Instructional Meetings

The Board of Elections and the Director of Elections are required to instruct election judges before each primary and general election.  The chief judge and the judges of the election are required to attend this meeting.  Election assistants are strongly encouraged to attend as well.  Chief judges, judges and assistants will be paid for attending instructional meetings.  The Board of Elections will notify you in advance of training sessions for each upcoming primary and general election being held. 
 Election Judges

Three judges are assigned to each precinct:  one Chief Judge and two Judges.  A typical polling place will have two judges from the same political party as the Governor, and one judge from the other major political party.  Judges usually live in the precinct in which they serve.  Occasionally, a judge will serve in a precinct outside his/her precinct of residence if a judge cannot be found from within the precinct.  Large precincts may have assistants assigned as well.  Election officials serving outside their home precinct may vote by absentee ballot before Election Day.

Chief Judge

Each precinct is assigned one Chief Judge.  The Chief Judge picks up ballots and supplies from the county board of elections (CBE) and acts as a liaison between the CBE, judges and assistants.  The Chief Judge assigns duties to the other judges and to assistants serving in the polling place.  Chief Judges attend training conducted by the CBE.

Judges

Each precinct is assigned two Judges, one from each major political party.  As a safeguard against fraud, both Judges usually verify voters’ registration at the Registration Station. 

Assistants

Larger precincts or precincts expecting heavy turnout are sometimes assigned an election assistant(s).  In North Carolina, certain high school seniors who are not yet of voting age can serve as election assistants.  Assistants serve in many capacities, including the registration station, the help station, the ballot station, the demonstration station, and/or monitor the curbside voting area.  Student assistants and regular assistants receive the same training and pay and have equal authority.

Regional Coordinator (new)

North Carolina counties have been grouped into eight districts statewide.  Each district has been assigned a regional coordinator for the 2006 and 2007 elections.  Regional coordinators make sure that voting equipment functions correctly and troubleshoots any problems that may arise on election day.

Chief Judges Duties & Responsibilities

Term

Two-year appointment; August to August of odd-numbered years

Commitment

Primary, general and special elections from 6:00 a.m. until all election supplies are returned to the elections office
Training

Attend instructional meetings before each primary and general election

Duties

Once Appointed

· Take Oath of Office

· Meet with Director or other staff member of CBE to go over duties and responsibilities

· Attend mandatory instructional meetings and training workshops according to G.S. 163-82.24 and 8 NCAC 4.0305.  Learn how to set up the polling place, use voting equipment, conduct regular and provisional voting, enforce electioneering laws (G.S. 163-166.4), assist disabled voters (8 NCAC 10B.0107), conduct curbside voting (G.S. 163-166.9 and 8 NCAC 10B.0108), accept voter name/address/party changes, conduct a hearing at the polls, open and close the polls (8 NCAC 10B.0102, -.0105), send election results to the CBE, account for ballots/equipment/supplies (8 NCAC 10B.0106), enforce security and emergency procedures.

· Inform the CBE if you are the spouse, child, spouse of a child, sister or brother of another precinct official in the same precinct.  Serving in the same precinct as a near relative is prohibited by G.S. 163-41.1
· Inform the CBE if you hold any office in a state, congressional district, county, or precinct political party or political organization.
Before the Election

· Attend all instructional meeting(s) prescribed by law and training workshops necessary in carrying out all duties and responsibilities for conducting an election (G.S. 163-46, 8 NCAC 10B.0101).

(
Assist CBE as liaison with judges and assistants.

· Schedule a time for pre-election set up

· Assign and review duties with judges and assistants

· Inform CBE if your relative (wife, husband, mother, father, daughter, son, sister or brother) will be a candidate during an election in which you are scheduled to serve as Chief Judge (G.S. 163-41.1)

· Confirm access or obtain keys to polling facility

· Check phone access at the polling facility

· Review the precinct observer list and submit any objections for good cause to the CBE (G.S. 163-45)

· Notify the CBE if unable to serve on an election day

· Receive voting equipment security keys or codes

· Receive ballots and equipment, compare to inventory lists and complete column 1 of the Chain of Custody Form and column 1 of the Supply Checklist in the presence of a CBE member or staff.

