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Topics of Discussion: 
Flow of Voters at the Polling Place 

Qualifying the Voter at the Polling Place 

Importance of Completing Paperwork 

Early Voting Best Practices 

Election Day Best Practices 

Training Reminders 

Verbal De-Escalation Tactics 
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  Flow of Voters at the Polling Place 

Setting up  Polling Place  for  flow of  Voters  

Line Management 

Voter Etiquette 

Qualifying Voters 

Verbal De-Escalation 
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Setting up Polling Place for Flow of Voters 

Arrange the room so that voters 
are not overcrowded and the 
voting site is ADA compliant. 

Try to make a separate entrance 
and an exit, if possible 

Place the ballot box near the exit 
and make sure there is a person 
stationed there to remind voters 
to put their ballots in the box. 
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Managing the Flow of Voters 

Create a station for voters to complete extra 
paperwork, if necessary 

• Consider calling it the Resolution Table 

• Provide an extra ePollbook, if possible, for the Deputy Early 
Voting Clerk/Judge to perform the more complicated 
procedures.  

• Cancelling a Ballot by Mail 
• Qualifying a Provisional Voter 

• Keep the station organized 

• Keep forms together that involve a certain processes 

Note:  If an  extra ePollbook  is not an  option,  
place the voter  in  the  front of  the line when  
the paperwork  is completed. 
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Managing the Flow of Voters 

Practice Timing your check-in process in Training 
• Voting stations should not be empty because voters are not qualified fast enough 

• When voting stations are full, slow down so that voters are not waiting for a voting station 
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Why is Line Management Important? 
• Voters can receive information while waiting 
• Identify Voters eligible for Voting Order Priority 
• May help reduce waiting times 
• Allows voters to ask questions 
• Allows poll workers to identify electioneering 
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   Best Practices for Line Management: 

If line  is  long, point to the  list of 4 closest vote  centers,  if countywide 

Determine voters who  are  eligible for Voting  Order Priority 

Talk  to a  group in the  line,  so  you are  not  repeating the same  thing to  each individual  voter  in line 

Designate  a  worker  to  walk  the line from  beginning to  end regularly 
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 Information to Review in Line: 
• Consider making a  one page guide  of acceptable IDs to have on hand Having  the  Acceptable  forms  of ID  available  

when they get  to  Check-in 

• If a  voter  has a cheat  sheet  on a cell  phone,  provide  a sample ballot to transfer  the  notes Silencing cell phones  and explain the  use  of cell  
phones is  not  allowed in the polling  place 

• Consider providing  a paper  list  of registered voters Determine  if voters are  at the correct  precinct 

• Provide  enough copies to be  able to hand out Distribute sample/bedsheet  ballots 

• Consider  creating an informational  card for  the elections  office  that includes the  website  
address 

Talk  about  county website  feature  to print  
voter’s own sample ballot,  if  available 

• Consider creating  an informational  card with a map to  the  main early  voting location 
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Etiquette When Processing Voters 

The word  please goes  a long way! 

Look voters in the eye  and greet  them. 

Think about how you want your own  voting  experience  to take place. 

Use non-technical  language  so voters can understand 

Use  action  words to help  voters understand what  to do 

• Verify your information please 
• Sign here please 
• Proceed to the voting station 
• Put the ballot in the ballot box 
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Etiquette Scenario Examples 

Example 1: If a voter is wearing a medical mask and identity cannot be determined, 
politely ask the voter to briefly lower the mask for a moment. 

• “Please lower your mask for a brief moment so I may compare you to your 
picture.” 

Example 2: If a voter is using a prohibited wireless device. 

• Approach the voter quietly.  Do not yell across the room. 

• “Pardon me, you probably didn’t know that state law prohibits the use of 
wireless devices in the polling place.  Please cease use of the device until you 
exit the polling place.” 
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Etiquette Scenario Examples 

Example 3: If a voter has a firearm. 

• “Pardon me, you probably didn’t know that state law prohibits firearms in the 
polling place. Would you please take the firearm to your vehicle.  I’ll put you 
right back in line where you were.” 

