
COUNTY OF FREDERCIK, VIRGINIA 
OFFICE OF ELECTIONS 

POLL WORKER HANDBOOK 
We want to extend our deepest gratitude for your invaluable service as a poll worker. Your 
dedication and hard work play a crucial role in ensuring the smooth and fair conduct of our 
elections. Serving as a poll worker is a vital role in the democratic process, ensuring that 
elections are conducted smoothly, fairly, and accurately. Here's an example of what it entails: 

Responsibilities: Poll workers have a variety of  duties, including: 

• Setting Up the Polling Station: Arriving early to prepare the voting area, setting up 
voting booths, and ensuring all equipment is functioning properly. 

• Greeting Voters: Welcoming voters as they arrive, checking their identification, and 
verifying their eligibility to vote.

• Issuing Ballots: Providing voters with the correct ballots and explaining how to mark 
them. 

• Assisting Voters: Helping voters widerstand the voting process, including how to use 
voting machines and ensuring accessibility for those with disabilities.

• Maintaining Order: Ensuring the polling place remains orderly and that voters can cast 
their ballots in a safe and secure environment. 

• Closing the Polls: At the end of the day, closing the polling station, counting ballots, and 
ensuring all materials are securely packed and returned. 

Civic Duty: Serving as a poll worker is a profound way to contribute to the community and 
uphold democratic values. It involves: 

• Ensuring Fairness: By overseeing the voting process, poll workers help maintain the 
integrity of elections, ensuring that every eligible voter can cast their vote without any 
issues.

• Promoting Participation: Poll workers play a crucial role in encouraging voter turnout 
and making the voting process accessible to all.

• Protecting Rights: They ensure that the rights of voters are respected and that the 
election laws are followed.

Working Together as a Team: Poll workers must collaborate effectively to ensure the success 
of the election. This includes: 

• Communication: Clear and constant communication among team members to address 
any issues that arise and to ensure a smooth voting process. 

• Coordination: Working together to set up and manage the polling station, handle voter 
queries, and resolve any conflicts.

• Support: Providing support to each other, especially during busy times, to ensure that all
tasks are completed efficiently.



Serving as a poll worker is not just a job; it's a commitment to democracy and community 
service. It requires dedication, team.work, and a strong sense of civic responsibility. 

1bis handbook contains basic elements of polling place operations and is not intended to be used 
as a comprehensive guide of Virginia election law or procedures. 

I recommend that you review this material often in preparation for election day. Do not 
write, mark, or highlight in the handbook. At the completion of election day, please place 

the handbook in the precinct bag. 

'RICH. VENSK0S1<:E 
(iENc'RAL 'REGIST'RA'R 
f'R,£V£1UC1( COUNTY, VA 

EMERGENCY PHONE NUMBERS 

FREDERICK COUNTY REGISTRAR'S OFFICE 

FREDERICK COUNTY FIRE AND RESCUE DISPATCH 

(non-emergency) 

FIRE OR POLICE EMERGENCY 

VDOT 

WEATHER 

540-722-8384

540-662-6162 

911 

540 -984-5600 

WEATHER.COM 
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Section A 

General 
You cannot leave the polling precinct 

Election Officer's Role 

Nov 2024 

Your role as an Election Officer is to ensure fair and accessible elections for voters 
and to protect the integrity and accompanying aspects of the election process. 

In accordance with federal and state laws, you are expected to perform all the 
duties assigned to you by the Office of Elections and your Precinct Chief. Perform 
these duties diligently and without partiality. 

Removal of Election Officer 

The Office of Elections will investigate promptly any complaint it receives 
regarding the fitness, qualification or performance of an individual appointed as 
an Election Officer. 

The Office of Elections may remove any Election Officer who is unfit or 
incompetent for assignment. Refer to Frederick County Election Officer Code of 
Conduct 

Election Officer Voting Options 

If you are assigned to work at your home precinct (the precinct you would vote at 
if not serving as an Election Officer), you may vote in the precinct on Election Day. 

If you are assigned to work in a precinct other than your home precinct, you may 
vote prior to election day; either in-person at the Registrar's office or by Absentee 
Ballot (AB). 

Voting Hours 

By state law, polls are required to open at 6:00 a.m. and close at 7:00 p.m. 

Election Officers are expected to arrive at their assigned polling place no later 
than 5:00 a.m. 
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All voters in line at 7:00 p.m. are processed normally. 

Extended Hours 

The normal poll closing time can be extended by a court order. 

If hours are extended, the Office of Elections will notify the precincts. 

All Election Officers must continue to work when extended hours are issued. 

When extended hours are issued, any voter who arrives after 7:00 p.m. may only 
vote by provisional ballot. 

Miscellaneous 

Do not comment on candidates or political issues (current or general) among your 
fellow Election Officers or with voters. 

Dress in casual business attire. Bring a sweater or jacket in case the polling place is 
cold. 

Bring any medications you may need, and food and drinks. 

Assist/serve voters promptly and courteously and stay alert for voters who need 
assistance. 

Report suspicious activities to the Chief or Assistant Chief. 

Refer questions from the media and Authorized Representatives to the Chief. 

If you as an election officer have any questions the PW guide can1t answer; please 
ask your Chief. 

Keep your Chief informed of "out of the ordinary" occurrences: check-in 
procedures, form data requirements, current poll counts, etc. 

Precinct questions that cannot be answered should be referred to the Office of 
Elections. (540-722-8384, Registrar) 
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Section B 
What Happens When Nov 2024 

• Arrive no later than 5:00 a.m.