· Check your poll list to make sure it is complete and is the correct list for your precinct.

Before Polls Open

· Review duties with other precinct officials.

· Administer the oath of office to any precinct officials that were not previously sworn in (G.S. 163-41)

· Make sure that all equipment has been delivered and that all booths and tables have been set up.

· Mark off the boundaries for the voting enclosure, if necessary

· Post sample ballots at the polling place prior to opening the polls (G.S. 163-165.2)

· Set up a demonstration area that includes sample ballots and voting instructions.

· Complete the Election Morning Checklist.

· Review column 1of the Chain of Custody Form and Supply Checklist with election judges and get their signatures.

· Lock/secure voting area and supplies if set-up is done before election day.

· Measure and mark the electioneering and buffer zone locations.  Remove any campaign signs that violate electioneering laws.

· Comply with facility rules concerning smoking, eating, etc.  Federal law prohibits smoking inside of a school building.

· Complete expense report sheets such as payroll, rent, etc.

· Keep ballots and poll lists in your possession until Election Day.

· Make sure that ballot boxes are empty and machine counter and/or tapes indicate zero votes.

Election Day

· Arrive at the polling place by 6:00 a.m. to ensure the prompt opening of the polls at 6:30 a.m. as mandated by G.S. 163-166.01.

· Administer the oath of office to any precinct officials not previously sworn in (G.S. 163-41).  

· Put on precinct official vests and/or name badges.  

· Place signs for:  designating the polling place, buffer zone, temporary/permanent accessible parking, accessible entrance, curbside voting place, voter’s rights, voter instructions, sample ballots, no smoking signs, registration station, ballot station, help station, absentee list, etc.

· If a judge has not arrived before the polls open, notify the CBE immediately and appoint another person to act as precinct judge until the chairman of the CBE appoints a replacement (G.S. 163-41).

· Respond to any voter’s request for assistance [G.S. 163-166.8(b)].

· Maintain the arrangement of the voting enclosure (G.S. 163-166.2).  

· Assist party observers.  

· Report any problems that may affect the election and any violations of election laws to the CBE.  

· Work in a non-partisan manner.  

· Be familiar with security, disaster and emergency plans.  

· Complete columns 1, 2 and 3 of the Balance Form during the day.  

· Enforce the electioneering buffer zone.

· Follow voting procedures as directed by CBE and SBOE  

· Do not:  accept bribes from candidates, commit fraud, make false statements or false writings in performing election duties.

Polls Closing

· Announce the closing of the polls at 7:30 p.m. (G.S. 163-166.10)

· Record the name of every voter waiting in line at 7:30 p.m. and allow them to complete the voting process.  

· Sign the poll book immediately beneath the last voter’s name.  

· Count votes.  

· Make unofficial reports of returns to CBE.  

· Complete column 4 of the Balance Form and sign.

· Pack security container according to list attached to container.
· Seal security container(s) and sign seal(s).

· Complete the Election Night Checklist. 

· Return all required materials to the CBE receiving station on election night unless otherwise instructed by CBE.  

· Complete column 2 of the Ballot Custody Form and column 2 of the Supply Checklist in the presence of a CBE member or staff.
Judge’s Duties & Responsibilities

Term
Two-year appointment; August to August of odd-numbered years

Commitment

Primary, general and special elections from 6:00 a.m. until all election supplies are returned to the elections office

Training

Attend instructional meetings before each primary and general election

Duties

Once Appointed

· Take Oath of Office  

· Meet with Director or other staff member of CBE to go over duties and responsibilities  
· Attend mandatory instructional meetings and training workshops according to G.S. 163-82.24 and 8 NCAC 4.0305.  Learn how to set up the polling place, use voting equipment, conduct regular and provisional voting, enforce electioneering laws (G.S. 163-166.4), assist disabled voters (8 NCAC 10B.0107), conduct curbside voting (G.S. 163-166.9 and 8 NCAC 10B.0108), accept voter name/address/party changes, conduct a hearing at the polls, open and close the polls (8 NCAC 10B.0102, -.0105), send election results to the CBE, account for ballots/equipment/supplies (8 NCAC 10B.0106), enforce security and emergency procedures.