Example 4: Electioneering: 

• “Pardon me, you probably didn’t know that state law prohibits the wearing of 
campaign T-Shirts or other political attire related to the current election. 
Please cover or remove it to best of your ability.” 
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 Qualifying the Voter at the Polling Place 
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Explain Voters’ Options 

During qualification, ask questions if there are special situations 

Don’t steer voters into a process, give options 
• If a voter left the ID at home, explain that he or she can go home to retrieve it, or 

cast a provisional ballot and cure the ID deficiency after voting. 

• If a voter wishes to cancel a ballot by mail but does not have possession of the 
official ballot, explain that the voter can vote provisionally or go home and get 
the ballot by mail to surrender. 

Let voters decide for themselves. 
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Determining if a Voter Has Moved 

Make sure that you determine if the voter still lives at the address that is 
displayed in the ePollbook or Paper List of registered voters 

If the voter is in suspense, a Statement of Residence must be completed 
even if the voter says that he or she still lives at the registered address. 

The address on the acceptable form of ID presented, does not have to 
match the registration address. 

Don’t assume that the address on the ID presented is the registration 
address. You must verify. 

Failure to gather the correct information could result in a voter’s 
registration being cancelled in the future 
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Less than Countywide Elections 
How should a voter be told that he or she does not live in 
the territory covered by the election? 

• Ineligible sounds as though there is something wrong with the voter’s registration 

Don’t say “ineligible” 

Suggested phrasing for poll workers: 

• “Your registered address does not fall within the boundaries of any of the territories in the 
current election.” 

• “This is not a countywide election and your address is not included in the current election.” 
• “The portion of the county where you live has nothing on the ballot in the current election.” 
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Other Elections 

When Entities Conduct Elections Separately 

• If a political subdivision does not contract with the County Election Official, it may 
choose to run its own election 

• Many of the large political subdivisions, such as school districts, own their own 
voting systems 

• There are times when voters must go to multiple places to vote in all the elections 
for which they are eligible. 

• It is okay to tell voters about the other elections, however, literature or other 
information is not required to be made available. 
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Importance of Completing
Polling Place Paperwork
When Processing a Voter 
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Paperwork Must be Completed First 

Always complete the required paperwork BEFORE the voter is issued a ballot 

SORs (Statement of Residence) must be completed before the voter receives a ballot 

Provisional Paperwork must be fully completed before the voter receives a ballot 
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Paperwork Must be Completed First 

Poll workers should complete their portion of the paperwork before the voter receives a 
ballot 

• What???  It is important to fully complete and file all paperwork throughout the day. 
Set up the envelopes for filing so that their isn’t a ton of unfiled paperwork when it is 
time to close polls 

• If there are problems reconciling numbers or other issues, don’t let poll workers stay at 
the polls trying to solve them.  Teach them to come to election night headquarters so 
they can be helped. 
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Paperwork Must be Completed First 

Consequences of incomplete paperwork 
• Voter may refuse to complete the paperwork after voting 
• Voter does not live in the political subdivision and shouldn’t have cast a ballot in your county, 

city etc. 
• The voter is now gone and there is an issue that can only be resolved with the voter present 
• Election Officials forgot to complete the paperwork and now have to come to the entity’s 

office and sign/complete it (possibly on election day) 
• Voter is disenfranchised because of election worker error (unsigned Provisional Envelopes) 
• If an audit occurs, the records for the election may be incomplete 
• If a public information request is received, the requestor may receive incomplete 

records. 
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Provisional Notices 
• Notices to Provisional Voter 

• Notice of ID Deficiency 
• Regular Notice 
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Provisional Notices 

Notice of ID Deficiency 
• Notice of ID Deficiency is only given to voters who had no form of ID at the time they 

presented to vote. 
• This notice must have a map to the voter registrar’s office so that the voter may cure the 

ID deficiency within 6 calendar days after election day. 
• There is a space to write the cure deadline, information about what forms of ID are 

acceptable and how to apply for a permanent or temporary exemption 

Regular Notice 
• The Regular Notice to Provisional Voter is given to all other provisional voters 
• Informs voter of the process for notification of outcome of provisional vote 
• Informs voter of the way in which the data will be used to update an existing registration 

or create a new registration if one did not already exist for the voter in that county 
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Early Voting 
Best Practices 
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Early Voting Best Practices: 

Consider creating an opening, daily & closing the polls checklist 
that is used every day of Early Voting 

Some counties take a 
photo of their daily 
balancing numbers 
and send it to the 
election office at end 
of night. 

