineligible person

3. For a precinct election official to challenge a voter that the 
official knows is eligible to vote

Who May Challenge a Voter?
1. Member of the Precinct Election Board
2. A poll clerk only based on questionable signature
3. A challenger appointed by a political party/candidate with 

proper credentials 
4. During a Primary, a voter who is a member of the political party 

whose ballot is being requested by the voter
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When a Challenge Should be Issued
üIf the voter is unable to present photo ID that meets the requirements

üThe voter is not registered (unless a fail safe applies)

üThe voter no longer lives in the precinct (unless a fail safe applies)

üThe poll list shows additional documentation is required but the voter 
is unable to present additional documentation

üThe voter is not a US citizen

üThe voter will not be 18 at the date of the general election

üThe voter’s signature does not match

üThe primary voter is not affiliated with the party whose ballot the voter 
is requesting (unless the voter fills out the PRE-6)
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Processing Absentee Ballots
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Processing Absentee Ballots 

üCounting Absentee ballots at the polling place:

ü Absentee Ballots are delivered to the 
precinct from the County office

ü Ballots can be counted, rejected 
(procedural) and/or challenged (voter 
related issues) at the precinct 

ü Poll workers count absentee ballots at precincts before they 
leave the polling place using the checklist found in the Election 
Day Handbook

The precinct election board may count absentee ballots before the polls are 
closed. However, providing information vote totals to any outside source prior 
to the close of the polls is a Class D felony.
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Processing Absentee Ballots 
üCounting Absentee ballots at a Central Count 

Location:
üAbsentee List Prep and Delivery

üCircuit Court Clerk “certifies” list of the names of Absentee 
Voters who requested and returned an absentee ballot

üThis “first” list is then delivered to the inspector with the 
pollbook on the Saturday or Sunday before the election

üHowever, the deadline to receive absentee ballots is noon on 
Election Day

üTherefore, a “second” list is delivered to precincts by bi-
partisan absentee ballot couriers the afternoon of Election 
Day



Office of the Indiana Secretary of State www.in.gov/sos

Processing Absentee Ballots 

üCounting Absentee ballots at a Central Count 
Location:
üProcessing Lists At Precinct

üFirst List:  As part of the preparation of polls, the Inspector 
marks the first list and the poll clerks certify the Inspector has 
done so on the list

üHowever, prior to marking the poll book, the Inspector must 
notify any challenger or poll book holder of absentee voter’s 
name and address

üSecond List:  When the second list is received, the inspector 
shall mark the second list and the poll clerks shall certify the 
Inspector has done so on the list
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Processing Absentee Ballots 
üCounting Absentee ballots at a Central Count 

Location:
üReturning Lists to County Election Board

ü Inspector shall place processed lists and any challenge 
affidavits into a return envelope for absentee ballot couriers

ü Inspectors and poll clerks sign a statement on the outside of 
the return envelope indicating that the lists have been 
properly processed

üThe Absentee Ballot Couriers return the envelope with the 
processed lists to the County Election Board

üThe Couriers sign a statement printed on envelope that they 
have not tampered with the contents of the envelope

üOnce the couriers return the processed lists and challenge 
affidavits from a precinct, the absentee ballot counters can 
begin counting that precinct
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Voting Machines
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Voting Machine Types
üTraditional Hand Counted Paper Ballot Voting

1. Make sure pens and pencils are at booths
2. Make sure ballots are not marked or torn

üOptical Scan Ballot Card Voting
1. Verify device serial numbers
2. Make sure card packages are sealed until inspector opens

üDirect Record Electronic (DRE)/ Touch Screen
1. Compare DRE ballots with sample ballot
2. Make sure DREs show zero records at start of day
3. For primaries, make sure DREs only allow votes for one party 

or the other at a time

*For every type of machine that is used, a sample ballot should be
compared to the machine ballot*
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Accessibility
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Polling Place Accessibility

üThe Help America Vote Act requires every 
polling place to be accessible to people with 
disabilities
1. At least one accessible voting machine should be at each 

polling place (set up, operational, and private)
2. Polling places should have accessible parking and obstructions 

to entrances should be removed

üPeoples with disabilities can bring someone to 
the polls to assist them in the voting booth, or 
they may request the bipartisan judges to assist 
them
1. Poll workers should never assume a voter wants assistance
2. Be aware that dogs assisting people with disabilities must be 

admitted into the polling place



Office of the Indiana Secretary of State www.in.gov/sos

Form Pre-3: Affidavit for Voter 
Assistance
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Opening and Closing the Polls
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ü Use the checklist in the Election Day Handbook

ü The Inspector and Judges should double check the official 
ballots and sign the ballot agreement form

ü Sample ballots should be posted at the entrance to the 
polling place and by each voting booth

ü The chute should be set up extending 50 feet out from the 
entrance to the room where people vote

ü Make sure Voter’s Bill of Rights and Photo ID Chute 
posters are posted

ü Make sure the polling place is set up with voters with 
disabilities in mind

General Poll Opening Reminders



General Poll Closing Reminders
Once everyone has voted and left the polls: 

ü Follow the checklist in the Election Day Handbook

General Reminders: 
ü Machines must be locked or disassembled

ü Polling place must be returned to its original setup

ü Run vote totals and gather extra supplies for return to the 

County Election Board

ü The Inspector must return all election supplies to the county 

Election Board (with judge of opposite party)

ü People who are in line and are waiting to vote need to have their 

presence in line documented by name written down, hand 

stamped, or another person stand behind them in line.

Remember, those waiting in line when the polls close at 
6:00pm local time should be allowed to vote.