· Inform the CBE if you are the spouse, child, spouse of a child, sister or brother of another precinct official in the same precinct.  Serving in the same precinct as a near relative is prohibited by G.S. 163-41.1
· Inform the CBE if you hold any office in a state, congressional district, county, or precinct political party or political organization.
Before the Election

· Attend all instructional meeting(s) prescribed by law and training workshops necessary in carrying out all duties and responsibilities for conducting an election (G.S. 163-46, 8 NCAC 10B.0101).  

· Inform CBE if your relative (wife, husband, mother, father, daughter, son, sister or brother) will be a candidate during an election in which you are scheduled to serve as Judge (G.S. 163-41.1).

· Assist Chief Judge in posting sample ballots at the polling place prior to the opening of the polls (G. S. 163-165.2).  

· Notify the CBE if unable to serve on an election day.

Before Polls Open

· Review duties with Chief Judge at polling place.  

· Make sure that equipment has been delivered to polling facility and that all booths and tables have been set up.  

· Assist with marking the boundaries for the voting enclosure, if necessary. 

· Assist with setting up a demonstration area that includes sample ballots and voter instructions.  

· Count ballots and supplies and sign column 1 of the Chain of Custody Form and Supply Checklist.

· Lock/secure voting area and supplies if set-up is done before election day.  

· Assist with measuring and marking the electioneering and buffer zone locations.  Remove any campaign signs that violate the electioneering laws.  

· Comply with facility rules concerning smoking, eating, etc.  Federal law prohibits smoking inside of a school building.

Election Day

· Arrive at the polling place at 6:00 a.m. to ensure the prompt opening of the polls at 6:30 a.m. as mandated by G.S. 163-166.01.  

· Put on precinct official vests and/or name badges.

· At the Chief Judge’s request, announce at 6:30 a.m. that the polls are open and will close at 7:30 p.m.  

· Place signs for:  designating the polling place, buffer zone, temporary/permanent accessible parking, accessible entrance, curbside voting place, voter’s rights, voter instructions, sample ballots, no smoking signs, registration station, ballot station, help station, absentee list, etc.

· If assigned, check the registration of voters at the registration station according to G.S. 163-166.7(a).

· Notify the chairman of the CBE immediately if chief judge does not arrive before the polls open.  Act as chief judge upon request of CBE chairman until the chairman appoints a replacement or approves the selection of the chief judge (G.S. 163-41).

· Show voters how to use the voting equipment.  

· Respond to any voter’s request for assistance [G.S. 163-166.8(b)].

· Maintain the arrangement of the voting enclosure (G.S. 163-166.2).  

· Assist party observers.  

· Report any problems that may affect the election and any violations of election laws to the CBE.  

· Work in a non-partisan manner.  

· Be familiar with security, disaster and emergency plans.  

· Perform required legal duties or face criminal consequences as set out in G.S. 163-274(1).

· Assist the Chief Judge with completion of columns 1, 2 and 3 of the Balance Form during the day.  

· Assist the Chief Judge with enforcing the electioneering buffer zone.

· Follow voting procedures as directed by CBE and SBOE.  
· Do not:  accept bribes from candidates, commit fraud, make false statements or false writings in performing election duties.  
Polls Closing

· At the Chief Judge’s request, announce at 7:30 p.m. that the polls are closed.  Assist with taking the names of any voters in line at 7:30 p.m.  

· Ensure the counting of the votes have been adequately and properly counted according to procedures and law.

· Sign the poll book immediately beneath the last voter’s name and the Chief Judge’s name.  