• Chief calls Registrar's office (540-722-8384) when inside Polls

• Chief issues Oath to all poll workers 

• Chief issues PW assignments/ Review Emergency Procedures (G6-10}

• Welcome any authorized representatives and verify credentials

• Set up and make operational: Merlin

•Setup and make operational: voter check-in (poll book) station {C3-5}

• Set up and make operational: ballot distribution station (D1)

•Setup and make operational: ballot marking stations

•Setup and make operational: voting machine station (El-7)
ExpressVote 

f DS200 Ballot Scanner 
"Verify" then Remove two seals -- give to Chief 
Auto-Print zero tape -- give to Chief 

•Setup and make operational:
Provisional voter ballot marking station 
Chief's workstation 
Signs and posters 

• Chief calls Registrar's office to report polling station is operational

• At 6:00 am(at entrance) announce "POLLS ARE OPEN"

• Qualify/assist voters (G2)

• At 6:45 p.m. (at entrance} announce "POLLS WILL CLOSE IN 15 MINUTES"

• At 7:00 p.m. (at entrance) announce "POLLS ARE CLOSED"

Lock doors 
Allow anyone in line to qualify and vote (Note Last Person in Line) 
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Section C 

Poll Book {Voter Check-in) Officer 
DUTIES 

• Set up and take down the Merlin

• Open and close the Electronic Poll Books (laptops)

• Check in registered voters by verifying: 1) they have acceptable ID, and 2) are
eligible to vote

• Summon the Chief to assist any voter having an issue that prevents them from
voting

EQUIPMENT AND SUPPLIES 

• Extension cords -- for laptops and Merlin

• Surge protector (power strip)

• Laptops (two or more). Each laptop will come with a thumb drive already
inserted. This drive contains the County of Frederick Registration poll book.
DO NOT remove this drive and alert the Chief if the drive is not present when
setting up each laptop.

• Laptop power supply unit (one per laptop)

• Mouse (one per laptop)

• Handheld barcode scanner (one per laptop)

• Stand for each barcode scanner

• Velcro straps used to secure cables

• Sheet with passwords used to log into the ePollTAB program and to access the
poll book. This sheet is provided by the Chief and is contained in the Red bag.

• Ballot Entry cards

• Packet of Green precinct cards containing the list of precincts and their
addresses. These are given to voters who are at the wrong precinct.
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TASKS BEFORE THE POLLS OPEN 

Task 1. Set up the Merlin 

NOTE: DO NOT start the laptops until after the Merlin is fully functional! 
The Merlin should be set up in an area away from the check-in table arid out of 
direct view of the voters. 

Step 1. Open the Merlin box 
When received, the Merlin box should be closed and latched. (See Figure 
l }  

Figure 2 shows the Merlin 
box as it should look when 
opened and put away at 
the end of the day. The 
contents of the box 
include: 
1) the Power Cord 
2) the Merlin switch 
3) the Antenna Base 
4) the 2 Antennas
S) Cushioning

Step 2. Connect the Merlin to Power 

Figure 2 
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Connect the shortest extension cord to the Merlin 
power cord and connect to a wall outlet. Ensure that 
the Merlin device turns on. Look for the red light on 
the side of the Merlin as shown in Figure 3. 

Step 3. Configure the Antennas 

• • 
- - - - - - 1 I 

Figure 3 

Remove the 2 antennae from the holding slot in the box and screw both 
antennae onto ttie antenna base. Stand the base upright in the Merlin box. 
When first set up, the light on the antenna base will blink white and turn a 
solid, dark blue when the unit is ready. (See Figures 4a & 4b} 

Figure 4a 

Step 4. Install the Red Thumb Drive 
After confirming that the light on the Antenna 
base is a solid blue, insert the red thumb drive, 
from the red bag, into the top right USB slot on 
the Merlin device. (See Figure 5) 
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Figure 4b 

Figure 5 



When the Merlin is configured and 
ready for operation it should look 
like the setup in Figure 6. 

Figure 6 

Task 2. Set up the laptops 

NOTE: DO NOT power up the laptops until the Merlin has been up and running 
for at least three minutes. Both Poll Book Officers Must Perform Steps 1 
�ro�h� 

Step 1. 
• Plug the appropriate extension cord into a wall outlet
• Plug the extension cord into surge protector/power strip and turn it 

on 
• Plug the laptop1s power cable with the yellow collar on it into the

laptop
• Plug the other end of the laptop's power

cable into the surge protector.
• Plug the mouse into the left side of the

laptop
• Plug the barcode scanner into the right side

of the laptop (See Figure 7) 
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Figure 7 





































B. Processing Voided Ballots

The Ballot Distribution Officer shall fold the ballot so the Electoral Board Seal is on 
the outside. 
The Ballot Distribution Officer writes s'VOID" across the seal. (technique: add 
initials/time/reason) 
The Ballot Distribution Officer gives the ballot to the Chief. 
If the ballot is not physically present, (i.e., voter removed the ballot from the 
polling place), document the incident on the Voided Ballot Log and inform the 
Chief. 

AFTER POLLS CLOSE 

• After the porls are closed and all ballots cast, complete the Ballot Report
(Form Fl-FS}. Give completed report to the Chief

• Place unused 05200 ballots in box 6
• Break seal to open Ballot Drop Box 
• Remove Absentee Ballots (AB) from dropbox; 2 people count ABs; place in 

Envelope 68 and sign
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