Include all necessary 
security measures so 
that voting equipment 
is secure before the 
polling place is closed 
for the night 

If checklist references 
certain devices or 
places, be sure to 
include a diagram 

No one, save that of 
the election workers 
should have a key to 
the room, if possible 
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 Early Voting Checklist Example: 

26 



27 



 

         

      

       

    

     

Paperwork Verification Process 

Review all Early Voting daily paperwork when it comes back to the office at the end of the day 

If paperwork is not picked up daily, consider implementing a post-Early Voting process 

When daily paperwork is reviewed, it allows the county or entity to identify potential problems and 
take action 

Examine all paperwork so that issues are known and/or can be resolved 

Examining Election Workers’ paperwork also helps identify where more training may be needed 
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Election Day Best Practices 

Deploy the Open and Close the Polls Checklists 
• Remember to customize it for your entity's procedures 

Create a Daily Checklist of tasks to perform 

Create instructions for closing the polling place 
• Filing paperwork 
• What must to be delivered 
• What must be sealed/locked 
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Training Reminders: 
Express the importance 

of Chain of Custody 

Hands on training 

Role Play 

Explain 

• Transparency 
• Security 
• Not to leave equipment unattended 

• Voting equipment 
• Completing paperwork 
• Set up a mock polling place 
• Opening & Closing process 

• Common voter scenarios for early voting 
• Common voter scenarios for election day 
• Curbside Voting scenarios 
• Voter etiquette 
• De-escalation Tactics 

• The differences in procedures for Early Voting and Election Day. 
• New procedures 
• New legislation that affects laws and processes 
• Responsibility 30 



Verbal De-Escalation Tactics 
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 “That Person” 
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Hot topics 
• Voter ID 
• Firearms 
• Cellular devices 
• Voting machines 

“State Law  
Requires/  
prohibits…” 

Avoid the Rabbit Hole 
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  Take a deep breath 
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Defy Expectations 

• Don’t take it personally 
• Keep it logical 
• Stay focused 
• Don’t “take the bait” 
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Listening Skills 

• Active listening 
• Acknowledgement 
• Ask Questions 
• Non-verbal cues 
• One-on-one 
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Slow down 

• Utilize silence 
• Pause between sentences 
• Think before speaking 
• REMINDER: Deep breaths 
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 Understand The Situation 
• Empathize 
• Apologize 
• Etiquette 
• Be Forgiving 
• Benefit of the doubt 
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Find A Solution 
• Follow through with a resolution 
• Ask for help 
• Explain options 
• Have resources available 
• Give consistent answers 
• Be thorough 
• “Less Red Tape, More Red Carpet” 
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Have a Back Up Plan 
• Gather information 
• State Law: “A person who is arrested at a polling place while voting

or waiting to vote shall be permitted to vote, if entitled to do so,
before being removed from the polling place” [Sec 32.075(d)] 

• Weigh the options 
• SOS Complaint Information Posting should be posted at all polling

locations 
• Emergency Contacts 
• Call the election office to report the incident 
• Provide Documentation – incident reports, if directed by the 

election office 
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The Aftermath 
• Step Aside 
• Check on your poll workers 
• Don’t Stew, move on 
• Tell workers how they will be supported 
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H.E.A.T. 

•H – Hear them out 
•E – Empathize 
•A – Apologize 
•T – Take Action 
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 SOS Complaints Department 
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Available Support 

WEBINARS TRAINING RESOURCES 

ELECTIONS DIVISION 
elections@sos.texas.gov 

800-252-8683 
ELECTION SECURITY TRAINERS 

electionsecurity@sos.texas.gov  
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