· Count votes.  

· At the Chief Judge’s request, make unofficial reports of returns to CBE.  

· At the Chief Judge’s request assist with the completion of column 4 of the Balance Form and sign.

· Pack security container according to list attached to container.

· Seal security container(s) and sign seal(s).

· At the Chief Judge’s request, assist with the completion of the Election Night Checklist. 

· At the Chief Judge’s request, return all required materials to the CBE receiving station on election night unless otherwise instructed by CBE.  

· If returning materials to the receiving station, complete column 2 of the Chain of Custody Form and column 2 of the Supply Custody Form in the presence of a CBE member or staff. 
Assistant’s Duties & Responsibilities

Commitment
Primary, general and special elections from 6:00 a.m. until all election supplies are returned to the elections office

Training

Attend instructional meetings before each primary and general election

Duties

Conduct elections at the polls according to the instructions issued by the board of elections and the North Carolina General Statutes

Assist in miscellaneous ways as determined by the Chief Judge

Respond courteously to the public

Help make voter traffic run smoothly

Serve as curbside official

Give voter information or voting demonstration

Monitor Exit Station

Election judge duty stations

There are four duty stations in each polling place.  Judges may serve in more than one station, or assistants may be assigned to some stations.  

Registration station

One judge (or assistant) from each major political party must serve at the registration station.  Judges at this station check the registration list to verify whether a voter is registered and eligible to vote.

Ballot station

At least one judge or assistant serves at the ballot station.  Judges at this station issue or activate ballots for voters who have been determined to be registered and eligible to vote.

Help station

At least one judge or assistant serves at the help station.  Judges at this station help people whose names are not found on the registration list, or people who have changed their name, address or party affiliation without informing the CBE.  Judges at this station may also handle any problems that arise at the polling place on election day.

Exit station

One judge or assistant serves at the exit station in polling places where paper ballots are used.  Judges at this station make sure that regular ballots are properly deposited into tabulators or ballot boxes.  Judges at this station make sure that provisional ballots are kept separate from regular ballots, and make sure that voters do not leave the polling place with a ballot.

Demonstration station

One judge or assistant monitors the demonstration station.  Judges monitoring this station help people who want instruction in how the voting equipment works or in how to mark a ballot.

Judges and assistants may change duty stations during the course of the day.  Judges must remain in the polling place from the time that they arrive until the time that the polling place closes and their duties are finished.  Judges must bring any items with them that they may need during the course of the day, such as food and medication.  All three judges must maintain a “continuous presence” together throughout the day and may not leave to run errands, to get food, etc.

People allowed in the voting enclosure
In addition to election judges, assistants, and voters in the act of voting, specific individuals are allowed inside voting enclosure while the polls are open.  These individuals must not disrupt or interfere in the election process.

County Board Members and Staff

Members of the county board of elections and members of the office staff are allowed inside the polling place.  These individuals may check or repair equipment, assist election judges as needed, and observe polling place procedures.

Regional coordinators and repair staff

These individuals may be present to check or repair equipment and assist election judges as needed.

Observers/Runners

During partisan elections, the chair of each political party may appoint two observers to be present in each the polling place.  Unaffiliated candidates may also appoint two observers to be present in each polling place in which their name appears on the ballot.  Candidates may not serve as observers.  In some polling places, a runner may be appointed in lieu of an observer.  Runners may be present to receive a voter list.
Voter assistants

People authorized to assist a voter may be present while in the process of providing assistance.

Voter challengers

Voters entitled to challenge other voters may be present in the voting enclosure while entering or explaining a challenge.  The challenger must leave the voting enclosure as soon as the challenge is entered.

Minor children

Minor children in the care of the voter may be present in the voting enclosure while the voter is in the process of voting.

Law enforcement officials

These individuals may accompany election judges or assistants who are transporting ballots or voting supplies.  They may also be called by a Chief Judge or Judge to maintain order.

Media

Members of the news media (reporters and photographers) are allowed to enter polling places to take panoramic photographs or videos of the voting place, but are not permitted to record identifiable voters in the process of voting.  Members of the media must identify themselves to the Chief Judge upon entering the polling place.  

Kids Voting 

People conducting or participating in simulated elections that have been approved by the county board of elections may be present within the polling place.
Challenging the right to vote

To make a challenge on election day, a challenger must be a registered voter of the same precinct as the person being challenged.  A challenge may be made anytime that the polls are open.  Contact the CBE if a voter is challenged.

Challenge Checklist

1. Is the challenger a registered voter of the precinct? If no, the challenger does not have standing to make a challenge.  

2. If the challenger has standing to make the challenge, the challenger will fill out the Notice of Challenge Form, located on the front of the Challenge Envelope.  After making the challenge, the challenger must leave the voting enclosure.

3. The Chief Judge signs and dates the Notice of Challenge Form.

4. A judge writes “challenged” beside the voter’s name on the registration list.

5. The Chief Judge and judges will hold a hearing as soon as possible, before the polls close.  The judges decide, by majority vote, whether the challenged person is a qualified voter.

Hearing Process

1. Begin the hearing by explaining the qualifications for registering and voting to the challenged voter.

2. Question the challenged voter regarding qualifications.

3. Witnesses other than the challenged voter may be heard once placed under oath by the chief judge.

4. The chief judge administers the Sworn Voter Oath to the challenged voter.  

a. If the judges find that the person is a legal voter and the challenged voter takes the oath, the challenge should be overruled and the person permitted to vote.

1. The judges write the word “sworn” next to the challenged voter’s name on the registration list and ATV Form or pollbook.

2. The voter is permitted to vote.

b. If the challenged voter refuses to take the oath, the challenge should be sustained.

1. The judges mark the registration list next to the voter’s name to indicate a sustained challenged.

2. The judges erase the voter’s name from the pollbook, if it had been written in, or write “challenge sustained” across the voter’s ATV label.

3. The voter may vote a challenged ballot once they complete the Application for Challenged Ballot and affidavit on the back of the Challenge Envelope.

4. The judges write voter’s name and the next sequential challenged ballot number on the Log of Challenged Voters.  Judges also write the challenged ballot number on the ballot, challenge envelope, registration list and pollbook or ATV label (i.e. C1, C2).

5. The challenged voter shall mark the ballot privately, but in the presence of the Chief Judge, seal the challenged ballot in the Challenge Envelope, and deliver the sealed envelope to the Chief Judge.

6. The Chief Judge shall store all sealed Challenge Envelopes in a security container, which s/he shall seal immediately after the polls close.
7. At the end of election night, all three judges should sign the log.
Voter assistance

Any voter, whether disabled or not, may request assistance in casting a ballot.  Assistance may be rendered for the voter going to and from the voting booth and inside the voting booth.  Assistance may also be rendered to persons voting by curbside or one-stop absentee ballot.

Who is entitled to voter assistance?

All voters who request assistance.

Who may assist a voter?

If the voter is blind, disabled or illiterate, the voter may ask almost anyone for assistance.

All voters may request assistance from near relatives.  Other relatives may assist the voter ONLY IF the voter is blind, disabled or illiterate.  Near relatives are:

· spouse

· child (including stepchildren and sons- and daughters-in-law)

· parent
 (including mother- and father-in-law)

· grandparents


· grandchildren

Precinct officials may assist any voter if not specifically prohibited by law from doing so.

Who may NOT assist voters?

Voters’ employer

Agent of the voter’s employer

Officer or agent of the voter’s union

How does a voter get assistance?

A voter must request assistance, and choose the person from whom they would like assistance.  Precinct officials must not suggest that a voter needs assistance.
Responsibilities of persons rendering assistance

Do not try to convince a voter to cast a ballot in any particular way.
Voter assistance is given in private, and information about how the voter cast the ballot must not be noted, recorded or shared with anyone.

Remain outside of the voting enclosure when not rendering assistance.
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